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Permissions

You will require the following permissions:
e No permissions required

1. Log into Expenses Mobile. Tap the Hamburger Menu = and then
tap More.

13.52 o~

= My Claims

QD Current Claims (2)

Claims that have yet to be submitted into the >
approval process. Add, edit or delete expense
items and claims. Submit a claim for approval.

E Submitted Claims (1)
D Claims that are currently being appro ew the >

ved. Vi
status of these claims or amend any returned
items.

Previous Claims (0)
& Historical claims that have been approved. >

A Receipt Wallet (2
P (2)

Snap your receipts to automatically read key >
details and to create an expense directly from the
receipt.

2. Tap the My Details option from the navigation menu.



15.56

< More My Details

@ Change My Details >

Add Vehicle >
A

Q My Bank Accounts >

3. Tap the Change My Details option from the navigation menu.

15.56 ]
{ Back Change My Details Save
Logon Details
Username
[A[ex ]

Tap here to change password

>

Employee Name

Your name and employment contact details can be
updated by amending the details here and clicking save.

Title *

[ J
First name *

[ex ]

Surname *

{Ear\e J

Employment Contact Details

Extension Number

[ J

Mobile Number

[ J

Pager Number
—

Tel Number

4. Tap the Password link. This will open theChange Password screen.



15.57

< Back Change Password

LJ 9
selenity
expenses

Please enter your new password

« Your new password cannot be any of the
previous 4 passwords you have used.

5. Enter the following information:
o Old Password
o New Password

o Confirm New Password

6. Tap Save to change your password.



