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Overview

Online Expenses System are available to staff and replaces thelpagea method for claiming expenses.

Expenses can be claimed for ravavel expenses, UK travel, overseas travel, sudrsist over 10 hours, overnight
subsistence, intecampus journeys.

Where travel/subsistence is incurred, the claim must be for one trip and show the purpose of the trip. This may
include travel to different countries and over a period of time.

One expenselaim may have many expense lines for different expenses incurred on the trip.

Receipt images are to be uploaded to the system and matched to the appropriate expensividualexpense
lines, other than mileage, wilegquire a receipt image attached to each line.

Your chim may be saved as Draft for you to open and amend at a later date.

Once the expense claim is complete with matched receipts you send the claim for approval. Your claim will need to
approved by the Project Approver, Head of School/Function (or delegatadr) and Accounts Payable.

The approver will be alerted via email and will have an approval tasBVMAgresso. They will be able to view your
expenses claimed and matched receipts.

Expenses may be approved or rejected, either the whole claim or dudivexpense lines. If approved they continue
the route within workflow. If rejected you will be alerted by email and a task will arrive in your task box .

If the claim is rejected, a comment will be attached from the approver stating reason for rejextionmay amend
individual lines, upload more receipts, match receipts to lines, delete individual lines or delete the whole claim.

The whole claim will not be paid until all expense lines have been approvedne expense line is holding up the
rest of the claim you may wish to delete the expense line from the claim and create a new expense claim for this
line, once additional information is gathered. This would allow the rest of the claim to go forward for payment.

Create Expense Claim

Upload Match Receipts

Amend Delete ExpenséReceipts

Send for Approval

Rejected Claim

Workflow to Project Approver

[Avbroved)
. Rejected Claim
Workflow to Head of Schadfunction 2

Approved
4

Rejected Claim

Workflow to Accounts Payable

[Approved]

Approved for Payment Process

Expenses Paid
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There are naximum expense limitgor some items- the system will alterany amounts which exceed the limits:
1 Eye tesigmax £25
1 Glasses/Spectaclesmax £55
1 Subsistence for day travel (over 10 hourshax £10 per day
1 Subsistence for overnight travelmax £45 per daytight

Expenses will nbbe paid for expenses incurred more than one year afjahe claim is more tharayear old it will
be automatically rejected and will appear in your task as a Rejected Claim, to be deleted

Log in to Online Expenses

1. Click on the web linkttps://agresso.reading.ac.uk/agresso/

2. The University log in screemwill appear. Select your email or enter youtniversity user id.Enter your
password and select if you wisto stay signed in.

University of University of

University of E Reading E Reading
E Reading
< r.n.mistry@reading.ac.uk r.n.mistry@reading.ac.uk
Pick an account Enter password Stay signed in?

|_—,_,_, ord Da this to reduce the number of times you are asked
to signin.

I reading.ac.uk

Fargot my password X
Don't show this again

—|— Use another account

3. Navigate to SelfService admin Start pages >Expenses

UNITa Agresso

Menu

Start pages
SelfService admin
' Expenses

Information pages
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4. Choosehe Expense Type by clickiran the button
1 General Expensesfor nontravel expenses
1 Inter Campus Journeysthese are inter campuurneys witha set mileage calculated
1 Overseas Travelfor expenses associated with one overseas trip
I UK Travel & Subsistence over 10 hayfsr UK tavel and/or subsistence for one trip
Subsistence can only be claimed if the trip is over 10 hours, or overnight

i=  Expenses X

Expenses
New expense claim (2

5] O
@G General Expenses 6@ Inter Campus Journeys lil Overseas Travel

@ UK Travel & Subsistence
@  over 10hours

Expense overview (2

i Draft s In progress ‘ ./ Completed ‘

5. Viewyour Expense Claifs)by clickingone of the Expense overvieluttons
9 Draft¢ open a saved claim, to amend and/or send for approval
1 InProgresg view your claims that in workflow, or with Accounts Payable
1 Completed; view your completed claims

