Complete My Expenses

Please follow the below steps to create and submit a personal expense claim. Please
remember expense claims should be submitted within 30 days of incurring the
expense. If this is not practical, written approval for any extension will be required
from the colleague’s line manager.

For further support colleagues should enrol in and complete the IFS Module 4:
Expenses i.Learn course.

Steps

1. Please log into IFS

I Login - IFS Applications | =

IFS APPLICATIONS"
Please enter your credentials to connect to IFS Applications
| User name: testperson
Password! FE——
1 Darmain: [ v]
| Language: [English {United Kingdom) v]
l [ Ok ] [ Quit ] [ Options == ]

2. Click on Finance Start Page

If you do not have a manager start page please click on the left hand side of
the screen as per below and type in “expense sheet” and click enter. It will take
you to the “expense sheet” screen.

IFS Mavigator E b |G g c ﬂ 1]
= Shortcuts My Start Page - Finance my start page
¥ IFS Applications &

= [l Application Base Setup
= [[J. Accounting Rules
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IFS Navigator

» Shortcuts

Y IFS Applications|exp-en_we sheet |

v [-l',, ces
¥ oyee Self-Service

If you do have the manager start page please click “Finance Start Page”, then
“Complete My Expenses” which will take you to an “expense sheet” screen.

a

IFS Navigator

a m o ”« -, - x (! ﬁ HH My Start Pages Home Start Page

» Shortcuts

¥ IFS Applications )
= [, Application Base Setup

# [ Accounting Rules

» [ Financials

» [ Contract Management
# [ Project Management
» [ Document Management

# [ Human Resources HR Start Page Manager Start Page Home External Links
» [l Payrou

# [ Organization Reporti Please dlick the elo

Nl S IFS Help

¥ [ Procurement

T “ HR Start Page Finance Start Page %, Online Recruitment
# [, Partcatalogue o

> [ Supply Chain Planning Please dlick the link below to complete Finance tasks on IFS Q\Q Intranet

# [ Manufacturing

# [ MRO and Fleet Operations

» [ Quatty Hanagement M Finance Start Page “. E-learning

% Childcare E-learning

S

%, Your Benefits

ns
¥ [ Service and Maintenance
» [ BusinessObject Explorer
#» [J solution Manager
# [l Developer Tools
# [ Translation Manager
= [ InfoServices
= [ BusinessIntelligence
» [ Help
» [ IFSTalk
3¢ Favourites
w s Start Bromc

%, Bank Details

%, Termination Form

3. Click on complete my expenses

| W TR HE T Mmydwrages ) nome st vage
My Start Page - Finance Start Page
Expenses CAPEX
Complete My Expenses “, Submit Capex
Expenses Need authorising ~ . Pending Approvals 0
(), Track My Expenses 0 . Pending Approvals List 0
C), Track My Capex Forms 0
Invoice Authorisation
), Invoices That Need Authoris... 0 SUPPLIER
“ SetAuthorising Substitute €. Pending Approvals Supplier *
1, Invoices to Authorize as a S... 0  ©, Pending Approvals List Sup... =
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4. Click on + for a blank expense sheet to create “My expenses”

- X @B o+ HumanResources  Employee SelfService  Expense Sheet

Ak - Expense Sheet

* !l'm:m:ID:

q’ Dates and Information

+ Populate this will collate all previous expense sheets from here you can

Emp o Employee Mame: Purpose:

Status:

Tranel Started and Ended: Org Code:

quickly navigate to previous expense sheets.

.

ﬁ = - X c ﬁ e Human Resources Employee Self-Service Expense Sheet

Expense ID  Employes Name Purpose St “IPODOR

93 Newexpenses  26/10/2015 MU Now that populate has been clicked
92 New expenses 26/10/2015 . ) .

91 Newexpenses  26/10/2015 EBxpend it is possible to see previous

% Newexpenses  26/10/2015 pde:

89 Newexpenses  26/10/2015 ] expenses by clicking on Ethere
83 New expenses 26/10/2015 b Actity _ s

87 Newexpenses  26/10/2015 —1 will be a number shown in brackets
86 New expenses 26/10/2015 £ .

” Nveoesss  2/8/D1S I showing the total number of

G Neocinis. 20005 expense sheets previously created.
83 New expenses 26/10/2015 -

*]Generdwm Payments

Q Search for a particular expense previously submitted expense sheets. Use
the % sign either side of keywords to search for a particular expense submitted
(unticking Match Case will get better results). To narrow searches down you

can select more fields by clicking show all fields.
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Search - AA - Expense Sheet

SavedSearches:  |[Previous Search] -8 & | E

Keywords: “MNovemberi

Show all fields Restore fields

=
iy iaf

5. Double click on the travel started and ended fields and click on the correct date.
Please note the date range must cover all expenses on the expenses claim.

