
Page 1 

                                                                                                                       
 Expenses Claim Notes 2015 

Create New Expenses Claim 
 

   
 

 
 

 
 
 

 

 

① When you are logged in, select ‘New Expenses Claim’. 

② Date of travel or event (use the LAST expenses date if multiple events). 

④ Purpose of travel. i.e. the event name and date. When the   
event is selected the description will be populated 

i ll  

⑤ Click “New” to add expense details in the pop up window as below: 
 

 
 

*Please note the event field is disabled as the event at the main page 
has been selected. 

 *Please repeat this if other types of expense are needed.  

Please enter any additional information here 

⑦ You can amend or delete the details entered before you submit the claim.  

Click “Submit” once you are happy with all the details. 

You will receive a notification email with a unique reference number for each 
claim submitted. 

 

③ Select the event from the drop down list. 
 Select <Multi Event> if the claim relates to more than one event. 
 Select General Expenses if your event is not on the list. 

⑥ Attached digital copies of the receipts (BMP, PNG, JPEG, TIFF or PDF format) 
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Submitted Expenses 
 

 
 

 
 
 
 
 
 
 

 
  
 
 

⑧ Click “Submitted Expenses” to view all expense claims.  

       If the status of a claim is “Submitted”, you can edit or delete it.  
 

Status: 
Submitted – ready for approval 
Approved – ready for processing in the financial system 
Rejected – needs your attention and must be resubmitted 
Processed – submitted to the financial system for payment 
Paid – paid by the finance department. You will be notified by email 


