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Permissions
You will require the following permissions:

e No permissions required

Submit a Claim

1. Log into Expenses Mobile and navigate toMy Claims | Current Claims

Within the Current Claims page you will see a list of your claims which
have yet to be submitted.

11.50

{ My Claims Current Claims +

Number of claims: 2
September Claims £7.32

Expense Claim 4: 24/09/2019 - 24/09/2019 >

Claim Number 4 Expense Items 1

October Claim £52.00

Expense Claim 8:17/10/2019 - 23/10/2019 >

Claim Number & Expense Items

2. Navigate to the Claim Details page for the claim which will be submitted.
The Claim Details page displays the key information about a claim
including each of the expense items which are part of the claim.

0S Tap the claim that you want to view. This will direct you
to the Claim Details page for this claim.



Tap the claim that you want to view and then tap
Android Expense Items. This will direct you to the Claim Details
page for this claim.

o You can perform further actions for each expense on this page by
bringing up the options menu:

0S Tap More --- to display a
list of options.
Tap the expense to display

Android _
a list of options.

October Claim

Expense Items (2)

Lunch £30.00

17 Oct 2019

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

Lunch £22.00

23 Oct 2019 Q
Reference Number 106-000015

Receipt validation not applicable, expense item not
configured for validation

Claim Overview
Submit

History

Cancel

o If any of your expense items have breached policy, they may have
been flagged. Flagged expense items will display a small flag icon
indicating which type of breach has occurred. For information on
how to view the flags against an expense item and provide
justifications, read View Flag Information.

o If any of your expense items are blocked for breaching policy, they



will need to be corrected or deleted in order to submit the claim.
Tap on the Delete expense item button in order to discard this
expense from the claim.

Note: Depending upon your organisation's configuration, the
details of a flag may be displayed immediately after you have
added an expense item to a claim, if it has breached expenses

policy.

o Acaricon ﬁ indicates a Mileage expense item which contains a
journey. You can quickly view this journey by tapping View Journey
after opening the options menu for the expense.

3. If the claim is complete and ready to be submitted, tap theSubmit. This
will display the Claim Summary page which allows you to make
amendments to the Claim Name or Claim Description before the claim is
submitted into the approval process.

4. At this point you may be able to submit your claim or depending upon
your organisation's system preferences, you may be required to
complete further steps before submitting your claim.

o If the Submit button is displayed, tap this to submit your claim into
the approval process.



11.53 = u

< Back Submit Claim Submit

One outside policy. Please
letail in the "Other
to justify going out of policy to your approver.

ensu
Details" se

Claim Summary

Claim Name
October Claim

Claim Description
Expense Claim 8:17/10/2019 - 23/10/2019

If the Next button is displayed, you will be required to input further
details. More information on the steps that you may need to
complete can be found in the links below. The example image
shows what happens when a flag needs to be justified. There may
be other reasons why you cannot submit your claim immediately.

Flags

Number of flags: 1

Unfortunately you cannot submit your claim as one or more
items have been blocked or require you to provide further
justification. Please review the list below and remove the item
or provide a justification.

Lunch £30.00, 17 Oct 2019

= Receipt not attached

I An electronic copy of the receipt has not bee... >

A justification must be provided for
each flag in order to submit this claim.

OK



o (Optional) You may also be required to agree to a declaration in
order to submit the claim. If a declaration appears:

m Tap | Agree to submit the claim.

m Tap | Disagree to return to theClaim Summary page.

Submit Claim Submit

ou have supplied su etail in the
Details" section to justify going out of policy to your approver.

GElR | CERTIFY THAT:
9

engers
and damage to property.

I Decline | Accept

5. Once submitted, your claim will now be available to view at the following
location:

o My Claims | Submitted Claims

Split your Claim

This page will allow you to select which item types (Cash Items/Credit Card

ltems/Purchase Card Items) you want to submit with your claim. This will be
available if your organisation permits that you can part submit claims and if

you have the relevant credit card/purchase card items to reconcile.

Note: If you choose to part submit your claim, the items that are being
submitted will automatically be added to a new claim before being
submitted. All other items will stay on the original current claim.



Depending upon your organisation's system settings, you may be forced to
submit only cash, credit card or purchase card items. Alternatively you may
be able to select a combination of cash, credit card and purchase card items.

1. After tapping next on theClaim Summary screen, you will be taken to a
page which asks Which items would you like to submit?

2. You will be presented with one of the following options:

o An Item Type field which will allow you to only select one item type
to submit (Cash Items/Credit Card Items/Purchase Card Items).
You are only able to select one of these item types as your
organisation as specified that cash and credit card items cannot be
on the same claim.

09.57 T @ 09.57 - @
< Back Submit Claim Submit < Back Item Type

Q Search

Which items would you like to submit?

item Type Cash Items

None Credit Card Items

Purchase Card Items

o A list of the item types which you are permitted to submit (Cash
ltems/Credit Card Items/Purchase Card Items), each with a toggle
to allow you to select and deselect.



09.57

< Back Item Type

Q Search

Cash Items

8

Credit Card Items

Purchase Card Items

8

3. Once you have made your selection, tap Next/Submit.

Enter Odometer Readings

If you are required to enter odometer readings for your vehicles you will see
the Odometer Readings screen. This lists each of your active vehicles and
indicates which require new odometer readings, highlighted in red.