-

‘ [ x c‘ ﬁ e Human Resources Employee Self-Service Expense Sheet

AA - Expense Sheet |=| 0(32)

* Expense ID: Emp MNo: Employes MName: Purpose: Status: [Email:
263 = Da Preimnary
Q)| Oetesandinforma Link to Amounts HeEEioe
Travel Started and Ended: Org Code: Advance: Reimbursable:
| H’ 23/11/2015 2/142015 Al Mobile Phone C
= Pro | Gross:
+’ Left and Returmed to Home Country: Balance:

General EXPENsSES Mieage = Payments

Expense  Expense Expense Expense Gross Tax Rei.. Project Project Seq
Date Code Description Reference Amount Amount Activity HNo

6. Enter the purpose for the expense sheet, then click save o3

7. Adding new expenses in the Detailed Information Area ‘Expense Tab’. Click on
the + to add a new detail line

€1
— Genersl =~ Expenses Mieage = Payments
m + Expense Expense Expense Expense Gross Tax Rei.. Project Project Seq
— Date Code Description Reference Amount Amount Activity Ho
7l
= Click on the + sign to add expense lines.
General = Exp
+ Expense
Date
» Help Attachments Output Tasks IFS Talk IFS Term Search E
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8. Filling out the expense line.

a. Change the date to correspond to the date of the expense.

b. Inthe ‘Expense Code’ click list of values ‘= from the navigation bar pick
the type of expense that describes what is being claimed, this will also

populate the ‘Expense Description’.

c. For ‘Expense Reference’ enter your own description.

=

to.
f. Click on save

Enter the ‘Gross Amount’ for the cost of the expense.
e. If this cost is to be charged to another cost centre ONLY then change
the ‘Org Code’ to the cost centre for where the expense is to be charged

I
= General = Expenses | Mizage — Payments
o Expense |Expense Expense Expense Gross Tax Org Rei... | Project
Code Description Reference Amount Amount Code Activity
) :E Q0D Food & drink Lunch at new site visit
7
!
[ (o ]
Expense Code | Expense Description Valid From | Valid To
Car Repairs & Maintenance 01/09/2014 5
Food & drink 01/05/2014
Overnight accomodation 01/09/2014  31/12/9939 Search...
Other Expenses. 01/09/2014  31/12/9999
Parking Fees 01/09/2014  31/12/9999
Personal Inddidental Expenses | 01/08/2014  31/12/999%
Mobile Fhone Reimbursement 01/09/2014  31/12/9999
Stationery & Printing 01/09/2014  31/12/9999
Taxi Fares. 01/08/2014  31/12/9999
0| B || =S || (el Toll & tunnel fees. 01/08/2014  31/12/9999
9. Continue to add as many lines as required in the expenses tab for the date
H H ] )
period in the ‘Header’ of the expense sheet
10. Attaching Scanned Receipts to the expense claim
T 1| | Leftand Returned to Home Country: Balance:
150.00
+
== General ~ Expenses | Mieage = Payments
m Expense | Expense Expense Expense Gross. Tax Org Rei... | Project
— Date Code Description Reference Amount Amount Code Activity
» 0=
@
E!
3 ] ] Foodcost
‘ | File Path
Ci\Wsers\Public\Pictures\Sample Pictures\FoodCost. JPG Browse... File Icon
D [ ceate | [ creaandedt | [l cancel. ]

w Output ~ Tasks  IFSTalk  IFS Term Search
h 4
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a. Click on attachments to bring up the attachments window.
b. Click on new to attach the scanned receipt to the expense record.

c. Inthe ‘Create New Document’ dialogue box, for Document Class click on o and
select EMP_EXPENSE from the list. Browse for where the scanned receipt has
been saved on your computer and select the image file. The ‘Title’ will populate
with the name of the attached file this can be overwritten.

