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HOW TO APPLY FOR A  BUSINESS CARD REQUEST  

1. Enter the ERP URL  (erp.nirsal.com) then click on Sign in  

 

 

 

2. Insert email and password, then click on Login/Enter  

 

 

 

Click  
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3. Click on the Menu  icon        on the top left of the interface  

 

 

 

4.  Then click on Strategy and Communications Group , which is a drop - down  ta b, then 

click on CCM  

 

 

 

 

 

Click  

Click  
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5. On the Business Card Requests  tab , then  click on the New  button  

 

 

6. Enter an employee in the Employee provided field, and the employee's details on the 

Identity  tab below will be populated automatically.  

 

 

 

Click  

Save  Cancel  
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7. Next, click the Business Card  tab, select the required Quantity , then click Submit  to 

send the request for approval.  
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HOW TO APPLY FOR AN ID CARD R EPLACEMENT  

1. On the CCM , click on the Replacement ID Request  tab, then click on New  

button  

 

 

2. Enter  an employee in the Employee provided field, and the employee's details on the 

Identity  tab below will be populated automatically.  
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3. Next, Next, click the Replacemen t tab, select a Document Type  (either a Police Report  

or a Court Affidavit ), then attach the corresponding supporting document. Finally, click 

Submit  to send the request for approval.  
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HOW TO PROCESS  FOR A  NEW  ID CARD  

1. On the CCM , click on the New ID Issuance  tab, then click on New  button  

 

 

2. Select the employee's Business Unit  in the Organization Unit  field. Then, enter the 

employee's details on the Identity  tab.  
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3. Next, click the New ID Issuance  tab, upload the employee's passport photograph 

to be used on the ID card, then click Submit  to send the request for approval . 

 