10.49 o~

< Back Submit Claim Submit

Odometer Readings

VAUXHALL ASTRA
007 (vyx06XCS)

>

CITROEN C4
% >
I 0-0" (GE58HUK)

1. From the Odometer Readings screen, tap on a vehicle which requires
new odometer readings. This will show you details of the vehicle and the
last odometer reading.

2. Enter the vehicle's current odometer reading.



10.49

< Back Odometer Reading Save
VAUXHALL ASTRA

Registration Number YX06XCS

Last Reading Date 31/10/2019

Last Reading 0

New Reading 'Id

1 2 3
4 5 6
7 8 9
PQRS Tuv wXYz
. 0 &

3. Tap Save to return to theOdometer Readings screen. The vehicle that

you have added a new odometer reading for will now be highlighted in
green, indicating that this action is successful.

10.50 T @®
< Back Submit Claim Submit
Odometer Readings
VAUXHALL ASTRA 5
0-0" (vx06XCS)
CITROEN C4
I ® (GF58HJK) >

4. Repeat this process for any other vehicles which require a new odometer



reading.

10.50 T @®

< Back Submit Claim Submit

Odometer Readings

VAUXHALL ASTRA
0-0: >
(YX06XCS)

CITROEN C4
I G5 (GF58HJK) >

5. (Optional) Select from the drop-down list whether you have incurred
business mileage since your last odometer reading.

6. Tap Submit to move onto the next stage of the submission process.

Enter Envelope Information

If you are licenced for the Expedite receipt processing service, upon
submitting your claim, you will be required to specify whether you wish to
send your receipts to Selenity or whether there is no need. This guide takes
you through the steps required when sending receipts to Selenity.

1. After tapping Submit, a message will appear asking "Do you wish to send
the receipts for this claim to the Selenity Expedite Service Centre?".



November Claim

Expense Items (1)

Lunch £37.35
03 Nov 2019 Q
Reference Number 27010-000029 -

Receipt validation not applicable, no validation stage
in signoff group

Corporate Card Statements (2)

Allstar Fuel Card 1141 statement imported >
04/06/2019 11:21:43

Allst Do you wish to send the receipts for >
04/C this claim to the Selenity Expedite
Service Centre?

2. Tap Yes. This will direct you to theScan & Attach Info screen which
provides you with further details about envelope preparation.

o Tapping No will allow you to continue with the submission process.

10.23

< Back Submit Claim

Scan & Attach

When preparing envelopes for the scan and attach
service, ensure you do the following:

Number all your receipts using the Expense
Item Reference Numbers found on your
expenses

Ensure that the Expense Item Reference
Number is written on the front of the receipt
Write any extra instructions on the back of
the receipt

Remove all staples from your receipts

Make sure all receipts are single, and not
glued to a sheet of paper

Ensure your envelopes are not used for more
than one claim

3. Tap Next to navigate to theEnvelope Numbers screen.



4. For each envelope that you will send for this claim, enter the unique
envelope number into the field on this page. Ensure that the envelope
number is entered in the correct format (A-ABC-123). When you have

entered a valid envelope number, a new field will be displayed below
allowing you to add further envelopes.

o Invalid envelope numbers are displayed inred.

10.23

< Back Submit Claim Next

Envelope Number

Please enter the envelope numbers for all of the
envelopes used for this claim. These can be found
on the back of envelopes and should be in the
format A-ABC-123

A-ABC-123

5. If all envelope numbers are valid, tapNext. A confirmation message will
appear.

6. If you have adhered to the information in the message, tapConfirm.



Submit Claim

Envelope Number

Please enter the envelope numbers for all of the
envelopes used for this claim. These can be found
on the back of envelopes and should be in the
format A-ABC-123

[+ - - ] x

[Add another envelope number ] X

| confirm | have numbered all my
receipts using the Expense item
Reference Number found on my claim
summary and removed all staples from
my receipts.

Cancel Confirm

This will provide you with your unique Claim Reference Number (CR
Number). This can then be written in the CR Number field on each of the
envelopes which you will be sending to Selenity for this claim.

13.48 <

> =
< Back Submit Claim Next

&

Write this CR number on all envelopes used for this claim.

Please note, without this number, Selenity may not be able
to process your receipts.

8. Tap Next to continue the claim submission process.



Select an Approver

If the first stage of your Signoff Group is either "Determined by Claimant" or
"Determined by Claimant from Approval Matrix", you will be prompted to
select your claim approver from a pre-defined list.

1. After tapping next on theClaim Summary screen, you will be taken to the
Select Approver screen.

2. Tap the Approver field. This may already be populated with your most
recently selected approver. If this approver is correct, tap save to move
onto the next stage of the submission process.

o If you are directed to theSelect Approver Type screen, tap the

appropriate option to view a list of your Recent Approvers or a list
of All Approvers. Otherwise, skip to Step 3.

114

< Back Submit Claim

Who would you like to approve your claim?

3. Use the search field at the top of the page to filter the list of approvers.
Tap an approver from the list to define them as your claim approver.



11.15

< Back All Approvers
Q, Kieron (]
Sykes Mr, Kieron [Kieron]
is was has
gwer r tyuil op
a s df gh j k|
&

4. Tap Next/Save to move onto the next stage of the submission process.

11.15 - @®

{ Back Submit Claim NE

Who would you like to approve your claim?

Approver

l Sykes Mr, Kieron [Kieron] ‘



