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Overview

Online Expenses System are available to staff and replaces the paper-based method for claiming expenses.

Expenses can be claimed for non-travel expenses, UK travel, overseas travel, subsistence over 10 hours, overnight
subsistence, inter-campus journeys.

Where travel/subsistence is incurred, the claim must be for one trip and show the purpose of the trip. This may
include travel to different countries and over a period of time.

One expense claim may have many expense lines for different expenses incurred on the trip.

Receipt images are to be uploaded to the system and matched to the appropriate expense line. Individual expense
lines, other than mileage, will require a receipt image attached to each line.

Your claim may be saved as Draft for you to open and amend at a later date.

Once the expense claim is complete with matched receipts you send the claim for approval. Your claim will need to
approved by the Project Approver, Head of School/Function (or delegate in place) and Accounts Payable.

The approver will be alerted via email and will have an approval task in UBW Agresso. They will be able to view your
expenses claimed and matched receipts.

Expenses may be approved or rejected, either the whole claim or individual expense lines. If approved they continue
the route within workflow. If rejected you will be alerted by email and a task will arrive in your task box .

If the claim is rejected, a comment will be attached from the approver stating reason for rejection. You may amend
individual lines, upload more receipts, match receipts to lines, delete individual lines or delete the whole claim.

The whole claim will not be paid until all expense lines have been approved. If one expense line is holding up the
rest of the claim you may wish to delete the expense line from the claim and create a new expense claim for this
line, once additional information is gathered. This would allow the rest of the claim to go forward for payment.

Create Expense Claim

Upload/Match Receipts
Amend/Delete Expenses/Receipts

Send for Approval

Rejected Claim

Workflow to Project Approver

7Y
[Approved |
Rejected Claim
Workflow to Head of School/Function 2
Approved
y
Rejected Claim

Workflow to Accounts Payable

Choproved ]

Approved for Payment Process

Expenses Paid
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There are maximum expense limits for some items - the system will alter any amounts which exceed the limits:
e Eyetest—max £25
e Glasses/Spectacles — max £55
e Subsistence for day travel (over 10 hours) — max £10 per day
e Subsistence for overnight travel — max £45 per day/night

Expenses will not be paid for expenses incurred more than one year ago. If the claim is more than a year old it will
be automatically rejected and will appear in your task as a Rejected Claim, to be deleted.

Log in to Online Expenses

1. Click on the web link https://agresso.reading.ac.uk/agresso/

2. The University log in screen will appear. Select your email or enter your University user id. Enter your
password and select if you wish to stay signed in.

University of University of
University of E Readit:lg E Reading
E Reading
< r.n.mistry@reading.ac.uk r.n.mistry@reading.ac.uk
Pick an account Enter password Stay signed in?

|_—,_,_, ord Da this to reduce the number of times you are asked
to signin.

I reading.ac.uk

Fargot my password X
Don't show this again

+ Use another account Ne Yes

3. Navigate to SelfService admin >> Start pages >> Expenses

UNITa Agresso

Menu

Start pages
SelfService admin
' Expenses

Information pages
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4. Choose the Expense Type by clicking on the button
e General Expenses — for non-travel expenses
e Inter Campus Journeys — these are inter campus journeys with a set mileage calculated
e Overseas Travel — for expenses associated with one overseas trip
e UK Travel & Subsistence over 10 hours — for UK travel and/or subsistence for one trip
Subsistence can only be claimed if the trip is over 10 hours, or overnight

i=  Expenses X

Expenses
New expense claim (2

5] O
6@ General Expenses 6@ Inter Campus Journeys lil Overseas Travel

@ UK Travel & Subsistence
@  over 10hours

Expense overview (2

i Draft s In progress ‘ ./ Completed ‘

5. View your Expense Claim(s) by clicking one of the Expense overview buttons
e Draft—open a saved claim, to amend and/or send for approval
e In Progress — view your claims that in workflow, or with Accounts Payable
e Completed — view your completed claims

Creating an Expense Claim for General Expenses

1. Click on SelfService admin >> Start page >> Expenses >> General Expenses

2. Enter the Purpose, the Date of Claim and the Project Expenses: General Expenses
e Purpose — enter the reason for the claim S PP ee
e Date of Claim — pick the date from the calendar —
e Project — enter the project code by starting to type either Date*

06/05/2016 57}

the code, or the project name

o Apply to all —select if project code is to be applied to ALL —_—

; a
I I nes A2335801  European Real Estates Conference
A2336800 Centre for Entrepreneurship
A2336810  Tier 1 Graduate Entrepreneur visa a
A2338820  Santander - Henley Centre for Entre
A2336830  Pitmans LLP - Henley Centre for Ent

Costcategories

3. Select the Project and press the tab key to continue K0 B S P 202G
e The Project value selected will act as the default for all iacrss s :E:;:::::nizEwpm |
expense lines on this claim e et s
e The Project value can be changed for each expense line if s 5o e
required 2 uropeen Recrtmen o
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4. Add each individual expense by clicking on the Add expense button
e This creates a new line to enter your expense item details

e Enter the Category for the expense item — you can start typing a Category, or press space, or click on the
magnifying glass icon to see a dropdown list

What did you spend? What did you spend?

Category Category Dat

Addexpense | Copyexpsnse  Delete expense

Q06

®: Eye Test - Standard

& Hire Car - Cost

& Hire Car - Petrol
) | ease Car Mileage
0 Office equipment, computer

B Office equip
& Parking Charge (Fines not re .

