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You can input

| have an experise the claim

to claim Your manager can

input your claim

.

AP Responsibility
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1

If you are a user of IFS, you should have the correct ‘permissions’ to submit an expense.
Only if you do not have a log in can your manager input on your behalf

2a
Please see “Expense Input”

2b
Please see note, at step 3 where colleague name is shown, use the dropdown to change it to
the appropriate colleague.

3

At this stage please check (Checking Claim) claim for typos, Value, Receipts, Input

4
Once the checks from step 3 have been complete, please see Confirming

5
Once confirmed, the expense will show in the manager’s queue for approval. Managers see
‘Manager Review and Approval (For Managers Only)’.

6

Once approved by manager AP will review the expenses. Any over £200 go through
additional checks, once these are complete, the expense will become Authorised. Please
note that these checks may involve input from you/ your manager and need to be resolved

before 12:00 on the Friday to make the payment run.

7
Each Friday all authorised expenses are paid by BACS.

8

BACS payments should reach your account within 2-3 working days. As the expense run is
made every Friday, money should reach your account Tuesday, or Wednesday (in the case
of bank holiday for example).

9

This completes the process of making and receiving an expense claim.
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Employee Responsibilities

How do | submit an expense claim?

If you have access to IFS you can process your own expenses. If you are not an IFS user, your
manager can process them on your behalf. See below link

https://uks-appifs-02.midcounties.coop:48080/main/ifsapplications/web

1-IFS

Is there a deadline for submitting an expense?

Expense claims must be made within 30 days of the incurring the expense. For any
exceptional circumstances where this is not possible, written approval for any extension will
be required from the colleague’s line manager. This should be submitted as an attachment
with the expense claim.

Claims exceeding £200

Claims of over £200 — AP complete additional checks on expenses of this value or over
before paying the expense. This involves, viewing the claim and checking all receipts have
been attached and are relevant. If any part of the claim is not evidenced or is incorrect, the
AP team will email to ask you or your manager to provide copies of these receipts or amend
expense as appropriate.

To ensure your expense is included in the payment run, these actions should be completed,
and the AP team made aware before 12:00pm. Any claims not resolved by this time will be
postponed until the payment run of the next week.

Manager Responsibilities

Managers must check the expense aligns to the society’s expense policy and that all claims

are genuine and evidenced. If managers require support or assistance, they should contact
the relevant team for example, the HR Advice line or the Society Tax Team.
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Expense Input

0 To demonstrate the process, an example expense has been created. This expense
includes; going to a shop for unexpected nursery shortages (twice), mileage relating to
a site visit and a car parking ticket.

1 Ensure you keep all related receipts. These should be virtually submitted with the
expense in IFS, for example you could take a picture, scan the receipts or screenshot
the receipt (if digital). You must make sure the price, date and items claiming are

legible.
2 From IFS
click on this
box and type
. Settings
My New
EX pe nse My Adminiswration
Sheet’
Document Management
Human Capital Management
Reporting
Solution Manager
Application Base Setup
Accounting Rules
Financials
my new expense sheet
My New Expense Sheet
3 Th |S page ;ﬂy New Expense Sheet
will now @ - Your colleague
open — number and name v

will show here
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My New Expense Sheet

4 Complete as
below

a ‘General Expense’ should be ticked as default, but in every case, this should be the
option selected
b Select the date of the expense, it will Erc oz Do

autofill with the day you are submitting it ——
on, but this should be the date of the 15t~ [Pupescendio o Mayzox o
expense (chronologically) that you are g |
including in this claim. You can type this :4:! ] o
in or select the dropdown calendaricon. | ¢ 7 & 2 ©nw
Please note that AP cannot pay any o e gy dm 131415 1617 18
expense in advance of the occurance. E.g.  |oorgee W 20 21 22 33 24 25 6
cannot pay for mileage before the 2:: 28 2930 9
journey has taken place. Projec Acty :
5 Now click My New Expense Sheet
’Create @ covrswtomaton —
Expense

Sheet’
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6 This page

My Expense Sheet Details juww cunie #1577 - txpense 0 115908 ¥ 1011

e
should now — mow 0 e ’
be open, = L Pl

click ‘Add o

Expense’. e

7 This should
open this
screen

x Add New Expense

setect Eipense Type

B p
2msranza. =

[o—

et

Eapense amaunes

8P -Pound stzring

TeriTae Currency o oz amaurin Pamene Curens
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‘Mileage’ Claim

Select Expense Type

8 First, we are going
to input the
mileage portion of
the example

() Mileage
(O Entertainment
@ Other Expense

-
On 03/05/2024 drove 24 miles return for site visit

From Warwick Head office (CV34 6DA) to Blythe

expense. Select ‘Mileage’ in
expense type.

