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HOW TO APPLY FOR STAFF REIMBURSEMENT/RETIREMENT

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

NIRSAL ¥ Home ovs comactus

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

N I RSAL%&' Home Jobs Contactus Q Signin
Email
— .-
Password
258

Copyright @ 2026 NIRSAL Pic Unauthorized access is prohibited.




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

click u Payslips Timesheets u Contracts Activities
Today
Leave Requests
This Month
Add job title

Job Applications
8
=

4, Then click on Finance Group, which is a drop-down tab, the click on Expenses

@ Acminstrative Services
@ Operational Control

@ Assurance & Information Systems Augi 1

@ Alterative Finance

@ Appication & Support Services

@ Human Capital Management and Administration
@ Susiness Aavisory and Investment Services

Dashboard
boInk ion & Ct icati hnolog; yslip Timesheets Contracts Activities
» Human Capital & Administration 0 8 1 0
~ Finance Graup

Accounting Upcoming Events Announcements

txpenses demmmlC lick

Finance Facilitation Group

Strategy and Communications Group
Executive Office ﬂ

Business Development Group

No Uptoming Events No Announcements
Apps No events scheduled for the coming No announcements available at this time.
Settings days.
.-
=
My Leave Analysis My Skill Analysis

[ Leaves Taken




5. On the Expense maodule click on New

B Expenses My Expenses Expense Reports  Reporting  Configuration

A% O nrsaLPic A

mn My Expenses & Q My Expenses X

' 0.00 & > 0.00 &
to submit

under validation

Expense ... Description Employee Paid By Activities Analytic Distribution

Food
Gardens

[=]r « & o

0.00 &

to be reimbursed

Total Status >

6. Enter a Description of the expense, select an expense Category, enter the Total
amount, and choose a Paid By option. Select Employee (to reimburse) if you expect to
be reimbursed for the expense, or select Company if the expense is a retirement of
company funds. You may also enter additional details in the Notes field. Finally, click
Attach Receipt to upload one or more receipts.

£ Expenses My Expenses  Configuration

* A% O nrsaLPc |A

| e | 'SEV@ b o « dmmmCancel
‘ Create Report  Split Expense

Description ’

B Accommodation

- Category [TRANS & ACC] Travel & Accommodation
Hotel, plane ticket, taxi, etc
- Total 7 15,000.00 & NGN
Included taxes ’ 0.004
‘ Paid By © Employe (to reimburse)
Company
Notes g |

Note:

ToReport » ToSubmit  Submitted  Approved  Done

Expense Date ’
Account ’ 600000 Expenses

Analytic Distribution ©

a & dmmm-Paperclip
Icon

i.  Multiple Expenses can be created and saved for later submission
ii.  Youcanview the attachments by clicking the Paperclip icon below the request.



7. After creating one or more expense entries and attaching the relevant receipts, click
Create Report. An expense report allows you to group multiple expenses into a single
submission. All expenses must be added to an expense report before they can be
submitted for approval.

At O wmmsaec A

- [N ISl  Attach Receipt  Split Expense | To Report \> ToSubmit  Submitted  Approved  Done

Description

Accommodation

Category TRANS BL ACC] Travel & Accommadation

600000 Expenses

Total 15.000.00 8 NGN Analytic Bistribution
Included taxes 0.00 %
Employee

Paid By

m Lognote  Activities Q & [¥' A" Following

Note: The Split Expense option is only required when an expense needs to be divided between
multiple allocations. Otherwise, proceed by clicking Create Report.

8. Then click on submit when done to submit the report for approval

B Bxpenses MyExpenses Co & &% © nmsaLpic | A

My Expenses / Accommodation [ Bwenses
Accommodation & 1

-m Summum Approved  Posted  Done

Expense Report Summary '
Accommodation

ew

Employee n Abarshi Manager * u Lawal
Paid By Employee (to reimburse)
Journal * Vendor Bills
Expense =
Expense .. Category Description Analytic Distribution Taxes Subtotal In Currency Subtotal 3=
[TRANS & ACC] Travel & Accommodation Accommodation ¥ 15,000.00 M 15000004 M
Add a line

Intaxed Amount 15,000.00 &
Taxes 0.00 &
Total 15,000.00 N



HOW TO APPROVE EXPENSES

1. From the Expense maodule, click the Expense Reports tab, then select the expense
report awaiting your approval.

B Dpenses My Emense; [ROCSEMERSY fporing  Configuratiof

23 #vkepors aQ - s (=F 8w

Employee Expense Report Activities Total Status Payment Status =

STaTUS
- B caministrator Muktar Usman Accommadation Expense Approval 30,000.00 ([ Submited
o Submit
Submitted 30,000.00 4
Approved
B Posted
8 Done
Refused

& EMPLOYEE
Al

Administrator Muktar Usman

2. Review the expense report, then click Approve to approve it.

B Eypenses s B 0] Reporting  Configuration 4t O nesaLPc | A

All Reports.
Accommodation €

<
‘m Refuse | Reset toDraft o Submit > Submitted > ) Jrih Joo

[ New

Expense Report Summary

Accommodation
empioyes @ Acministator Mokt Manager
Paid By Employee (to reimburse)
Journal © vendor Bills
Expense
Expense ... Category Description Analytic Distribution Taxes Subtotal In Currency Subtotal <t
[TRANS & ACC] Travel & Accommodation Accommadation * - 30.000.00 & 30000008 X
Ackd aine
Untaxed Amount: 30.000.00 &
Taxes: 0.00 8§
Total 30,000.00 ¥

EE v o QB Y 8 ratowns

Note: You can view the attachments by clicking the Paperclip icon in the report.



