This document was classified as: OFFICIAL

T Sam

_’.i onces - systems [

@ 7 Dashbosed £ 1

Create Expense Claim

Car Mileage : Entering a New Claim

5

My Time & Amiandanca
Payment Deadlines 25126
My Appraisals/PDRs

My Quakications

Dashboars
wypay

New Claim
Wy Betats
Wy Time & Atendance [I———— Position Duscrption

[r— ] [ oaserrawt ]
iy Oust
r’g sam © 1 Dashbaard ¢ My Tra
" Offcer- Systems [ .
Create Expense Claim

Dasnbosra
My oy

July Travel otficer - Systems
y Datsas -

Create Expense Claim

October Travel officer - Systems

Claim Information

& Form Info

User Type l SBC STANDARD
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Click My Travel Expenses, on the lefthand Menu
Position : If contracted to multiple posts, select the appropriate
post from the drop down
Description : Add a description for Claim
o You can add multiple journeys to the same claim

Click Add Line

Date of Claim : Enter date of journey
Group : Select Car Mileage
Description : add reason for journey

Click Create Journey
Google Maps pop-up will appear
Enter the Start and End points of the journey
o Forareturn journey, tick “Return”
o If the journey contains multiple stops, click “Add New
Step”
Click OK to continue
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Journey Information

start: ® Home
end: @ Middlesbrough Town Hall. Albert Road. Middiesbrough, UK
Actual Mileage 17 Private Miles 8
Mileage 9 Vehicle | NUSSVLN ~
UserType | SBC STANDARD ~
Journey Costs
Est. Claim Value | £4.29 I
Other Information
Vehicle Safety Check I [0}
Attachments
& Add Attachments
[ e |
October Travel officer - Systems { & Forminfo
Add Line +
©Open  TotalLines: 1 Total Miles:9 Total Value: £4.29 ~ Your Expense Claim
Cost Centre: Default Cost Centre Total Lines 1
Total Miles g
i Group Type =
Total Value £4.29
Clear

(o] (][=][5] v

Calculate Private Miles : If starting point is “Home”, private miles
will automatically be deducted from the claim. This is the distance
from Home to Work (normal commute)

Vehicle : will display all vehicles registered to user

User Type : This is derived from the Vehicle selected. Do not
change.

Journey Costs : This is an estimate only and not an exact cash
value. Exact calculations will be made during payroll processing.
Vehicle Safety Check : Answer Yes or No in Vehicle Safety check if
the mileage was done by Car, if the mileage was done by Bicycle,
please answer N/A. (use the information button to understand
what this is asking.)

Click OK to continue

Click “Add Line” to enter another journey to this claim form
Click “Save” to return to the form later
Click “Submit” if the form is complete and ready to be authorised

Icons on the claim form represent (highlighted red):
Number of miles in journey

Edit

Copy Journey

Delete Journey

O O O O

Expand Journey to see details
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Car Mileage : Returning to a Saved Claim
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My Pay
Keyword Search Date From DateTo
Wy Cecats " [ enter keyuoras 1o seaeen | [[wwmmyysy B [[aamayny B|
My Time & Artendance
Event Fiter Status Fiter
Paymant Daadines 25,26 ” -]
My ApprESaIEsPORS.
-
My Qualifications
My Delegations - )
My Documents
My Authorisations ~
Form History
Keyword Search Date From Date To
I Enter keywords to search | ‘ ddfmmiyyyy B | ‘ ddimmiyyyy [m} 1
Event Filter Status Filter
== v | [Copen v
Results per page: [ 20w Showing 1 result
Description Event Status Raised Date -
June Claims Expense Claims © Open 22 0ct 2025 ~
Event Filter Status Filter
Expenss Clams v open v
T
Results per page: | 20 v Showing 2 results
Description Event Status Raised Date -
Octaber Travel Expense Claims © Open 220ct 2025 ~
Expense Claims Employee: Sam Hind Claim Description: October Travel
Form Number: 0000003956 Claim Total Value: 5.72
Raised On: 22 October 2025 Claim Total Mileage: 12
June Claims Expense Claims © open 22 Oct 2025 v

e C(Click “Form History” on the lefthand menu
e Event filter : Expense Claims

e Status filter : open

e Click Search

e Selected forms will be displayed

e Click “Description” to open (“October Travel” in example)
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October Travel officer - Systems e Click “Add Line” to add additional journeys
e  Click “Submit to complete the form

e Click “Delete” to withdraw the claim

OOpen  TotalLines: 1 Total Miles:12 Total Value: £5.72 ~ Your Expense Claim

Cost Centre: Default Cost Centre Total Lines 1

Total Miles 12
Date of Claim Group Type Value

Total Value £572

| Delete ‘
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Car Mileage : Car Parking