If you are not claiming mileage, please skip to step 11.

9 Complete
each box as
below.

9 Valley Food (B90 8D)J)

Add New Expense

a This is the date of the journey; it can be input using a similar process to 4 b

b Select the mileage code most appropriate. Please note that any additional
passengers will need to be put in on a different line.

¢ Make sure this is toggled to the right and is blue.

d Input the journey information, include the start, end point and reason
e.g ‘From Warwick Head office (CV34 6DA) to Blythe Valley Food (B90 8DJ) for site

visit’

e This should be the input as the total for the return journey. If it is a decimal, round

up.

Once each .
- ~ e e
completed,
press ‘enter’
and this line
should show
like this.

Expenzes snd Allowsnces.

My e e
Qoo e

stachmants

My Expense Sheet Details jeonie unvie 515707 - crpense 0: 115908 = 1011

[r—
o Desopton Rrence fres Quimry Guens T Cose

030512024 OWNVEH - Own Vehuce.

Preiiminary
-

From Werwick Hest 45GE? 2

10 To add another line of expense, click ‘Add Expense’, like in step 6.
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‘Other Expense’ Claim

11 Thistime . paden Expenze
will be
putting in
example == ’
shopping
visit. I'm p
inputting the e
example it
receipt on
the left. = o e s
a Thisis the date the expense occurred. Company Company
(02/05/2024 in this case.) Name Name
b This receipt includes food and supplies, :“t,k S sz;z:m o — -
so the category is ‘Other with VAT'. Nappies £ b Nappies £ oo
Please choose the category most Wet wipes £ 070 Gum - weweon £0.60
appropriate for your claim.
¢ Ensure this is toggled to the right and is
blue.
d This should detail the nature of the fore! F1970 ol F50
claim, (in this case, Supplies for nursery) e
e Input gross input, if claiming only parts

of the receipt, please calculate a total.

f This will prefill with 20% VAT, but if this is different (for example if some items
have VAT and others don’t, this should show on the receipt. This may also need to
be calculated by summing the VAT being claimed if, there are more items on the

receipt than being claimed for.

Onceeach T e —
box is . o
completed,
press ‘enter’,
and this line
should show
like this.

8o Cofm o EarEapens Delets Expana Snest | Prim NewExpense Shest

vourt - 0.50 G2 | Reimbursablz Amoant -2

Aot Bipense  FarBupence  Delsabapenss  Allowance Dealls
Eponze
D Bce bree R —

D2N05/2024 GTHER- Other Expenses - Wi\ SUppies for rurser.

CENS/2024 CUNVEH- Onn ehide Fron Warwick Haa: 45 GE7 u

Prefiminary
-

o

1976 1308 P

Ts0car omcer
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12 If ‘enter’, * e Bxperse
doesn’t -
work, click o
‘Save’. You [ ppbes o rrsery
could also
click ‘Save e
and Add v
Another’ :
instead of
step 6, if you
have another
claim.

13 Repeat for any additional claims. For a mileage claim repeat steps 6-9. For any other
type of claim repeat steps 10-12.

14 Once all BT e
claims have - '
been
entered your
screen :
should look
like this.

15 To attach receipts, see next section.
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Adding Attachments

The next step is adding all the documents onto IFS

1 Have file Example Expense
explorer -
. Mame
open with
the 6| Receipt 02 05 2024 19.70
documents | [&| Receipt 03 05 2024 3.30
you want to | [&] Receipt 0705 2024 19.60
attach visible
as shown.
2 CI ICk on B T " My Expense Sheet Details e cumise 115 tspmese o 15500 = 1411 TPy
. %) jennder Glanvite: <P 3 Confem £t Expense Shestintormason | Delee Expanse Spewt Mow Expersi Sheat ]
Attachment oo L
S’ Comp_ Ak Miscoume Cotpea
7 s - e e e e e T e
i [ 03052128 PARK.PacungFes.wn VAT Racupe  Paringfor 52 v 10 Byen VadeyFooa (850 00 @ 1w osaw s
i @ [ 705202 OTHER OovrExperses win VAT Bacepe Suppesfor sy @ 1 nece usee i
To# W M0N0 OWNVEN:Omnvence Srom Wk @ u 3
3 The beIOW Attachments
should
appear Attach Existing Create New Create From Template Document Revisions Document Object Connections
4 Now click on  Attachments
lcreate New' DOCUMENTS
Artach Existing Creare New Create From Template Document Revisions Document Object Connections

5 This tab will
now appear
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6 Select a” Search Example Expense 0
Name - 1y Drop files to attach, or & Browse...
flleS and Receipt 02 05 2024 19.70
‘ YA 8] Receipt 03 052024 3.30 Enter Document Information
drag |nt0 8] Receipt 0705 2024 19.60
Document Class
the box | -

Format

‘ M ‘

Title

Enter a document class.