Creating an Expense Claim for General Expenses

1. Click onSelfService admin >Start page >*Expenses> General Expenses

2. Enter the Purpose, th®ate of Claim and the Project Expenses: General Expenses
1 Purposeg enter the reason for the claim e
1 Date of Claing pick the date from the calendar
1 Projectc enter the project code by starting to type either e -
the code, or the project name e
T Apply toall ¢ selectif project code is to be applied t#_L e
lines °

A2335801  European Real Estates Conference
A2336800  Centre for Entrepreneurship

A2336810  Tier 1 Graduate Entrepreneur visa a
A2338820  Santander - Henley Centre for Entre
A2336830  Pitmans LLP - Henley Centre for Ent

3. Selectthe Project andpress the tab key to @ntinue ASETI000. Enroutn St P 2012 o
1 The Project value selected will act as the default for all AN
expense lines on this claim o e

1 The Project value can be Changed for each expense line if :jj;ig;: Eumpem:::ul.‘E.:Er:;AmSmies-
required '
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4. Addeach individualexpenseby clicking on the Add expense button
9 This creates a new lirte enter your expense item details
1 Enter the Category for the expense itengou can start typing a Category, or press space, or click on the
magnfying glass icon to see a dropdown list

What did you spend? What did you spend?

Category

Addexpense | Copyexpsnse  Delete expense

Q06

5. Selectthe Categoryand press the tab key to continue
1 The date wildefault to the claim date, this should be the date the expense was incurred
1 The description will show information about the expense selectedertype this with a meaningful
description and any extra information requested
1 Amountc enter the amount inctred for the expense item

What did you spend? &
Category Date Description Amount B~
®. CyeTest- Standard Q, | 06/05/2016 B | Eye test - receipt and form attached 25.00

6. Change the Project if required

| Click on the downward arroat the end of the expense line © - to select a different project to the
default one entered at the beginning of the claim

1 Change the Project and press the tab key to continue

f wLILX & (2 | f fpojecschde for ADIKexpbrd&iteriisfoiSthis claim

What did you spend?

Category Date

@, Eye Test- Standard Q| 06/05/2016 {5 | Evetest - receipt and form attached 25.00 2

Costeategories
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7. Upload and match your receipts see theUploading and Matching sectioof this guide for
instructions
1 A receiptimage must be matched to an expense lire rifceipt is expected

91 If areceipt applies to more than one line then upload the image multiple times and match each image
separately

1 More than one receipt can be matched to one expense line
E.g. an eye test receipt and an eye test form
1 The approver wilbe informed if a receipt is missing and may reject the claim

2 receipts have been . 2 receipts are now

uploaded, and are Receipts matched Receipts

ready to be matched 0 2 2 0
to an expense matched available ched available

1 Thepaperclip indicates receipts have been matched to that expense item. Click ongbhecjya on the
expense line to view any matched receipt(s)

What did you spend?

Category Date Description Amount

[
I -y
ﬂ, Eye Test - Standard A | 06/05/2016 5  Eye test - receipt and form attached 250 ¥

8. Save as draft, if required
1 You can save an incomplete claim as draft to enable y  Addexpense | Delete expense
to continue at a later date

f  The claim will NOT be sent for approval Save as draft Print

9. Send your claim for approval
Once wu click on Send for approval the expense claim enters workflow and is sent for approval

Creating an Expense Claim for Inter Campus Journeys

1. Navigate to SelfService admin Start page >¥Expenses >> Inter Campus Journeys

2. Enter the Purpose, the Date ofl@m and the Project
1 Purposeg enter the reason for the claim
9 Date of Claing pick the date from the calendar
9 Projectc enter the project code by starting to type either the code, or the project name
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3. Select Project angbress the tab key to continue Expenses: Inter Campus Journeys

