
EXTRA CURRICULUM

PAYMENTS ON

MYSELF

Element is
Extra

Curriculum
Payment (331)

Select the
correct

reason for
claim from

the drop
down

Input cost code
(or select

magnifying
glass to search

for school)

Enter the
total hours

worked
(minus any

breaks)

ONCE COMPLETED, SELECT                    

WITHIN THE CLAIM PLEASE COMPLETE THE
FOLLOWING

SCROLL DOWN TO TIME & EXPENSES
AND SELECT                         

YOU WILL THEN BE DIRECTED TO THE CLAIM
FORM

Quick guide on how to process your payment on mySelf

SELECT THE CLAIM
FORM SHOWN

HERE 

PLEASE READ THROUGH THE INSTRUCTIONS
THEN COMPLETE THE FOLLOWING BOXES

LOG INTO YOUR                   ACCOUNT

SELECT THE START
DATE OF YOUR

CLAIM

GO TO THE PAY & BENEFITS TAB

SELECT YOUR
POSITION FROM

THE JOB TITLE
DROPDOWN

Input start date
of claim and

enter end date
(if different

from start date)

THEN SELECT 



AFTER SELECTING             YOU WILL BE
DIRECTED TO THE FOLLOWING PAGE               

SELECT
AUTHORISING

ROLE AS
'AUTHORISER -

MULITPLE ROLES'

ONCE COMPLETED, PLEASE SELECT                     
TO SUBMIT YOUR CLAIM

YOUR CLAIM WILL NOW BE SENT TO YOUR
AUTHORISING MANAGER WHO WILL
AUTHORISE / NOT AUTHORISE YOUR

PAYMENT

IF YOU NEED ANY FURTHER ADVICE  PLEASE VISIT 
WWW.MYNL.CO.UK 

OR
EMAIL ESC-HELPDESKTEAM@NORTHLAN.GOV.UK

 

SELECT
AUTHORISING
GROUP AS THE
SCHOOL YOU
WORKED IN

INSERT YOUR
MYSELF PASSWORD

http://www.mynl.co.uk/
http://www.mynl.co.uk/
http://northlan.gov.uk/