Cancel

Create New Document

7 They will
appear in the
box.

1
8 Select ‘Document X Create New Document
Class’ from
d ropdown i | n th |s oty Drop files to attach, o F3 Browse...
Case it Wi | I be : Receipt 03 052024 330png * == Receipt07 052024 19.60.png X -™: Receipt 020520241970 png X
,EMP_EXPENSES, 1466 KB 37.07 KB 2576 K8
Any other docu ment Enter Document Information

Document Class

CIaSS WI" cause an | EMP_EXPENSES - ATTACH RECEIPTS FOR COLLEAGUE EXPENSES - ‘
error which could

delay the payment |
of your expense. Create Cancel
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9 Click X Create New Document
‘Create’,
eaCh 1y Drop files to attach, or 5 Browse...
document _
Wlll |0ad With < Receipt 03 05 2024 3.30.png = Receipt 07 05 2024 19.60.png 2 S;;:iE;OZDS 2024 19.70.png X
a green bar

Enter Document Information

and tab will

Document Class

close. ‘EMP_EKPENSES-A‘I‘I’ACH RECEIPTS FOR COLLEAGUE EXPENSES |
Format
Create Cancel
10 A e
e H P ome s I Abssa: Fance shaced
notification  szeur 3 e
==
should let
you know A
v . jance Details n

that they are e o - 1 e

e 0205/2024 OTHER - Other Expenses - wen VAT Receipe _ Supplies for nurs cep 1 197068 015G8P
attached, e e e e e

i e 7052024 OTHER - Omar Expanses.-win VAT Recape Supplies fornursery 1 19608 0G0
and they ;o (MR 03052020 ONNVEH-OwnVence C ck Head offce (CV sevse 4568 u
should show
here.
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Checking Claim

Value

Less than
(<) £200

More than
(>) £1000

Greater
than or
equal to (=)
£200

This should be Attach
agreed with your receipts
manager in
advance of claim Ensure receipts successfully
attach. This will ensure prompt
payment following AP checks. Step
Complete

1 - Flow chart for value related checks
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Receipts

Step Complete

2 - Flow chart for receipt related checks
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Input

Double check you have entered the amount correctly on each

line. If you have done any calculations (e.g., you bought more
items than are included in the claim check your workings.

Please also check that the decimal point is in the correct place.

This is important as claims entered incorrectly where the date is more
than 30 days in the past need to have attached permissions (email)
from your manager detailing the reason for the delay in submission

before this can be paid. If the claim is accidently input for a future
date, it cannot be paid until that date has passed.

This is what the reason for that line, e.g. toys for nursery. If

its mileage include; date of journey, start point (permanent

workplace), destination, reason (e.g. site visit, cover) for the
journey and the name of the company /place visited.

Check, have you got at least the same number
of receipts as lines? If you have a few, try
numbering your receipts and include the
matching number in the ‘reference’ line.

Confirm

3 - Flow chart for input related checks

Following successful completion of the above 3 checks, (Value, Receipts, Input), proceed to

the next step.
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Sending for review

Confirming

Once you have completed input, added attachments, and have checked for any typos.
Please click ‘Confirm’ and send an email to your manager letting them know that the
expense is ready for their review.

B
My Expense Sheet Details s e mision tpense o 11508 v 1001
R jennifer Glarnitte ¢ 0@ > s -
Unpopee © B0
Cperse O 11
ey et oy G ¢ 5340 GUP | Relmborsable Amount - 3340 G&P
Comp. A Miscaurtes Coaperative
=3
Expense Sheet Information
Conrrn tapme

Oxpenies and Allowances

24
cer
ce>
F rF
Attachments
.
w .
My Expense Sheet Details jenniter canvile 815707 - Experse 10: 115508 = 1011
s & #) 2~  RemoeConfirmaton  EditExperse Shestinformation  Delete ExperieShest Pt New Expense Sheet
Empiayee - 813707
Expense ID: 113608
35 Oate: OLOMI0IL 0000 Gross Amaount - 53.40 GBP | Reimbursable Amount - 53.40 GBP
Compax ticounce: Cocperstue