October Travel officer - Systems e To an Existing Claim
e C(Click Add Line

Add Line +

OOpen  TotalLines: 1 Total Miles: 12 Total Value: £5.72 ~ Your Expenze Claim
Cost Centre: Default Cost Centre Total Lines 1
Total Miles 12
Date of Claim Group Type Value
Total Value £572

| Delete ‘
e Date of Claim : Enter date of journey
October Travel officer - Systems # Forminfo .
— e Group : Select Car Parking
lamntormetien 3 | e Type : Select Car Parking

e Description : Add description

Type | Car Parking v‘ Description | Parking at Town Hall

e Value : Enter amount paid for parking

Costs and Receipts

e Add Attachments : Add a copy of the parking receipt, this is

Value | 500

— mandatory (Screenshot from the paying app or photo of the
[ rssuacmenss | ticket)

e 0 | e Click OK to add to claim

O Open  TotalLines: 2 Total Miles:12 Total Value: £10.72 ~ Your Expense Claim
Cast Centre: Default Cost Centre Total Lines 2 . “ c _» .

- e Click “Add Line” to add to the claim
Date of Claim Group Type Value

Total Value £10.72

o . G oo HEE Y T e Click “Submit to complete the form
0171072025 Car Mileage 12 ﬂw[ﬂ ~
Artachments: m Delete _—

Click “Delete” to withdraw the claim
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Car Mileage : View Open / Completed Claim Forms
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Event Filter Status Filter
Results per page: Showing 5 results
Description Event Status Raised Date -
Qctober Travel Expense Claims OOpen 22 Oct 2025 v
June Claims Expense Claims @ Submitted 22 Oct 2025 ~
Testing Expense Claims © Authorised 21 Oct 2025 v

Click “Form History” on the lefthand menu
Event filter : Expense Claims

Status filter : Select All

Click Search

Selected forms will be displayed
Open Forms : Waiting to be submit, can be edited

Submitted Forms : Waiting for Manager approval, can only be
withdrawn

Authorised : Sent to Payroll. Can not be edited / deleted
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Car Mileage : Rejected Claims

contriter Staus Fier e Navigate to Form History

e Event filter : Expense Claims
e Status filter : Select All

Resis prpage: [0 | Showkg S rass e Click Search

e Open the rejected claim

Description Event Status Raised Date ~
October Travel Expense Claims © Open 2200t 2025 ~
June Claims Expense Claims @ Rejected 2200t 2025 ~

June Claims officer - Systems Z Forminfo

e Review rejection notes from Manager
(D Rejected  Total Lines: 1 Total Miles: 9 -~ Your Expense Claim H “ ” H H

e Click “Reopen” to amend and resubmit the claim
® Total Lines 1

e © : s e Click “Delete” to withdraw the claim

Reopen

Cost Centre: Default Cost Centre

Del
Date of Claim Group Type Value elete

0171072025 Car Mileage s (W] v

Rejection Notes

Wirong address entered. Please resubmit for Darlington Town Hall, I

Desciption wvent status Ratsea Date - e Ifaclaim had multiple journeys and one or more journeys were

Octaber Travel Expense Claims & Mixed 220ct 2025 v

rejected, the claim will display as Mixed

June Claims Expense Claims © Open 22 0ct 2025 ~ . .
B ’ °" e Open the Mixed claim

Testing Expense Claims @ Authorisad 210ct 2025 v




This document was classified as: OFFICIAL

GReieted rotries 1 To s 12 - e Review the rejected portion of the claim
@—® e Click “Reopen” to amend and resubmit the claim
ContCantes etk Cost Cante e Click “Delete” to withdraw the claim

Date of Claim Group Type Value

01/10/2025 Car Mileage 12 @] ~

Claim not valid ]

©Authorised  Total Lines: 1 Total Miles: 28 Total Value: £1336 ~

Authorisation Progress . @)

Cost Centre: Default Cost Centre

Date of Claim Group Type Value

20/10/2025 Car Mileage 28 @ v




