
 

 

 
 
Step 1. Log in to PiP For Me and you will be taken to your home screen dashboard.  
Here you have a Time and expenses section 
 

  
 

Step 2. Click on +Add claim  
 

 
 
 
 
 
 
 

 

How do I submit a receipted expenses 
 claim in PiP? 

 

In this section you can: 
 
 View all your mileage and 

expense claims 
 View at a glance the 

number of claims you have 
had authorised, are awaiting 
authorisation, are 
provisional (saved as a 
draft) or have errors 

 Submit a new claim 

Step 3.  
Enter the start date for the 
claim.  
 
Select your role (if more than 
one)  
 
Choose the claim template 
Mileage and Expense Claims 
 
Click New 
 
By clicking New you will be 
brought to the screen below 



 

 

Step 4. Click into Page 2 of your claim and simply fill in the fields with the details of what 

you are claiming.  To add to your claim click on the + icon 

 
 
Step 5. If you wish to save the claim as a draft click Save draft. This way you can return 
at any time to populate the claim until you are ready to submit. 
 
If you wish to submit the claim to your line manager, click Submit. 
 
Step 6.  If you click Submit you will be taken to a Declaration page where you can attach 
evidence of your receipt, enter your PiP password and submit your claim to your 
manager. 
  

Step 7.  To submit your mileage claim, please enter your PiP password and click Submit.  
 

 

 
Note: Mileage and expenses claims which 
have been submitted and authorised by the 
7th of the month, will be paid that same 
month. Any claims submitted after the 7th 
will be paid the following month. 
 
Step 8. Log off PiP For Me now if you are 
finished with the system 
  
Warning: Be aware of keeping your 
information confidential, especially if you are 
using PiP For Me in an open or public place. 
 

 
Require further assistance? 
Please contact the Payroll Team on Tel: 
685595 or email: payroll@gov.im   

Attach your 
receipts here 

mailto:payroll@gov.im