00 GBP 5340 G

Expense Sheet Information

The status will
change here

Genaral ixpense

A notification
will show here

Expenses and Allowances

Add Expense Allowance Details

[S— -
# Type ome Descrgnan arterence e ameont
4 021052024 OTHER - Other Expenses - with VAT Receipt  Suppies for nursery 1 1970GBR
» PARK - Parking Fees -with VAT Receipt  Parking for site visitto Biythe Valbey Food (B30 80)) 1 33068P
# 4 OTHER - Other Expanses - with VAT Receipt  Supplies for nursery 1 19.60GEP
r 4 OVWN VEH - Own Vehicle From Warwick Head office (CV34 604 to Blythe Valley Food (B30 80)) for sie visit

Preliminary

Confirmed

amount
0.15GBR
055G8P

025G8P

KI

4 - Confirmation screen preview

This is because they will not get any notification that the expense has been put onto IFS,
will only be visible from their home screen in IFS.

t
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Manager Review and Approval (For Managers Only)

Opening Expense

1 Gotoyour IFS home screen, 1 - IFS.

2 CI iCk 0 n ®> My Administration > Lobby Overview > Business Manager >

‘Direct Business Manager
Repo rt Page Parameters ¥

MY EMPLOYEES
No.  Employce

Expenses’ as LUt tile
My Colleagues

Colleague Info Change
Colleague Employ Change

shown

Extend Employment
Terminate Employment

Further Overview
Delegate Invoices
Delegate Expenses z =
Expenses to Manage ClickLearn Upcoming Leavers

Submit Expenses Manager Training Emp No Employee Name
Order Reports

 Direct Report Expenses il INVOICES TO AUTHORIZE Personal Information Change EMPLOYMENTS TO EXPIRE

Requests

0 0

within 30 days

ces > Expenses. [52

3 Thls screen e i Expense Sheet Details jeniter cianvite (815707)- Expense 1D: 115%08 v 1011 —
should open s « 0@ 2| roon | Ao conpe e s °

Expense D: 115508 G BP | 40
A4« Midcounties

advance salance

0.00 GBP 53.40GBP

Expense Sheet Information

General Expense
surpose Expense ate

02/05/2024

Expense Sheetinformation organzaton Expense Rule

2] B AD938 - Finance Shared Services, 10- Default

Project Actity Customer comgany. ‘Customer Project Aty
Work Order Work Task

Expenses and Allowances

2V @2 v AddExpense | Allowance Details =
Expnse currency currency Gross Amount in
oue oescription Reterence cove e Gross amount TacAmount  Payment Currency
02/05/2024 OTHER - Other Expenses - with VAT Receipt Supplies for nursen G8P 1 1970GeP 01568 1970 G8P
03/05/2024 PARK - Parking Fees - with VAT Receipt Parking for sie visit GSP 1 33068° 055G8P 330G8P
07/05/2024  OTHER - Other Expenses - with VAT Receipt Supplies for nursen GBP 1 19.60 GBP. 025GeP 19.60 GBP
03/05/2024 OWNVEH - Own Vehicle From Warwick Heac 1080G8P

v
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Doing good together

Checking the claim

4 Follow the steps outlined in ‘Checking the claim’.

5 Toview ¢
ompan

attachments, Na:w !
follow Steps Date 02/05/2024

- Milk vateco1s £ 0.90
2 3 Of Nappies £ 8.00
‘ i Formula £10.00
Adding
Att h t , Wet wipes £ 0.70

achments

and click on
the 'view’
[©] which
will look like
this or
‘download’

2]
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Coop

Doing good together

First check the input for any typos, then check for the following things:

Ask employee about
discrepancy and to
make amendments

where necessary

Approve

5 - Flow chart for manager checks
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Doing good together

Approving Claim

6 Onceyou

have & Jennifer Glanville « rQ = Approve | Authorize  Remove Confirmation Edit Expense Sheet nformation  Delete Expense Sheet print New Expense Sheet

Empioyee - 815707
Date: 02103/2024.0090

confirmed B s
everything,
click _—
‘Approve’

