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CHANGE YOUR DETAILS 
Every time you click on E-Expenses, you will be redirected to

'Your Details'. If this is your first time on E-Expenses, recently

moved or changed your vehicle, you will need to insert or

amend your home address and your vehicle details. Once

completed, press 'Save.' If there are no changes for you to

make, press 'Continue.'

HOW TO CLAIM FOR
TRAVEL EXPENSES

A Simple Guide To Reimburse You 
For Your Ride!

THE E-EXPENSES PORTAL
On the left hand side, you will see a list of 'Local Links'.

Click on the link for E-Expenses'. 

SUBMIT YOUR CLAIM
 Select the date of the claim

Select a reason for your claim from the drop down menu

Insert the starting address of your journey

Insert the end destination address

Press 'Save and Submit'. You can now log out of your account.

Your request will be submitted to your line manager for approval. 

The outcome of your claim will be confirmed via email.

If approved, you will be re-imbersed on the next payroll.
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LOG INTO YOUR  ESR ACCOUNT
Log in using your NADEX ID and password. Once you have

logged into the ESR Hub, you will be directed to your

personal portal.

ADD NEW EXPENSES
You will be directed to the E-Expenses home page. To

Submit a new travel claim, press 'Add New Expenses.' 

If you experience any issues, 

please contact our help-desk

  (029)2090 3908



Supporting Material
Relevance:

Shackleton-Jones (2019) argued that for a resource to be successful, it

must resonate with the learner. Shackleton-Jones (2019) illuminates

the view that if people are told to learn something that has no

relevance to them, the learning will ultimately fail (Podbean, 2015).

Whilst Shackleton-Jones (2019) claims that his theory is revolutionary,

arguably, he echoes concepts of the adult learning theory of 1968 by

emphasizing that for learning to be embedded, adults must

understand the relevance of the learning (Colman, 2019).

Measurement:

The CIPD (2020) noted that key to any new learning and

development initiatives, a measurement needs to be agreed. Prior to

the release of this info-graphic, our internal help-desk received high

volumes of queries and payroll noted errors in new starters

submissions. We will measure the volume of calls and errors made

and a reduction would suggest that our new learning resource has

been successful.

Accessibility:

Within our organisation, 70% of staff now work from home. For those

who work in our stores. access to a laptop is limited, meaning that

developing a video or presentation would not be fit for purpose

(Degreed, 2017). Analysis has suggested that the above info-graphic

would be most suitable learning resource to apply to all staff. For

those who work in stores, the info-graphic can be printed and

displayed in communal areas next to the shared laptop. For the

remaining 70%, we would like to embed the resource into the 

e-expenses portal so that it would be accessible at the point of need.

Until we get approval for this, the info-graphic will be filed on all

teams channels, circulated via email and saved on our internal

intranet. Previously, we did not have a intranet page specific for

learning guides. Now, a specific 'Learning Guides' page is in draft to

keep all learning resources in one easy to find space for staff. 
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