How to create and submit a
travel claim
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In Employee Self Service,
select ‘Travel and Expenses’
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My Processes

In this area, you can use the Status Overview service.

Life & Work Events

Forms and related documents for the events that occur during your
employment with us including annual leave.

Salary Statement

In this section you can view your salary statement.

Personal Information
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Appraisals, Learning & Development

View your appraisal and manage your learning and development
activities.

/ Recruitment & Selection

<

In this area you will be able to search and apply for posts.

Travel and Expenses

In this area you can complete and submit your travel and expense
claims and view and print claims history.

Employee Relations

w Most Frequently Used

Create Expense Report
Traveler Work Center
Personal Profile
Contractual Change
Create Leave Request
Leamning Portal
Status Ovenview
Salary Statement
Leave Overview
Appraisal Document
Work Life Balance
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Select ‘Create Expense Report’
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ﬁ Create Expense Report

Create a new expenses report -
Traveler Work Center

m

js a new claim.

View, Create and Edit Travel expense claims, and Print or Display your Travel Statements.

Standard Journey
Standard Journeys
This is where you can find a list of standard journeys between HSC locations.




The first page that opens is where you set the
claim period i.e. one month

A, Previous Step | Enter Receipts P| | Save Draf‘t| | Start Over |

| ¥ Calendar UfTrip5| | ¥ Attachments (0 }|

N Please enter a start time of 8:00 and

Start Date: * [o1072013 || [0s00 | an end time of 1700, as these times
nd Date: * | ML | : | i i
End Dat sporae e are used as part of the validation

Destination process for your claim.

Country / Region: |GreatE|r'rtain |V|

— [y 2013 The reason entered is for your
Comment reference only i.e. July 2013
Cost Assignment: 100.00 % Cost Center HOH&00 (HRPTS TASK GROUP), Company Code HO01 (BSO) | Change Cost Assignment

Mileage
Total Distance: 0| Mile | Enter Mileage Details |

Enter the dates and times of the claim and the reason for the
claim . This is all that is needed. Select Enter Mileage Details




Enter your first journey detail on the open line and
select the validate button which will open the rest of
the form
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General Data Mileage Details

Employee Mrs Gemma Schumacher { 00047785 )  Start Date 01.07.2013  End Date 30.07.2013

4, Previous Step | Accept| | Save Draft | | Start Owver |

» Calendar of Trips

Total Distance Driven: 0| Kile

Mileage Details

| New Entry || Copy || Delete |

Standard Journey Lookup

Mileage Reimbursement Group: | Admin & Clerical

License Plate: |

Comment: *

Date Miles Driven  Passengers *Start Location *End Location
03.07.2013 5 No passengers ¥ BSO HSC Leadership Centre| h



When the form opens you will need to complete the Mileage
Type, Licence Plate and Comments box. The Vehicle Class and
Mileage Reimbursement Group will already be set
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Home Employee Self Service Manager Self Service Manager Self Service

Employee Self Service
General Data Mileage Details

Employee WMrz Gemma Schumacher ( 00047785 )  Start Date 01.07.2013 End Date 30.07.2013

4 Previous Step | [ Accept] | [ Save Dratt | [ Start Over |

b Calendar of Trips

Total Distance Driven: 5| Mile

Mileage Details

[ Hew Entry || Copy |[ Delete |

Worklist HR Specialist

Date Miles Driven  Passengers *Start Location *End Location
03.07 2013 5 No passengers « BSO HSC Leaderzhip Centre
Standard Journey Lookup
VALIDATE

Mileage Reimbursement Group: | Admin & Clerical

Wehicle Class: |Standard Upte 1000cc [*| Mieage Type: |Business Wisage

License Plate: |MRES6 T

BSO &Regional Orgs

- <€ Licence Plates

<€

Comment. * return journey
ESSIMSS Awareness session

should be input

b without spaces

[ Accept |[ Accept and New Entry | | | Change Cost Assignment | | [ Copy || Delete |

The comment should include the

Select Accept and New Entry to open a new
row to enter further journeys

reason for travel, places visited if
multiple and passenger name if
applicable
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Once you have entered all the journeys select ‘Accept
to move to the next stage
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Home Employee Self Service Manager Self Service Manager Self Service Worklist HR Specialist

Employee Self Senice
Total Distance Driven: 170 Mile

Mileage Details

| New Entry || Copy || Delete |

Date: Miles Driven  Passengers *Gtart Location *End Location
03.07.2013 5 No passengers BSO HSC Leadership Centre
10.07.2013 20 No passengers BSO Tower Hill, Armagh
17.07.2013 5 No passengers B3SO HSC Leadership Centre
24072013 20 No passengers + BSO Tower Hill, Armagh

Standard Journey Lockup

Wileage Reimbursement Group: | Admin & Clerical

Vehicle Class: |5tandard Upto 1000cc |v| Wileage Type: |Bu5iness Wileage |v |

License Plate: [MRS8S Tv |

Comment: * return journey
ESSINSS Awareness Training

[L Accept|[ Accept and New Entry | | | Change Cost Assignment | | | Copy || Delete |

| Acc&pt| | Save Draft | | Start Ower |

Please note you can also select Save Draft once you have completed
an entry to save your work and return to it at another stage




You will return to the homepage where you should select
Enter Receipts to either add receipts and/or submit your
mileage claim
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3 A 3 A

General Data Enter Receipts Review and Send

Employee Mrs Gemma Schumacher { 00047785 )

|4 Previous Step || Enter Rgceipts | Save Draﬂ| | Start Dver|

to Enter Receipts

¥ Calendar of Trips

General Data

Start Date: * [01.07.2013 [ [om00 |

End Date: * [30072013  [E|[1700 |

Destination

Country / Region: Great Britain [=]