Confirmed

" Expense Sheet Details jenire Gianile (515707 pense 0: 11508 v 1661

Gross Amount - 53.40 GBP | Reimbursable Amount - 53.40 GBP

Expenses and Allowances

currency aress
, e sesergeen aeterence ae aross amount Tocamount  saymen
s 20 OTHER - Other Expenses - with VAT Receipt Supplies for nursen  GBP 1 19.70GBP 0.15GeP 19.70GBP
s =0 , PARK - Parking Fees - with VAT Receipt Parking for site isit G3P 1 330GEP 0.55GBP 33068
s 29 o OTHER - Other Expenses - with VAT Receipt Supplies for nursen; G8P 1 1960 GEP 02sGep 1960 G8P
7 (s 03/05/2024  OWN VEH - Own Venle From Wanwick Heac 10.80GBP
Attachments. =

7 Once R .E'xpense Sheet Details
approved, ‘
the expense
W||| F Nothing found
disappear Q
from your
queue and a
notification
will show
here

Expense sheex pproved x
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IFS Navigation Support

Navigating Screen

® > humen Capes e Services > Bipanses Expense SneetDevsts 3

Confirmed

Expense Sheet D v o
& Jennifer Glanvile < r@ These are the listed

&8 Approve fneetinformation  Delete Expense Sneet
s v expense claims.
ExpenseiD. 113508 Gross Amount - 53.40 GBP | Reimi

This shows where the expense
amount is coded to, please double
check this if the employee has
recently changed role or may work

across multiple cost centres.

If there are
more than 25

Here you can change
between different views.
They are as below

Select ‘Show More’ or £
export to excel Lok
P ’ View
Expenses and Allowances
= R/~ Add Expense Allowance Details
ecence curency cumency
, e oue oexngten Reteence coce aaze Tox Amount urreney — %
s 28 02/05/2024  OTHER - Other Expenses - with VAT Receipt Supplies for nursen  GBP 1 19.70 GeP 0.15G8P 19.70 G8P|
s =0 03/05/2026 PARK - Parking Fees - with VAT Receipt Parking for site isit GBP 1 330G6P 035568P 330689 B Table View
rd m 07/05/2024 OTHER - Other Expenses - with VAT Receipt Supplies for nursen  GBP 1 19.60GeP 025G8P 19,60 G8#|
2 s 03/05/2024_OWN VE - Own Venicle From Warwick Heac 10.80 G8|
Show more
List View
Expenses and Allowances
i= v S v Add Expense Allowance Details B v
Expense Currency Currency Gross Amount in
’ Date Description Reference Code Rate Gross Amount Tax Amount payment Currency
: P 02/05/2024 OTHER - Other Expenses - with VAT Receipt Supplies for nursen  G8P 1 19.70 GBP 0.15GeP 19.70 GBP
: @ 03/05/2024 PARK - Parking Fees - with VAT Receipt Parking for site visit GBP 1 3.30GBP 0.55 GBP 330G8P
HI 4 07/05/2024 OTHER - Other Expenses - with VAT Receipt Supplies for nursen  GBP 1 19.60 GBP 0.25GBP 19.60 GBP
I 4 03/05/2024 OWN VEH - Own Vehicle From Warwick Heac 10.80 GBP
Table View
Expenses and Allowances
® Add Expense Allowance Details m|m
Expense Curr. Curr, 1
- H # | Type Dae Description Reference Price Quantity Code Rate An
L 02/05/2024 OTHER - Other Expenses - with VAT Receipt  Supplies for nursery GBP 11970
HI 03/05/2024 PARK - Parking Fees - with VAT Receipt Parking for site visit to Blythe Valley Food (B30 8DJ) GBP 1 330
1 # 07/05/2024 OTHER - Other Expenses - with VAT Receipt  Supplies for nursery GBP 1 1960
I 4 03/05/2024 OWN VEH - Own Vehicle From Warwick Head office {(CV34 6DA) to Blythe Valley Food (B30 80f) for site visit. .45 GBP 24

The main difference between these views is that in table view you can ‘scroll’ across to see
more information and adjust the column width.
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Card View

Expenses and Allowances

Add Expense

Other Expenses - with VAT Receipt

19.70 GBP

Supplies for nursery
02/05/2024

OTHER - Otner Expenses - with VAT Receipt

Amounts in Expense

Allowance Details

v

Parking Fees - with VAT Receipt o
=3 330680
Parking for site visit to Blythe Valley Food (B0 8... Supplies for nursery

03/05/2022

PARK - Parking Fees . with VAT Receipt

Amounts in Expense

07/05/2024

Amounts in Expense

Other Expenses - with VAT Receipt

OTHER - Otner Expenses - with VAT Receipt

O
19.60 GBP

Own Vehicle

From Warwick Head office (CV34 6DA) to Biythe ...