1 TheProject value selected will act as the default for all expense lin{  whatwas the purpose?
on this claim

Inter campus journeys fro April 2018

1 The Project value can be changed for each expense line if require{ o .

30/04/2016 5}

Costcategories

Project

A2324001  Dr Shaheena Janjuha-Jivraj - SDA
A2324003  MsVerna Care - SDA

A2324004  Dr Pascal Mossay - SDA
A2324006  Dr Kleio Akrivou - SDA
A2324007  Prof Alan Rugman - SDA
A2324008  Dr Elisabeth Houldsworth - SDA
A2324009  Prof George Tovstiga - SDA
A2324010  Prof Simon Collinson - SDA

4. Addeach individualexpenseby clicking on the Add expense button

What did you spend?

9 This creates a new line to entgour expense item details Categary
1 Enter the Category for the expense iteyyou can start typing a L oo
Category, or press space or the magnifying glass icon to see a = R oo e
. Any Reading Campus to Sonnin
dropdown list & CEDAR 10 Sonning

™ Whiteknights (Earley Gate) side
= Whiteknights (Shinfield) side to
™ Whiteknights Campus ta Worto

»

5. Selectthe Categoryand press the tab key to continue

The Date will default to thelaim dateg this should be the date the expense was incurred

Descriptiong enter the number of journeys and the names of any passenger

Quantity¢ enter the number of journeys (a return trip is 2)

Amountc this is automatically calculated based on the agnof journeys and the number of passengers
Number of Passengegsenter the number of passengers, if any (excluding the driver)

Projectci KAa OFy o6S OKFIy3aSRoe Q! LI e G2 fftQ gAff OK

E R

What did you spend?

»

Category Date Description Quantity Amount ]

[ Any Reading Campus to/from Henley Campus | O, 30/04/2016 =]

d names of passengers] 0.00

»

Number of Passengers Miles per Journe; Mileage Rate Passeng

0.00 12,00 045 005 000

Cost categories

Project

A121 Old House Ft Q
B3075800
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Example: A claim for one return journey with a passenger

Return trip from Any Reading Campus to/from Henley Campus

The Miles per Journey is poalculated as 12 miles

The rates are prealculatedc in this example, Mileage Rate is 45p per mile, Passenger Rate is a
additional 5p per mile

Descriptiong Return journey with Susan Jones

Quantity¢ 2 (return trip)

Number of passengersl (in this @ample, Susan Jones)

Amount calculated as £12.00 (return trip of 24 miles at 45p per mile plus 5p per mile for Susan

= =4 =4

= =4 =4 =4

Expenses: Inter Campus Journeys
What was the purpose?

Inter campus journeys fro April 2016 Date 30/04/2016 v

What did you spend? P
Category Date Description Quantity Amount ]

@ Any Reading Campus to/from Henley Campus | O, | 30/04/2016 £ Return journey with Susan Jones 200 12,00

»

Number of Passengers Miles per Journey Mieage Rate Passenger Rate Lease CarRate
1.00 12.00 045 0.05 0.00
Cost categories
Project
A121 Old House Fi Q
B3075600
Apply toall (7

6. Save as draftfirequired
1 You can save an incomplete claim as draft to enable you Add expense || Delete expense
continue at a later date

ﬂ The Clalm WI” NOT be Sent for approval Send for awrnual Save as draft Print

7. Send your claim for approval
1 Once you click on Send for approval the expense claim enters workflow and is sentrfarahpp
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Creating an Expense Claim for Overseas Travel

