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How to create a new expense sheet

Click on My New Expense Sheet or click on the link

my IFS Self Service from your home/Lobby page
(submit New Expense)

My New Expense Sheet

Quick Expense Reporter

My New Expense Sheet

My Expense Sheets

My Expense Sheet Details

sam.beer@midcou
nties.coop

August 31, 2022
1/10

® > Human Capital Management > My Self-Service > My Exp|

My New Expense Sheet

.— General Information ==

Travel D

Expense Type and Dates

(@ General Expense
(O) Domestic Travel Expense

Yt and Teaal Cromamea

Click on General Expense

.— General Information s Travel Details

Expense Type and Dates

I(.: General Expense

Expense Date

24/05/2022

(_J) Domestic Travel Expense

(") Abroad Travel Expense

Purpose and Information

Click on the calendar button

nse Type and Dates

ieneral Expense
Jomestic Travel Expense

\broad Travel Expense

se Date

)5/2022

ose and Information

ected To

. JUUAIMESLL 1ITavel CXPeEnse
S_elect the date for the expense period, usually the ) Abroad Travel Expense
first day of that month )

pense Date

1/05/2022

1rpos May 2022 Today
Jan

rpose Feb MO TU WE TH FR SA sU

fl o D
Apr

nnes 2 3 4 5 & 7 8
May

pant 3 10 11 12 13 14 15

W oo dun
Jul 1% 17 18 19 20 21 22

= aug

23 24 25 26 27 28 29
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Click on the Purpose field © Domestic Travel Expense

() Abroad Travel Expense

Expense Date

01/05/2022

Purpose and Information

Purpgse.

B

Connected To

Organization

™ AD941 - Finance Systems

Show Project List

Enter the reason for the claim, for example Expenses #broad Travel expense
for May 2022. s Date

05/2022

yose and Information

e

nected To

nization

AD941 - Finance Systems

1 Project List

Click on Create Expense Sheet

Show Project List

Project Activity

Customer Project Activity

Click on the button Add Expense et iy

Expenses and Allowances

= W Add Expense Allowance Details

Expense
#  Type Date Description

(No data)

Attachments
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Select Mileage

inter ) Microsoft Office Ho... @ Dashboard | The Mi.. Microsoft Forms @) APMG Candidate P.. [B§

X Add New Exg

Select Expense Type

IO Mileage
(U Entertainment
(@ Otner Expense

Expense Info

Expense Date Expense Code

|0w05/2022 | |

Click on the Mileage Date
@Mwleage

O Entertainment
() Other Expense

Mileage Expense Info

Mileage Date Mileage Code

‘01,’05.’2022 I =

Reimbursable

«©

Reference

Select the date for this line of the claim

Mileage Date Mileage Code
01/05/2022 = ‘ |
Dec
May 2022 Today
Jan
Feb MO TU WE TH FR SA 5sU

B
Apr

P 3 4 5 6 7 8
May —

g 10 11 12 13 14 15

Jun
Jul 16 17 18 19 20 21 22
atin Pay Cur|
Aug
23 24 25 26 27 28 29
Sep
o 30 31

Click on the dropdown button for Mileage Code

Mileage Code

4
—
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SeleCt the mlleage COde Midcounties Vehicle Diesel 1600 cc or less
MCCDIEA

Additional Passengers for MCC Vehicles
ADDPASSMCC

Price PO / Retail Delivery Driver Rate
DELIVERIES

L Midcounties Vehicle Diesel over 2000cc
nce Systems - |

M |

T ETTLETLINITENL

Make sure reimbursable is slide to the right () Other Expense

Mileage Expense Info

Mileage Date Mileage
|021‘051’2022 | = M

<able
]

Reference

Mileage Amounts

Mileage Expense Info

Click on the Reference field

Mileage Date Mileage Code
|021‘05/2022 | ‘I-] MCC DIE B - Midcounties

Reimbursable

«©

Mileage Amounts

Quantity Price Gross Amountin Pay Curr.
012 0
Enter the reason for the journey |02f05/2022 | ‘I-] MCC DIE B - Midcounties Vehicle Diesel

Reimbursable

«©

Mileage Amounts

Quantity Price Gross Amount in Pay Curr. Total

0.12 0 0

Connected To
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Reference

From home ta head office]

Mileage Amounts

Quan Price Gross An
I:| o 0

Connected To

Organization

|[II AD941 - Finance Systems

Project Activity
[

Enter the number of miles in the claim

Mileage Amounts

Quani Price ‘Gross Amountin |
_| o2 0

Connected To

Organization

|[ll| AD941 - Finance Systems

Project Activity

Customer Company

Click on the Save and Add Another to add another
line to the expense sheet

Project Activity

Customer Company

Customer Praject Activity

Work Qrder

Save Save and Add Another

) My Expense Sheet ...