03/05/2024

OWN VEH - Own Venicie
Amounts in GBP

10.80

v

Q

19.70 G8P 3306G8P 19.60 GBP 10.80 GBP
0.15G8P 0.55G8P 025G8? 00068
22 0asGee
Edit Expense Delete Expense Edit Expense Delete Expense Edit Expense Delete Expense Edit Expense Delete Expense
How to change column width
Expenses and Allowances 79 expand the columns if
- z for example not all
Al L information is visible L
Expenze Curr Cuer,
7 Type 2 Reference Price Quantity Code Rate An|
LY 4 m Supplies for nursery GBP 1 19.70|
I 4 m Parking for site visit to Blythe Valley Foodf890 80)) GBP 1 330
HE 4 m Supplies for nursery GBP 1 19.60]
R 4 - From Warwick Head office (CV34 6DA) to Blythe Valley Food (B30 8D)) for site visit. 45 GBP 24
B >
Gross
Reference Amount in
Payment
o P
Supplies for nursery Currency Reference rice
Set to ‘Table 19.70 GBP  Supplies for nursery
Parking for site visit to Blythe Valley Food View’
330 GBP Parking for site visit to Blythe Valley Food (B¢
Supplies for nurse o
PP b Hover over the divide between the 19.60 GBP  Supplies for nursery
. columns and drag to desired width
trom Warwick Head'office (CV32 6OA) to 10.80 GBP  From Warwick Head office (CV34 6DA) to Bly: | .45 GBP
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Doing good together

FAQs

Employees
| have submitted an expense, when will | get the money?

Once your manager approves your expense, it will be picked up on the next available staff
expense payment run. We usually make these payment runs every Friday by BACS. This
means that the funds should be in your account after 2 working days. This will usually be a
Tuesday but there are some exceptions, for example bank holidays.

| think | should have received the money by now, who can | follow up with?

If by the Wednesday of the week that you were expecting the claim to be paid, the money is
not in your account. Send an email to your manager and ask if they approved it. Please note
that if they approved it on a Friday, it will not make the payment run of that week and will
now be on the run of the following Friday. If they approved, it (in time) please email
AP.Enquiries@midcounties.coop asking for a status update on your expense. AP will need

the expense ID and gross amount of the claim.

My manager is currently out of the business (on annual leave or sickness), how can | get my

expense paid?
For most cases, their manager should be able to confirm the validity of the claim and could

‘approve’ it on their behalf via email to AP. AP will need the expense ID and gross amount of
the claim and it is your responsibility to show that manager the contents of the expense as
they will not be able to see it in IFS.

My manager cannot see my expense in their queue, what should | do?

The most common reason this occurs is when you are new to a role. (New to the society or
moved into a new role). HR are responsible for correctly assigning you your manager and
cost centre. Please raise a service now using the below link. If the expense needs paying in
the meantime, please see previous question.
https://colleaguesconnect.midcounties.coop/quick-links/service-now/

2 - Service Now

| do not have IFS access; how do | raise an expense?

Your line manager should be able to submit on your behalf, see step 2b on Flow Chart for
process.

Do | get a notification when my expense is paid?

No, if you have not received your expense and you think you should have by now, please
see ‘| think | should have received the money by now, who can | follow up with?’
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Doing good together

Managers
How do | find my employee’s expense in IFS?

If you go to your home screen on IFS, any open expense claims in your queue will show
here.

@ > MyAdministration > Lobby Overview > Business Manager 5

Business Manager

Page Parameters ¥

MY EMPLOYEES
No.  Employee

Manager Links

My Colleagues

Colleague Info Change
Colleague Employ Change

Extend Employment
Terminate Employment

Further Overview
Delegate Invoices
Delegate Expenses Z =
Expenses to Manage ClickLearn Upcoming Leavers
Submit Expenses Manager Training [T Employee Name
Order Reports

§ Direct Report Expenses INVOICES TO AUTHORIZE Personal Information Change
Requests

0 0 0 0

within 30 days

Do | get a notification when my employee submits an expense?

No, as part of the process your employee should send an email or message to you once the
claim has been submitted.

| cannot see my employee’s expense in my queue, what do |1 do?

Check with the employee to ensure they have correctly followed the above process, if they
have and it’s still not showing, please raise a service now ticket.

My Employee is not an IFS user, how can they claim their expense?

Please see step 2b’ on Flow Chart for process.
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Glossary
AP — Accounts Payable team, who can be contacted by email at
Ap.Enquiries@midcounties.coop
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