1. Navigate to SelfService admir> Start page> Expenses> Overseas Travel

2. Type in the Purpose of the trip, the Date of Travel and the Travel expense: Overseas Travel
Project Where did you go?
f Countryc enter the destination country e S [} ool
1 Travel purpos ¢ enter the purpose of the trip Stat e
E.g. enter the name of the conference or meeting you attende{ ... i ¢
If you are charging this trip t@n EU funded research project oot |8 2100 o
you must includethe work package reference
{ Start date/Start timeg pick the date and time of trzel from the
calendar U
f End date/End time pick the date and time of travel from the RO
calendar e,
1 Projectc enter the project code by starting to type either the waito et ot
code, or the project name iiots D cns e
3. Selectthe Project andpress the tab key to continue What did you spend?
1 The Project valuselected will act as the default for each
expense item on this claim

1 The Project can be changed for each expense item if required

4. Addeach individualexpenseby clicking on the Add What did you spend?
expense button e
 This creates a new line to enter your expense item deta - 2
1 Enter the Category for the expense itengou can start
typing a Category, or press space or the magnifying glas
icon to see a dropdown list

o
= Parking Charge (Fines not re

»

5. Selectthe Categoryand press the tab key to continue
1 The Date will default to the start datechoose a di& from the calendar for the date of the expense item
1 The Description will show information about the expense selegtedter a meaningful description here
and any extra information required
Amount¢ enter the amount incurred for the expense item

1
1 Quantity ¢ type in the number of nights staying in the hotel

‘What did you spend? £

Category Date Description Quantity Amount [}

«

= Hotel Room/Breakfast - Overseas Q | 16/05/2016 &  Hotel Malaysia - 8 nights. Last minute booking so couldn't use portal. See attached email 2.00 1,800.00
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6. Change the Project if required

1 Click on the downward arrow to select a different project to the default one entered at the beginning of
the claim

9 Change the Project and press the tab key to continue
f WLILXX e G2 ttQ gAftf OKFy3aS GKS LINB2SOG O2RS T2NJ

What did you spend?

n

7. Upload and match your receiptssee theUploading and Matching sectioaf this guide for
instructions
1 A receiptimage must be atched to an expense line, if a receipt is expected

91 If areceipt applies to more than one line then upload the image multiple times and match each image
separately
1 More than one receipt can be matched to one expense line
E.g. an eye test receipt and areggst form
1 The approver will be informed if a receipt is missing and may reject the claim

2 receipts have been _ 2 receipts are now

uploaded, and are Receipts matched Receipts
ready to be matched 0 2 2

to an expense matched | available < |

1 Thepaperclip indicates receipts have been matched to #rgiense item. Click on the paperclip on the
expense line to view any matched receipt(s)

What did you spend?

Category ate ption Amount a
% Eye Test- Standard \ | 08/05/2016 F5  Eye test- receiptand form attached 25 o ¥

8. Save as draft, if required
1 You can save an incomplete claim as draft to enabley  Addexpense  Delete expense
to continue at a later date

1 The claim will NOT be sent for approval Send for approval Save as draft Print

9. Sendyour claim for approval
1 Once you click on Send for approval the expense claim enters workflow and is sent for approval
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Creating an Expense Claim for UK Travel & Subsistence over 1
hours

This expense type is used for all UK travel plus subsistence @VWeuts.

By selecting this expense type when claiming subsistence you are declaring that the trip was over 1Q twours
overnight

1. Navigate to SelfService admin >> Start page >> Expenses >> UK Travel & Subsistence over 10 hours

2. Type in the Purpose he Date of Travel and the Project Expenses: UK Travel & Subsistence over 10 hours
1 Purposeg enter the purpose of the trip et SR e
E.g. enter the name of the conference or meeting you have attend e
If you are charging this trip t@an EU funded research project, you -
must includethe work package reference
1 Dateg select the date of travel from the calendar “
1 Projectg enter the project code by starting to type either the code, ey
or the project name i o et 0

42324007  Prof Alan Rugman - SDA
A2324008  DrEli v
A2324000  Prof Geor

A2324010

42324011 Dr

3. Selectthe Project andpress the tab key to continue srois o
1 The Project value selected will act as the default for each expensg i orwooson
item on this claim

1 The Project can be changed for each expense item if required

4. Addeach individualexpenseitem by clicking on the Add expense button
9 This creates a new line to enter your expense item details
1 Enter the Category for the expense itengou can start typing a Category, or press space, or click on the
magnifying glass icon to see a dropdown list

5. Selectthe Categoryand press the tab key to continue
1 The Date will default to the start dateselect the date the expenseas incurredrom the calendar
1 The Description will show information about the expense selegtedter a meaningful description here
and any extra information required
1 Amountc enter the amount incurred for the expense item

What did you spend?

