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HOW TO APPLY FOR A BUSINESS CARD REQUEST

1. Enterthe ERP URL (erp.nirsal.com) then click on Signin

NIRSAL*%\‘?‘ Home Jobs Contactus Q

Cuck

Plan, implement,
deliver exceptional
value

Providing strategic initiatives to foster community growth and success.

Our services

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

\ Home Jobs Contactus Q Signin
NIRSALY
Email
—) -
Passwod ~  FReselPasswo
— ,
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3. Click onthe Menu iconE on the top left of the interface

click E Payslips Timesheets Contracts Activities

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

Leave Requests

This Month
Add job title

Leave Allocation Requests

Job Applications

@ Acminsstrative Services

@ Operational Control

@ Attemative Finance

@ intemal Avait

@ Assurance & Information Systems Augi 1

@ Alterative Finance

@ Appication & Support Services

@ Human Capital Management and Admmnistration
® Susiness Aavisory and investment Services.

Dashboard

» on & C icati logy Payslips Timesheets Contracts Activities

Human Capital & Administration

-

Finance Group

Finance Facilitation Group

Today

“

Strategy and Communications Group. ) Credit, Financial & Market Risk SBU ®Fru

Leave

My Performance — ' @ strategy & Performance @B
Website v This Month @ Infrastructure & Operations SBU @ st
cem click @ Budget and Financial Reporting SBU O A
@ Business Development (South) BU ®ca

Events
@ Green Innovations & Climate Solutions SBU () Co
SRS scute DI eave Allocation Requests @ MD/CEO Executive Office Fin
Business Develapment Group . Assurance & Information Systems Audit 2 SBU Bu
N @ Processing & Markets @ cre
R ) Business Development Group . Re
Setti B Alternative Finance 2 SBU Clit

mgs Job Applications °

Receipts and Payment ® A
) Business Development (North) BU @®co
@ Business Development NW Zone SBU ® A
@ Assurance & Information Systems Audit 1 SBU (@ Inp
@ Climate Smart Agriculture BU @A
@ Operations Executive Office @ Lo
. Loan Management & Recovery BU ©op
@ Cornorate Communications BU Oo



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

s Replacement ID Requests _° O nrsaLPc | A
m Business Card Requests & Q - -1/1 <>
'M»—— Request Type Employes Organization Unit Quantity State. Created on
cllck | Business Card Request Administrator Muktar Usman 50 Cancelled 03/06/2026 11:34:29

6. Enteran employee in the Employee provided field, and the employee's details on the
Identity tab below will be populated automatically.

Bl CCM ETEIPEY SN ENERSE Replacement D Requests  New ID Issuance [ @ NIRSALPIc | A

sts
N Savemmh o x gmmCancel
m Reject  Cancel Submitted HOD Approved Ready for Printing Printed Rejected Cancelled

Name CCM/00075 B Employee Admin -

Request Type  Business Card Request Organization Unit Administrator Muktar Usman

Requested By ~ Ahmed Ibrahim - MTANDU ERP Specialist Create "Admin

Search More...
Create and edit a
- Identity Business Card Approvals -
Employee Name Work Email
Employee ID Mobile Phone
Designation Work Phone

Log note  Activities Q Follow



7. Next, click the Business Card tab, select the required Quantity, then click Submit to
send the request for approval.

85 @ NRSALPIc | A

£ cCM [ENEDTTSYSERENERE popiacement ID Requests  New ID Issuance

[ N J Business Card Requests
CCM/00075 & o x

m Reject  Cancel Submitted HOD Approved Ready for Printing Printed Rejected Cancelled

Name CCM/00075 Employee Administrator Muktar Usman
Request Type  Business Card Request Organization Unit

Requested By  Ahmed Ibrahim - MTANDU ERP Specialist

»

\de- Business Card Approvals -
‘ Quantity -

100

Log note  Activities Q Follow




HOW TO APPLY FOR AN ID CARD REPLACEMENT

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

usiness Card Requests TS IIe AL ool Mew ID Issuance 85 O NRsALPc A

m Replacement ID Requests & Q - (LA G
Name Request Type Employee Organization Unit Quantity State Created on

CCM/00044 Replacement ID Card Administrator Muktar Usman Rejected 02/04/2026 15:12:12

2. Enter an employee in the Employee provided field, and the employee's details on the
Identity tab below will be populated automatically.

