Assure Expenses Expedite - Edit a Failed
Validation Item
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Edit a Failed Validation Reasons for Failure
Iltem

1. After receiving notification of an expense item that has failed validation and that has been
returned, you will need to navigate to My Claims | Submitted Claims and then click the claim

which contains the returned expense item(s).

2. Locate the returned expense item(s) under the 'Expense Items' section. Returned expense

items will be highlighted in red.
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3. Click & on the returned expense item to view the validation results and the reason(s) that is
has been returned to you by validation team.
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4. Once you have this information you can either manage the receipts, change the expense item
details, dispute the returned expense items or delete the expense items.
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Note: You will be required to action each returned item in order for your claim to be
progressed to the next stage.

Add/Replace/Delete Receipts

1. Click |~ on the returned item that you want to manage the receipts for. This will display the
'Receipt Management' page where you will be able to manage the receipts for any of your
returned expense items.

o Expense items which have not been returned to you will be locked and therefore the
cannot be amended.
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2. You can then do the following:

Action Description
Click _; and then select a new receipt to upload to the returned expense
Add Receipt , * P P P
item.
Delete Receipt Click 3¢ to remove the receipt from the expense item.

3. Once you have finished managing the receipts, click Save. At this point, the following scenarios
can occur:

o Any items which you have added or replaced receipts for will be automatically returned to
the validation team for revalidation.
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o If you have deleted receipts for one or more items, you will receive a prompt explaining
that if you click OK, your claim will progress with those items missing receipts. If you have
any outstanding returned items which you have not yet actioned, you will be returned to
the Claim Details page but the claim will not yet progress automatically as you still have
items which need to be actioned.

Edit Expense Item Details

Edit Expense

| Details

Date: 13/03/2013 (7]
Reason: Customer Trsining v @ Country United Kingdom | @

Currency: Pound Sterling LA 7 ]

Branch |

SALES v | | expenses 100
specific Details
Expense Category: Accommodation ¥ Expenseltem: Hotel Room
Hotel room in relstion to busir e 150 miles 1 need
Number of Nights: 1 (]
Number of Reoms: 1 (]
Doyouhaveareceipt ® ves O No (2]
DoesitincludeaVal g o o
number and VAT rate:
VAT: 250 (-]
Total (Gross): 75.00 [>]
.|

2. Edit the details required for revalidation.

3. Click Save. The expense item will then automatically be sent back to the validation team for
revalidation.

Dispute Returned Expense Items

1. Click ~— on the returned expense item. This will display a new page where you can enter the
reason for the dispute.

Dispute Returned Expense

General Details

Dispute:

2. Enter the reason why you are disputing the returned expense item.

3. Click Save. The expense item will then automatically be sent back to the validation team for
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revalidation.

Delete Expense ltems

1. Click ¥ on the returned expense item. This will delete the returned expense item. If this is the
last returned item to be actioned, the claim will automatically progress to the next stage.