»

Category Date Description Amount B

[Subsister D el Q, | 06/05/2016 =z} etail - Lunch and refreshments - ours - max £10 per trip receipte
[ YSubsistence - UK Day Travel Q, | 06/05/2016 % | [Detail - Lunch and refresh OVER 10 h £10 dl 0.00

«
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6. Change the Project if required

1 Click on the dawnward arrow to select a different project to the default one entered at the beginning of
the claim

9 Change the Project and press the tab key to continue
f WLILXX e G2 ttQ gAftf OKFy3aS GKS LINB2SOG O2RS T2NJ

What did you spend?

Dax o . T el [y
b Hotel Room/Breakdast - Gversass | 16/05/2016 3 | Hotel Malaysia - ights Last minute beoking 56 couidet use portal See attached ems 800 59000
R

7. Upload and match yar receipts- see theUploading and M#&ching sectionin this guide for
instructions
1 A receiptimage must be matched to an expense line, if a receipt is expected

1 If areceipt applies to more than one line then wgdicthe image multiple times and match each image
separately

1 More than one receipt can be matched to one expense line
E.g. a hotel receipt and an email from procurement authorizing a non travel portal claim
1 The approver will be informed if a receipt is gigy and may reject the claim

A receipt has been A receipt is now .
uploaded, and is Receipts matched Receipts

ready to be matched 0 1 1 0
to an expense matched available matched available

1 Thepaperclip indicates receipts have been matched to that expense item. Click on the paperclip on the
expense line to view gnmatched receipt(s)

What did you spend?

% Eye Test - Standard % | 06/05/2016 % Eyetest- receipt and form attached 3? ¥
8. Save as draft, if required
f You can save an incomplete claim as draft to enable yf  Addexpense | Delete expense
to continue at a later date
f  The claim will NOT be sent for approval Save as draft Brint

9. Send your claim for approval
1 Once you click on Send for approval thpexse claim enters workflow and is sent for approval
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Creatinga Mileage Claim fd?rivate or Lease Chllileage

Mileage can be claimed as a general expense or as part of a UK travel expense. Regeiptequéed.

Lease Car mileage can only be claintgda person with a Lease Vehicle. A person with a Lease Vehicle cannot
claim private mileage.

1. Navigate to SelfService admin Start page >XExpenses
2. Select the appropriate Expense type, UK Travel & Subsistence over 10 hours or General Expenses

3. Enter the Purpose, the Date of Claim and the Project
1 Purposeg enter the reason for the claim
1 Date of Claing pick the date from the calendar
1 Projectg enter the project code by starting to type either the code, or the project name

4. Selectthe Project andpress the tab key to continue
1 The Project value selected will act as the default for each expense item on this claim
1 The Project can be changed for each expense item if required

5. Addeach individualexpenseitem by clicking on the Add expense button
9 This cretes a new line to enter your expense item details
1 Enter the Category for the expense itengou can start typing a Category, or press space, or click on the
magnifying glass icon to see a dropdown list

6. Select the Category

i i What did d?
1 Private Mileage Car/Van at did you spen

1 Privae Mileageg Motorcycle Category
1 Private Mileage; Passenger =
{ Lease Car Mileage ™ | ease Car Mileage

™= Private Mileage - Car/Van
™= Private Mileage - Motorcycle

™ Private Mileage - Passenger
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a. Private Mileageg Car/Van
1 Datec enter the date of the journey
1 Descriptiong enter a description for the journeyncluding postcodes of start point and
destination.
1 Quantityg enter the number of miles travelledh return journey should be entered as one line
regardlessf start and end date
1 Number of passengersenter the number of any passengers, not including the driver

What did you spend?