»

5. Select the Category and press the tab key to continue
e The date will default to the claim date — this should be the date the expense was incurred
e The description will show information about the expense selected — overtype this with a meaningful
description and any extra information requested
e Amount —enter the amount incurred for the expense item

What did you spend?

»

Category Date Description Amount B~

®, EyeTest- Standard Q| 06/05/2016 B2 | Eyetest- receipt and form attached 25.00

6. Change the Project if required

L=

e Click on the downward arrow at the end of the expense line -
default one entered at the beginning of the claim

e Change the Project and press the tab key to continue

o ‘Apply to all’ will change the project code for ALL expense items on this claim

- to select a different project to the

What did you spend? Y

Category Date

®, Eye Test - Standard Q| 06/05/2016

Costeategories
Project

Eurepean Reanalys O
H4201000

Version 1.5 Page 4 of 38 September 2019



UBW Agresso Online Expenses User Guide

instructions
e A receiptimage must be matched to an expense line, if a receipt is expected

@ University of
Reading

7. Upload and match your receipts - see the Uploading and Matching section of this guide for

e If areceipt applies to more than one line then upload the image multiple times and match each image

separately
e More than one receipt can be matched to one expense line
E.g. an eye test receipt and an eye test form
e The approver will be informed if a receipt is missing and may reject the claim

2 receipts have been

2 receipts are now

—
uploaded, and are ecepts matched Receipts

ready to be matched 0 2 2 0
to an expense atehed bl

e The paperclip indicates receipts have been matched to that expense item. Click on the paperclip on the

expense line to view any matched receipt(s)

What did you spend?
Category Date Description

0 -
[% Eye Test- Standard \ | 06/05/2016 B3 Eye test- receiptand form attached

8. Save as draft, if required
e You can save an incomplete claim as draft to enable you
to continue at a later date
e The claim will NOT be sent for approval

Delete expense

Add expense

Send for approval Save as draft

Print

9. Send your claim for approval
Once you click on Send for approval the expense claim enters workflow and is sent for approval

Creating an Expense Claim for Inter Campus Journeys

1. Navigate to SelfService admin >> Start page >> Expenses >> Inter Campus Journeys

2. Enter the Purpose, the Date of Claim and the Project
e Purpose — enter the reason for the claim
e Date of Claim — pick the date from the calendar
e Project —enter the project code by starting to type either the code, or the project name

Version 1.5 Page 5 of 38
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3. Select Project and press the tab key to continue Expenses: Inter Campus Journeys

e The Project value selected will act as the default for all expense lines What was the purpose?
on this claim Pupose

Inter campus journeys fro April 2018

e The Project value can be changed for each expense line if required Deter B

30/04/2016 5}

Costcategories

Project

A2324001  Dr Shaheena Janjuha-Jivraj - SDA
A2324003  MsVerna Care - SDA

A2324004  Dr Pascal Mossay - SDA
A2324006  Dr Kleio Akrivou - SDA
A2324007  Prof Alan Rugman - SDA
A2324008  Dr Elisabeth Houldsworth - SDA
A2324009  Prof George Tovstiga - SDA
A2324010  Prof Simon Collinson - SDA

4. Add each individual expense by clicking on the Add expense button

What did you spend?

e This creates a new line to enter your expense item details Category
. _ . (1
e Enter the Category for the expense item — you can start typing a S ———
Category, or press space or the magnifying glass icon to see a 2 o R Canous o el
. Any Reading Campus to Sonnin
dropdown list # CEDAR to Sonming

™ Whiteknights (Earley Gate) side
= Whiteknights (Shinfield) side to
™ Whiteknights Campus ta Worto

»

5. Select the Category and press the tab key to continue
e The Date will default to the claim date — this should be the date the expense was incurred
e Description — enter the number of journeys and the names of any passenger
e Quantity — enter the number of journeys (a return trip is 2)
e Amount —this is automatically calculated based on the number of journeys and the number of passengers
e Number of Passengers — enter the number of passengers, if any (excluding the driver)
e Project — this can be changed. 'Apply to all’ will change the project for expense items on this claim

What did you spend?

Category Date Description Quantity Amount ]
[ Any Reading Campus to/from Henley Campus | O, 30/04/2016 B [Please enter no of journeys and names of passengers] 0.00 2
Number of Passengers Miles per Journe: Mileage Rate Passenger Rate Lease Car Rate
0.00 12.00 045 005 0.00
Cost categories
Project

A121 Old House Ft Q
B3075800
Apply toall (7
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Example: A claim for one return journey with a passenger
e Return trip from Any Reading Campus to/from Henley Campus
e The Miles per Journey is pre-calculated as 12 miles
e The rates are pre-calculated — in this example, Mileage Rate is 45p per mile, Passenger Rate is an
additional 5p per mile

e Description — Return journey with Susan Jones

e Quantity — 2 (return trip)

e Number of passengers — 1 (in this example, Susan Jones)

e Amount calculated as £12.00 (return trip of 24 miles at 45p per mile plus 5p per mile for Susan Jones)

Expenses: Inter Campus Journeys

What was the purpose?

Inter eampus journeys fro April 2018 Date 30/04/2018 ¥
What did you spend? 2
Category Date Description Quantity Amount ]
i Any Reading Campus to/from Henley Campus | O | 20/04/2016 B Return journey with Susan Jones 200 12,00 EY

Number of Passengers

Cost categaries
Project

A121 Old House Fy O
B3075600

Apply toall (2

6. Save as draft, if required
e You can save an incomplete claim as draft to enable you to Add expense || