Expenses Mobile - View Flag
Information
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Permissions
You will require the following permissions:
e No permissions required

When viewing your claim, you may find that your expenses have been flagged,
or even blocked, for breaching your organisation's expenses policy. The
following icons will indicate the level of policy breach:

Flag

Description
Type

|®  Most serious level of policy breach.
Moderate level of policy breach.

@  Warns of a breach.



11.30

{ Back October Claim +

Expense Items (2)

Lunch £30.00
17 Oct 2019

Reference Number 106-000014 L >
Receipt validation not applicable, expense item not
configured for validation

Lunch £22.00
23 Oct 2019 Q
Reference Number 5-00 >

Receipt validation not applicable, expense item not
configured for validation

To view more information about a flagged expense:

Platform  Description

Swipe left on an expense which has
been flagged and then tap More. Tap
Flags from the list of options which
display.

i0S

Tap on an expense which has been
Android  flagged and then tap Flags from the list
of options which display.



1n21 0

{ Back October Claim 3ack October Claim
Expense Items (2) Expense Items (2)
£30.00 Lunch £30.00
17 Oct 2019
00014 - Delete Reference Number 106-000014 -
slicable, expense item not Receipt validation not applicable, expense item not

configured for validation

Lunch £22.00 Lunch £22.00
23 Oct 2019 Q 23 Oct 2019 Q
Reference Number 5 > Reference Number 106-000015 >
Receipt validation not applicable, expense item not Receipt validation not applicable, expense item not
configured for validation configured for validation
Flags
Receipts

Upload Receipts using Camera

Upload Receipts from Gallery

Cancel

e The Flags page will display the details of each flag against an expense.
To provide a justification for why your expense has breached policy, tap
the flag and you will be provided with a text box where you can enter the
justification. When the claim is submitted the justification can be viewed
by your approver so that they can make an informed decision on
whether to allow the expense or return it. Tap Done (white tick) to return
to the Flags page and then tap Save to store the expense.
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< Back Add Justification

Number of flags: 1 Number of flags: 1

= Receipt not attached

Lunch £30.00, 17 Oct 2019 An electronic copy of the receipt has not been Lunch £30.00, 17 Oct 2019
attached to this expense.
= Receipt not attached N = Receipt not attached
An electronic copy of the receipt has not bee... ~ Claimant Justification An electronic copy of the receipt has not bee... >
Ilost my receipt.

I lost my receipt.

Note: Depending upon how your organisation has configured the
flag rules, it may be mandatory to provide a justification for any
policy breaches.