Category Date Description Quantit... Amount lg

m Mileage-personal car/van 1 30/07/2018 [T [Enter journey details (inc Post Codes To/From) & names of passengers, if any] 0.00 0.00

Number of Passengers Mileage Rate Mileage Rate Passenger Rate Lease Car Rate
0.00 0.45 0.25 0.05 0.00

The amount will be calculated automatically based upon the number of miles and number of passengers.
The mileage rate is set at 45p perlenior the first 70 miles of the trip, thereafter 25p per mile. The
passenger rate is 5p per mile.

If the number of miles claimed exceeds 10,000 for the yeai@ril to 8" April), the mileage rate is 25p
per mile.

b. Private Mileageg Motorcycle
1 Datec¢ enter the date of the journey

1 Descriptiong enter a description for the journeyncluding postcodes of start point and
destination.

1 Quantityg enter the number of miles travelled

What did you spend? A
Category Date Description Quantit... Amount llJ
m Mileage-personal motorcycle C  30/07/2018 [5  [Enter journey details (inc Post Codes To/From)] 0.00 0.00 ¥

The amount will be calculated automatically based upon the number of nilesmileage rate is set at
24p per mile for the first 70 miles of the trip, thereafter 15p per mile. pagsenger rate is not payable.
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c. Private Mileageg Passenger
1 Datec¢ enter the date of the journey
1 Descriptiong enter a description for the journeyncluding postcodes of start point and
destination.
1 Quantity¢ enter the number of miles travelled
1 Number of passengersenter the number of any passengers, not including the driver

What did you spend?

Category Date Description Quantit... Amount l\j
= Mileage-passenger i, 30/07/2018 [ [Enterjourney details (inc Post Codes To/From) & name of driver] 0.00 0.00
Number of Passengers Passenger Rate Lease Car Rate

0.24 0.05 0.00

The amount will be calculated by the system based upon the numberle$.niihe passenger rate is 5p per
mile. This expense type is used when a passenger only travels part of a trip, whereby the number of miles
differed from the mileage claim itself.

d. Lease Car Mileage
1 Datec enter the date of the journey
1 Descriptionc enter a description for the journeyincluding postcodes of start point and
destination.
1 Quantity¢ enter the number of miles travelled

What did you spend?
Category Date Description Quantit... Amount

s Mileage-UcR lease car i 30/07/2018 [T [Enter journey details (inc Post Codes To/From)] 0.00 0.00

The amount will be calculated automatically based upon the number of miles and the rate determined by
the Lease Car detaitsengine size and fuel type. Passenger rate is not payable.
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Uploading and Matching Recelpts

A receipt is required for ALL expenses, with the exception of mileage and icéenpus journeys. Please ensure
that all scanned receipts are legibleefore submitting.You may uploadONEimage at a time.

1. Savethe digital imagé€s)of your receip{s)to your computer
1 A receipt may be scannaxt photographed using mobile phone and emailed to yourself

2. Enter your expense claimg see the relevant sectiorof this guidefor how to enter yourclaim

3. Upload your receipts
a. For the first time
1 Select Upload receipia the Receipts section

Expense overview

Expense transactions

S 0

Expenses

£ | ECU Conference - with Jea 55.00 ¥

1 Click on the Upload receipts button or icon

(==

1 Navigate to the folder with your stored images, select your image and click @pammayonly
upload one imaget a timeand cannot select many images to upload at oac

1 When you have uploaded all your receipts click on the X in the top right hand corner

1 Your receipts are now available to match
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b. When you have previously uploaded receipts
1 Select Show receipts in the Receipts section

Expense overview »

Expense transactions Receipts

&= [0 o 4

matched available

9 Click on Upload receipts the Receipts window

Change view (M) = 3 Actions

e ¢

Receipts *

$3545R% 3
i

Select the expense that matches your recet.