Cancel

Q) IFs Applicatig

Click on the Other Expense

How to create a new expense sheet 8/31/2022

‘ter=Companyld%20eq%20'AA'%20and%20Expenseld%20eq?2091300;path=0.985058153.2028356529.

inter ) Microsoft Office Ho... @ Dashboard | The Mi.. Microsoft Forms @) APMG Candidate P.. [B§

X Add New Exg

@ Mileage
() Entertainment
IO Other Expense

Mileage Expense Info

Mileage Date Mileage Code
L |
Reimbursable
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() Mileage
(O Entertainment
(@) Other Expense

Expense Info

Expense Date

oy Expense Code

‘01.’0512022

Reimbursable

»

Reference

Select the date the claim is for

Expense Date

Expense Code

Click on the dropdown button for the Expense Code

01/05/2022 = ‘ |
Dec
May 2022 Today
Jan
Feb MO TU WE TH FR SA SU
Mar - —_—
Apr
2 325 & 7 8
My 'ednesday, 4 May 2022
nesday, 4 May
Jun g 10 1M
Jul 16 17 18 19 20 21 22
e for GBP
Aug
23 24 25 26 27 28 29
Sep
Qrt 30 3 ntin Payment Currency
=

Expense Code

4
—

Select the expense code
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Expense Code

Q Find

Bus Fares
BUS
Reimbursable

Car Repairs & Maintenance
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Click on the Reference field Expense Info
Expense Date Expense Code
|04ﬂ‘051‘2022 | ‘I-\ STATION - Stationery & Pr.

Reimbursable

«©

siorence

Expense Amounts

Currency Code Currency Rate for GBP
GBP - Pound Sterling - 1
Enter the reason for the claim ursabie
acs
nse Amounts
ncy Code Currency Rate for GBP Gross Currency Amoun
!'- Pound Sterling - | 1
[ax Currency Amount Gross Amount in Payment Currency Tax Amount in Paymen
} | 0.00 0.00

Click on the Gross Currency Amount

Currency Rate for GBP [ozz Curren mount
-] |

Gross Ameunt in Payment Currency Tax Amount in Payment Currency

0.00 0.00

Enter the value of the claim

Currency Rate for GBP [Qss Cyrren moynt
-] |

Gross Amount in Payment Currency Tax Amount in Payment Currency

0.00 0.00
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Click on the button Save

Project Activity

Customer Company

Customer Project Activity

Work Qrder

Save and Add Another Ce

T - Dawn Green | Micr... r Sticky Notes © % Inbox - Sam Beer@... C’ My Expense Sheet ...

Once the lines of data have been added you need to
attach any receipts for your expenses to this sheet.
Make sure you saved any photos/scanned documents
to your PC prlor to thls Stage Company - =AA ~ @ Status *  ExpenselD ¥ EmployeelD:-17689 ~ @  More ~

Sortby TravelStartDate & Time X«

Capieal M [N . [ e
@ > Human Capital Management > Manager Services » Expenses » Expense Sheet Details &>

Search  advanced

Expense Sheet Details samant

« 8 v Confirm Edit Expense Sheet |
|

Gross Amount - 15.00 GBP | Reimbursable Amount - 15

Press the paperclip button at the top of the page

Advance B

0.00 GBP 1

Expense Sheet Information

press the create new button

Expenses and Allowances

= i [B Add Expense Allowance Details
Expense
> i # Type Date Description
# Mileage 17/05/2022 MCCDIE C - Midcounties
Attachments

Artach Existing Create From Template Dg

P File Bplorer 15 Dawn Green| Micr... @

Drag and drop (or use the browse button) to attach ashboard | The Mi... ﬂ Microsoft Forms @ APMG Candidate P... E IFS Applications -... @ Home - Eploy
the file to the screen

Create New Document

1 Drop files to attach, or £ Browse .

Enter Document Information

Document Class
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Click on the document class, either start typing EMP B

or find EMP_EXPENSES from the drop down list

Enter Document Information

Document Class

26_WEEK
26 Week Letter

ACTUPALLOW
Acting up Allowance Letter

Click on the box Title

Enter Document Information

Document Class

| EMP_EXPENSES - ATTACH RECEIPTS FOR COLLEAGUE EXPENSES

Format

rﬁpenses

Crearte Cancel

Give the expenses attachment a name such as
Expenses for May 2022.

Cancel

DOCUment Ca:

EMP_EXPENSES - ATTACH RECEIPTS FOR COLLEAGUE EXPENSES

Click create

Farmat

Title

| Expenses May 2022
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If you want to double check you have attached the
correct document press the view button

DOCUMENTS (1)

_— . Attach Existing Create New Create From
Expenses May 2022
-
2010045
Al
[ . )
B
= View

l Screenshots

Click on the button Confirm
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|4 Kronos IT senvice now My service now @ Home | Coop Colle.. [ Project Center ] Microse
~ ki E 5 E. e |
nan Capital Management > My Self-Service > My Expenses > My Expense Sheet Details />
sorthy <~ .
My Expense Sheet Details -
< @ B~ I Confirm Edit Expense Sheet Information
Confirm
Gross Amount - 34.40 GBP | Reimbursable Amount - 34.40 GBP
= =-n Advance Balance
=i 0.00 GBP 34.40 GBP

Expense Sheet Information
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