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Click on My New Expense Sheet or click on the link 
my IFS Self Service from your home/Lobby page 
(submit New Expense)

Click on General Expense

Click on the calendar button

Select the date for the expense period, usually the 
first day of that month
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Click on the Purpose field

Enter the reason for the claim, for example Expenses 
for May 2022.

Click on Create Expense Sheet

Click on the button Add Expense
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Select Mileage

Click on the Mileage Date

Select the date for this line of the claim

Click on the dropdown button for Mileage Code
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Select the mileage code

Make sure reimbursable is slide to the right

Click on the Reference field

Enter the reason for the journey
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Click on the Quantity Field

Enter the number of miles in the claim

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

Click on the Other Expense
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Click on the date button

Select the date the claim is for

Click on the dropdown button for the Expense Code

Select the expense code



The Midcounties Co-operative Limited sam.beer@midcou
nties.coop

August 31, 2022
How to create a new expense sheet 7/10

How to create a new expense sheet 8/31/2022 7/10

Click on the Reference field

Enter the reason for the claim

Click on the Gross Currency Amount

Enter the value of the claim
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Click on the button Save

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 prior to this stage

Press the paperclip button at the top of the page

press the create new button

Drag and drop (or use the browse button) to attach 
the file to the screen
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Click on the document class, either start typing EMP 
or find EMP_EXPENSES from the drop down list

Click on the box Title

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

Click create
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If you want to double check you have attached the 
correct document press the view button

Click on the button Confirm