1 Navigate to the folder with your stored images, select your image and click @parcan only
upload one image at a time

1 When you have uploaded all your receipts click on the X in the top right hand corner

9 Your receipts are now avalike to match

1 Use thebuttonson the top barto changeviewsof saved receipts andhe dropdownagainst
Actions todelete any no longer required.

Change view [l = 3

4. Match your receipts to the items on your expense claim

A receipt image can only be matched to ONE expenselfiageceipt applies to more than one expense line, upload
the receipt again to give the number of copies required. Match one éntagach expense linéAn expense item

can be matched to multiple receipEsg. an eye test expense line matched to an eye test receipt and an eye test

form
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9 Click on the number of available receipts or Show receipts

Receipts

o [T

1 Use the back and forward arr@no select the correct receipt

/£ A0

= =4 =4 —a —a -9

Version 15

International Conference on the Scier
and Engineering of Materials
(1CoSEM2013)

L]

Tick to select the expense line

2y Wal G§OK (G2 NBOSALIQ

The paperclip icon will appear next to the expense line
If you have mismatched the receipt click on Undo

To exit, press X at the tomltit hand corner

To view the matched receipts click on the number of matched receipts in the Receipts section

Receipts

=
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Deleting an Expense Claim

Expenses may only be deleted by the Claimant

Approvers cannot add, delete, or change an expense;lihe daim would have to be rejected back to tl#aimant
to amend, with a message stating the reason for rejection. In certain circumstances, details may be changed by
Accounts Payable.

1. To delete an expense line What did you spend?
1 Click away from the expense line until thexido the left of the expense =

line is displayed

Tick the box associated with expense line you wish to delete )

Click on the Delete button which should now be visible T

The expense line will disappear from the screen

You can then Save as draft or Send for apalrov ALzt QuHeim 6L

= =4 =4 =4

83075

2. Todelete the WHOLE expense claim afteaving.
1 Click on the Delete button at the bottom of screen

Send for approval Save as draft Print preview Add information

1 A message will show the number of the deleted claim
1 A Success box will momentarily appear once deleted

This willirretrievably delete the whole ¢aim. There is NO unddunctionality.
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Processing a Rejected Expense Claim

Rejected expenses may only be amended by the Claimant
An expense claim can be rejectied two reasons.

9 Ifthe claim is for expenses incurred neadhan one year ago. Claiming fbis itemis notallowedandthe
expense iterrshould be deleted

T 2KSNBE (GKS OflAY KIFa 0SSy NB2SOGSR o6& |y | LILINEGSN
statingthe reason for rejection will be displayed

To process your rejected expense miai

1 If your claim is rejected a task will appear in your task list, which may be accessed by clicking on the tick ico
in the top right hand corner of the screen.

& DC999901 + i v2 Q

1 Select the task from the list

Your tasks

ted Expenses: Claim Over One Year Old TransNo: 60000025
US:I WA|990933 Resource ID: 999933

o Task management

1 You can then amend the expense line in accordance with themmrhfrom the approver

Expenses: General Expenses

[ [22/06/20 23] Danial Qui se - ]
Expenses: General Expenses

What was the purpose?

