
NB. 

DAY WORKERS WITH NO EMPLOYEE ID MUST COMPLETE THE BANK & PERSONAL INFORMATION FORM 
FIRST; THIS FORM MUST BE SEND TO HR BEFORE THE CLAIM CAN BE CREATED ON THE SYSTEM. (Mrs A 
Pieterson x 3838, Room 4-69, Admin building) 

MAKE SURE IF ANY PERSONAL INFORMATION CHANGED, ESPECIALLY IF BANK DETAILS CHANGED, THE 
DAY WORKER MUST COMPLETE THE PERSONAL INFORMATION FORM FIRST, THE PERSONAL 
INFORMATION FORM MUST BE SEND TO HR BEFORE YOU CREATE THE CLAIM ON THE SYSTEM. 

REMEMBER TO DELEGATE APPROVAL OF CLAIMS IF YOU ARE ON LEAVE OR NOT ABLE TO APPROVE THE 
CLAIMS. 

1. Navigate to PeopleSoft HR, Main Menu, Self Service – UP, Employees workcentre, Claim request 
2. Select the remuneration tab 
3. Select claim request 
4. Select the type of Claim, Day workers 
5. Enter the Employee id 
6. Select process request 

 

7. Add the date worked, start time, end time and the position number 
8. Save for later 
9. Make sure everything is correct 
10. Submit the claim 

NB – Total Units indicate the hours or days or can be a combination of hours & days. 



 

11. You can yes-confirm if you are happy that the claim is correct, or no return if you need to change 
something 

 

12. You will see that the claim was successfully completed, make sure on this page that the claim is 
routed to the correct line manager for approval(if not correct please phone Charmaine Groenewald  
012 420 5024) 

13. See the routing it will go to the line manager for approval, then to finance (Mr TP Mashaba x2869) 
to pay the day worker and then to payroll (Mr AJ Cupido x2869) for finalization. 

14. If the day worker does not have bank details the claim will go directly to payroll for payment. 



 

15. You can view all Day worker claims you’ve created, click on the green claim selection button, the 
page will expand 

16. Select the type of Claim 
17. Select the claim you want to view 
18. Select process selected 

 



1. The line manager will receive an email 
2. You can also navigate to PeopleSoft HR, Main menu, Self Service – UP, Managers workcentre, 

Approve/Disapprove claims 
3. You can approve one by one claim by clicking the approve button to view the claim 
4. You can also approve more than one claim at the same time, by selecting the claims you want to 

approve and then select the “approve selected” button. 

 

5. If you approve one claim at a time you will see this confirmation screen 
6. You can yes – confirm to approve the claim or No-return or you can refer the claim back. 
7. You can also see the routing of the claim to finance and payroll for payment. 
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