Additional Information

Reason: |Ju|y2l]13 |

Comment:

Cost Assignment: 100.00 % Cost Center E0AS43 (ASST DIR FINANCE), Company Code EO0M (Western - HS Change Cost Assignment
Mileage

Total Distance: 170) Mile | Enter Mileage Details |

You will see your total
miles claimed for




To enter receipts select ‘New Entry’ to
open the rows and begin entering your
receipt details
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A u'n

eneral Data Enter Receipts Review and Send

ree Mrs Gemma Schumacher (00047785 )  Start Date 01.07.2013  End Date 30.07.2013

[Review »| | [SaveDraft| [ Start Over |

B No. Status Expense Type Receipt Amount Receipt Currency Receipt Date Amount Lecal Currency Paper Receipt Origin

[4 Previous Steo | [ Review »| | [ Save Draft | [ Start Over |




Choose the type of claim that you are

making from t

he Expense Type menu
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Change Expense Report ( 73 )
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aa ata

General Data Enter Receipts wiew and Send

Manager Self Service

Employee Mrs Gemma S er ( 0004775} Start Date 01.07.2013  End Date 30.07.2013

|< Previous Step || Review D| | Save Draft | | Start Over

Receipts in This Expense Report

Status Expense Type Receipt Amount
|

Accommodation

Book Allow. Course/Conf 100%
Book Allow. Course/Conf 75%
Car Parking Fees

Course/Conf Dinner Allowance
Course/Conf Incidental Expense
Course/Conf Late Night Duties
Course/Conf Lunch Allowance
Course/Conf Meals Allowance
Dinner Allowance

[4 Previous Steo | [ Review #| | [Save Draft | [ Start Over |

Receipt Currency

Worklist

HR

Receipt Date

Specialist

Reporting

Amount

Help & Support

Local Currency

Learning {HSC) - Delete

Paper Receipt

Origin
Entered Manually




A form will open relating to the type of
claim you are making, fields marked with *
are mandatory
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Home Employee Self Service Manager Self Service Manager Self Service Worklist HR Specialist Reporting Help & Support Learning (HSC) - Delete

Employee Self Senvice

Change Expense Report ( 73 ) Help
1 2 3 —
u
eneral Data Enter R Ri w and Send
Employee Mrs Gemma Schumacher [ 1§ '65)  Start Date 01.07.2012  End Date 30.07.2013
\ 4 Previous Step || Review >| | Save Draft | | Start Over \

Receipts in This Expense Report

E. Mo Status Expense Type Receipt Amount Receipt Curren: cy Receipt Date Amount Local Currency Paper Receipt Orig
o i) Car Parking Fees - 3.00 British Pound w 03.07.2013 0.00 British Pound Entered Manually
Tax Code: Exempt from input VAT

From Date; * 03.07.2013 To Date: * |03.07.2013

Description: | |
Document No.: | |
Business |ESsMss Awareness Training |
Purpi *
Commen t:

1N

’ | Accept \ \ Accept and New Entry | Change Cost Assi | Enter temization

Select either ‘Accept’, ‘Accept and New Entry’ or
‘Save Draft’ depending on the action you want to
take. To move to submission select Accept




To submit your claim for approval select Review
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General Data Enter Receipts Review and Send

Employee Mrs Gemma Schumacher ( 00047765 )  Start Date 01.07.2013 End Date 30.07.2013

[4 Previous Step | [Review ] | [ Save Draft | [ start Over |

Receipts in This §
c

B No. Receipt Amount Receipt Currency Receipt Date Amount Local Currency Paper Receipt

4 Previous Step || Review! b| | Save Draft | | Start Over

Please note if you have entered receipts they will be summarised on
this screen




A summary of your claim will be shown. Change the radio
button to ‘Save and Send for Approval’ and select the
‘Save and Send for Approval’ button
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Employee Se Service Manager Self Service Manager Self Service Worklist HR Specialist Reporting Help & Support Learning (HSC) - Delete

Employee Mrs Gemma Schu (00047765 )  Start Date 01.07.2013 End Date 30.07.2013
|< Previous Step || Save and Send furAppruvaI| | Start Over |
Final Action
" Save Draft | only want to save my expense report and send it later
(' Save and Send for Approval | want to save my expenses report and send it now for further processing. | declare the following statements below:

* The expenses claimed herein have been wholly, exclusively and necessarily incurred on the
business of this HSC Organisation.

* The expenses and allowances claimed are in accordance with all relevant regulations.

* No other claim for theze expenses has been or wil be made from any other source.

= All jpurneys undertaken are in accordance with the HSC Organisation’s Driving for Work
Policy if applicable.

I understand that if | knowingly provide false information, this may result in
disciplinary action and | may be liable for prosecution and civil recovery

p dings. HSC O isati are required by law to protect the public funds.
Information provided may be shared with other bodies responsible for auditing

or administering public funds, in order to prevent and detect fraud.

Summary
Total Mileage: §3.58 GBP

Total Travel Expenses 63.58 GBP
Amount Reimbursed 63.58 GBP

Amount Paid Out 63.58 GBP

Please note you can also select Save Draft and return to review/ edit/
submit your claim at another stage




If the claim has been successfully submitted you will see
two green ticks. Your claim will now be in your expense
approver’s worklist for them to approve or reject.

¢Back Forward , History Favorites

Home Employee Self Service Manager Self Service Manager Self Service Worklist HR Specialist Reporting Help & Support Learning (HSC) - Delete

Employee Self Senvice

Change Expense Report ( 73 )

() Exp
¥ 100

You can also select the Display Expense Form to view a
PDF version of your claim which can be printed