@ Rejected expenses

What did you spend? e e : .
[22/06/2016, 14:25] Daniel Quilp : missing receipt - please add receipt and eye test form

@, Eye Test- Standord
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Approving arexpenseéClaim

University of

Reading

The expense claim will enter Workflow, once a claimant has entered their expenses and sent the claim for approval

In most cases the workflow will route the claim to:

1. The Project Approveg the person designated as the PI on the project selected

0 There are a number of options available to this approver:
A Approve to Head of School or Function

A Reject back to the claimant, with a comment stating the reason for rejection
A Refer to the Head of School or Ftion, with a comment stating the reason for the referral

2. The Head of School or Function (or Delegate)
0 There are a number of options available to this approver:
A Approve to Accounts Payable

A Reject back to Claimant, with comment stating reason for rejection
A Override, with comment (available when claim referred from Project Approver)

3. Accounts Payable

a. There are a number of options available to this approver:
A Approve for Payment

A Reject back to the Claimant, with a comment explaining the reason for the mjecti

A Refer to another department or approver

The approver will receive an email detailing the pending task, namely the expense claim sent for approval and a tas

will appear in Task Management within UBW Agresso.

Approving an Expense Claim as a Project Appro

1. Click on the Task Management icon

URNITA Agresso

Start pages
SelfService admin

M Fnenses

N Your tasks

Resource ID: 999933

Expenses: Project Approval TransNe: 60000025 User: WMS99933

Expenses: Missing Receipt TransNo: 50000027 User: TT999926

Resource |D: 999926

Go to Task management

As a Project Approver you may receive two types of approval taske

1. A straightforward expense claim E.g. Expenses: Project Approval
2. An expense claim with a system warning E.g. Expenses: Missing Receipt

WheretheSELISy asS Ot AY O2yiltAya | &l NyAy3

I SFR 2F {OK22f kCdzyOliA2y QY NBI|dZANRY 3 |
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Process the expense claim
You can view any receipts attached to the claim by clicking on the shaded paperclip in the top right hand.

Options are:
1 Approveg if the expense claim looks OK
1 Refer to Head of School/Functigrf you are happy to approvieut have a query/concern about the expense

claim
1 Rejectg if the expense claim contains errors which need to be corrected by claimant

O

Example: An ApproMascreen showing a claim warning

The options are:
1 Rejectc expense claim contains errors which need to be corrected by claimant

1 Refer to Head of School/Functigrapprove with reason for approval

iZ  Expenses: Missing Receipt TransNo: 60000027 Us... X

29"
[( T MISSING RECEIPT: Receipt expected but none attached to expense line ]
General 2 Workflow log (row 1)
Name Tiny Tim Resource ID 999926 [=] 22/06/2016 14:53 Tiny Tim (TT999926) - Distributed
22/06/2016 14:53 Tiny Tim (TT999926) - re
Transaction number 60000027 Purpose. 13/05/2016 Expense 999926
Con
Enter a comment)
OK
Copy
Expenses
M: Expe s Description No/B: Rate ~ Amount it Re L
(=] Conference Registration Conference 000 000 12000
z 12000
Date Deserip
13/05/2018 Cenference
12000
=)
Refer to Head of School/Function Reject Advanced mode Log book Export
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Approving an Expense Claim as Head of School or Function

1. Click on the Task Management icon
The exgnse claim will have been approved by the Project Approver, unless the claimant is the same person as the
Project Approver, whereby the workflow will route directly to Head of School/Function

unITa Agresso

Menu

Start pages Favourites J
SelfService admin

As Head of School or Function you may receive fyweg of Approval tasks

1. An expense claim approved by Project Approver E.g. Expenses: Head of School/Function Approval
2. An expense claim referred by the Project Approver E.g. Expenses: HoS Referral Missing Receipt

Where the expense claim is referred fromtheNE 2 SO0 ! LILINR GSNJ G KSN
AdA

Aa y2 2L
WhBSNNARSQT 'y LNl NBldZANAY3 | RR I f 2

YYSy
2. {StSOG GKS Glral G2 LINROSaa FTNRY (GUKS W, 2dzNJ Gl &

3. Process the expense claim

You can vievany receipts attached to the claim by clicking on the shaded paperclip in the top rightbaret.
Options are:

1 Approveg if the expense claim looks OK
1 Rejectcg if the expense claim contains errors that need to be corrected by the claimant

J

C_J
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