Business Card Requests JGEGIEIENELAIREELRTES SN New D Issuance ‘-.S @ NIRSAL Plc A

Replacement ID Requests

(New

CCM/00077 &% a x
m Reject Cancel Submitted HR Verified CCM Authorized Issued Rejected Cancelled
Name CCM/00077 - Employee Admml -
Request Type  Replacement ID Card Organization Unit Administrator Muktar Usman
Create "Admini"

Requested By  Ahmed Ibrahim - MTANDU ERP Specialist
Search More...

Create and edit. -
Identity Replacement Approvals =
Employee Name Work Email
Employee ID Mobile Phone
Designation ‘Work Phone

Log note  Activities Q Follow



3. Next, Next, click the Replacement 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.

B CCM  Business Card Requests [EISSEISARISI MR ey (D Issuance 2° O NRsALP A

Replacement ID Requests
CCM/00077 o x

m Reject  Cancel Submitted HR Verified CCM Authorized Issued Rejected Cancelled

New

Name CCM/00077 Employee Administrator Muktar Usman

Request Type  Replacement ID Card Organization Unit

Requested By ~ Ahmed Ibrahim - MTANDU ERP Specialist

de- Replacement Approvals =

Document Type - Police Report

Supporting Document(s) X
Visitor Pass - VR_2026_00004 (4).pdf
Ao por v

- @ Supporting Document(s)



HOW TO PROCESS FORA NEW ID CARD

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

! CCM  Business Card Requests  Replacement ID Requests [NENE[oJEENELIY .45 0 NIRSALPle = A
m New ID Issuance & Q v
'Name Request Type Employee Organization Unit Quantity State Created on

Create new document

2. Select the employee's Business Unit in the Organization Unit field. Then, enter the
employee's details on the Identity tab.

ard Requests  Replacement ID Requests [T IPIE e IT) @ NRSALPIc = A

New ID Issuance

CCM/00080 & & X

T Reject Cancel Submitted to CCM CCM Approved Issued Rejected Cancelled

e

Name CCM/00080 B Crganization Unit | -
-
Request Type  New ID Card Issuance Administration
Requested By  Ahmed Ibrahim - MTANDU ERP Specialist Operations Directorate / Shared Services Group / Human Capital Management and Administration BU / Administrati...
Technical Directorate / Value Chain Optimisation Group / AVC Production, Integration and Support Services BU / Agr.
Technical Directorate / Value Chain Optimisation Group / AVC Production, Integration and Support Services BU / Agr... a
Identity ~ New IDIssuance  Approvals =
Technical Directorate / Finance Facilitation Group / Alternative Finance BU / Alternative Finance 1 SBU
- Employee Name Technical Directorate / Finance Facilitation Group / Alternative Finance BU / Alternative Finance 2 SBU
Technical Directorate / Finance Facilitation Group / Alternative Finance BU
- Employee ID Technical Directorate / Finance Facilitation Group / Alternative Finance BU / Alternative Finance SBU
‘ Designation Search More.
Start typing.. -
ECUERUETEETEE  Log note  Activities Q Follow



3. Next, clickthe 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.

BE CCM  Business Card Requests  Replacement ID Requests [l Ea T 45 @ NRsALP A

New ID Issuance

CccM/00080 & & X%

m Reject  Cancel

Name CCM/00080

New |

Request Type  New ID Card Issuance

Requested By  Ahmed Ibrahim - MTANDU ERP Specialist

IR New IDIssuance  Approvals

Photo

Submitted to CCM  CCM Approved

Organization Unit

Administration

Issued Rejected

Cancelled
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