This process can be repeated many times for each expense line added to the expense

sheet. Click on Save B at any point to come back to the expense sheet. Saving the
expense sheet does not submit the expense to be claimed.

11.Adding a mileage claim, click on the mileage tab, and then click on + sign to
add expense lines

Uz . . .
| (ol [ oese | P [ o Click on the + sign to add expense lines.
o |Price | Quantity | Gross|  Tax|Ora
= General | Expenses
E]
=]

09/11/2015 OWI

Cash Allowance Vehicle Disesl <2000cc

CASHDIEB Cash Allowance Vehide Disesl >=2000cc ~ 01/09/2014 311
CASH PET A Cash Allowance Vehide Petrol <2000cc  01/09/2014 | 31/1
CASH PET B Cash Allowance Vehide Petrol >=2000cc  01/09/2014 | 31/1
MCC DIE A Midcounties Vehicle Diesel 1400 ccor less  01/09/2014 | 31/1
MCC DIEB Midcounties Vehicle Diesel 1401-2000 cc 01/09/2014 | 31/1
MCCDIEC Midcounties Vehide Diesel over 200cc 01/09/2014 | 31/1
MCC PET A Midcounties Vehide Petrol 1600 ccor less  01/09/2014 | 31/1
MCCPETB Midcounties Vehide Petrol 1601-2000 cc 01/09/2014 | 31/1

MCCPETC Midcounties Vehide Petrol over 200cc 01/09/2014 | 311 ﬁ
OWN VEH A Own Vehide First 10,000 miles 01/09/2014 | 31f1
OWN VEHB Own Vehide Above 10,000 miles 01/09/2014 | 31f1

®  Help Attachments  Output = Tasky
-v I

12.Filling out the mileage claim line.
a. Change the date to correspond to the date of the mileage claim.

b. In the ‘Mileage Code’ click list of values = from the navigation bar pick
the type of vehicle being used for the mileage claim, this will also
populate the ‘Mileage Description’.

For ‘Mileage Reference’ enter your own description.

d. Enterthe mileage travelled in the ‘Quantity’ column, IFS will work out the
amount for the claim being submitted. Colleagues must deduct the
mileage they would have travelled in their normal journey to work.
(Please refer to the travel and expenses policy for more details.)

e. If this cost is to be charged to another cost centre ONLY then change
the ‘Org Code’ to the cost centre for where the expense is to be charged
to.

o
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This process can be repeated many times for each expense line added to the expense

sheet. Click on Save B at any point to come back to the expense sheet. Saving the
expense sheet does not submit the expense to be claimed.

13.Entertainment — External Guests/Visitors

This tab will only be specific to very few colleagues and is to be used when entertaining
external visitors/guests.

Guest Details — Tab

8 T

Coner | Browees | Entertamment | esge  Poynents a. In ‘Guest Details’ tab, in the agenda
e e area, enter the reason for entertaining.

Agenda: .

—— b. To create a guest list for attendees for

the expense, click in the Guest List ID field
and click the new icon ¥ enter a name for
Suesttlame the list and save.
C. Click on the + icon and keep adding
the names of the guests that were

entertained and then save B

Entertainment Expense - Tab

m |3 e

d. Click into the ‘Description Code’ field and click on list of values = and select

expense code.
e. Enter a description for the cost which is relevant in ‘Entertainment Reference’.
f. Click into the ‘Entertainment Category’ field and click on list of values = and
select the relevant category.
g. Enter the gross value of the cost incurred.
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Only change the ‘Org code’ if this cost is to be charged to a different cost centre.
Attaching Scanned Receipts to the expense claim as explained in the previous
section for when claiming for personal expenses do the same for entertainment

receipts. Click save B \when the section has been completed.

14.Expense Sheet Status

The status of the expense sheet can be seen in the Header as shown below.

¥
Q.
H
+
[
1]

Expense Il Emp No. PR ne: Purpose: Status: Emal:

13 43.... De FEES Authorized

Dates and Information *‘nk Expenses to Home Phone:

Travel Started | led: Org Code: Advance: Rembursable:

02/10/2015 03/10/2015 AC... €00 0,00 Mobie Phone:
Expense Information: Profect Acthity: Gross: ML

.00
Work Order: Balance:

The status of an expense can be any of the following;

a. Preliminary — Expense sheet has not been submitted for approval and
is the process of being completed and submitted for approval.

b. Confirmed — The expense sheet is complete and has been submitted
to the line manager for approval.

c. Approved — Line manager has approved the expense sheet so that the
colleague can be reimbursed.

d. Authorised — Accounts payable have processed the expense claim and
it will be paid to the colleague on the next payment run.
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15.Submitting the claim to be approved by line manager

Confirm
Remaove Confirmation
Approve

Remove Approval

Set Code Parts

il Experse Foem
Print Trarvel Expenae

i 2 3+ T L e
i
§

k|

a. When the personal expense sheet has been completed and is ready to
be submitted in the header area click the right mouse button this will

bring up an additional menu with various options.

b. From the opuons select ‘Confirm’ this will submit the expense to be

approved.

Deleting aline

To remove a line from the expense sheet if incorrectly entered.

=

Expense |Expense Expense
Date Code  Description Reference Amount  Amount | Activity Order | Code

| EI == a7 _ AD. S ADS®

Reimbursable | Expense Gross Tax | Project Work |Org |Account Branch |Bepa... As

2]

1. Click on the line to be deleted, or in a cell on the row.
Click the delete icon to delete the line.

Click the save icon ¥ to save the change or press the delete icon again to

cancel the delete if pressed in error.

Deleting an Expense sheet

If the expense sheet is in ‘Preliminary’ status, only then can the expense sheet be
deleted if it is in any other status it is not possible to delete the sheet.
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@Q-xcﬁ'o Homan Resoorces  Employee Expense  Expense Sheet

1. Click into the ‘Expense ID’ field and then select delete from the navigation bar
and save P the expense sheet has now been deleted.

Purpose of the General tab

General Expenses Entertainment Mileage Payments
Confirm Date: Confirmed By:

15 * IFS Applications

Approve Date: Appro%
thorize Date:  Authorized By:

15 = IF5 Applications

Voucher Type: Voucher Mo:

E 2015000030

Voucher Date: Accounting Year:
10/11/2015 2015

1. The date the colleague submitted the personal expenses to be approved.

The date the line manager approved the expense.

3. The date Accounts Payable has processed the claim ready to be paid on the
next payment run (there is a payment run each week).

N
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Payment tab

This shows when the payment was made to the colleague.

m & oe

Track my Expenses

Clicking on this link from the Finance Start page will show the status of all expense
sheets created. If the status is Preliminary of an expense sheet then expenses can
still be added to the expense sheet.

B
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1. How expenses are overviewed can be adjusted by clicking on a column header
to sort by ascending or descending this is normally quite useful on the Date
column or Expense status column this can make it easier to find a particular
expense.

2. ‘Expense Status’ there are various states for an expense sheet therefore
making it easier to know what the current state is for any expense.

Document name: Complete my expenses guide | Date of last review: January 2021

Policy owner: PSG Issue number: PSG-CB-001




To view an expense from this view

16/11/2015  22/11/2015 6C Authorized H
09/11/2015 09/11/2015 6C Authorized H
02/11/2015 08/11/2015 6C Authorized H
19/10/2015  25/10/2015 6C Confirm Authorized ¥
16/11/2015  22/11/2015 1€ Remove Confirmation Confirmed I
10/11/2015  10/11/2015 1€ Approve Confirmed ¥
09/11/2015  15/11/2015 1 R Agsravil Confirmed ¥
09/11/2015  15/11/2015 13 Confirmed I
/12015 22/11/2015 4 Authortos Confirmed ]
26/10/2015  26/10/2015 4% Create Posting Confirmed P
16/11/2015  22/11/2015 4 Expense Sheet— Confirmed v
16/11/2015  22/11/2015 4€ Confirmed I3
31/08/2015 04/09/2015 4€ Muiti Company Analysis Confirmed ~
09/11/2015 15/11/2015 13 Change Compony.. Preliminary
02/11/2015 08/11/2015 13 Prelminary
29/11/2015 41 Populate Prelminary
08/11/2015 Search in Context... Prelminary
27/10/2015  27/10/2015 Fimevo n wem Edit 4 Prelminary

Click on the line of the particular expense sheet. Click right mouse button and select
‘Expense Sheet’ from the menu. This will take you to the expense sheet from here
you can see the detail of the expense as you would see when creating the expense
sheet.
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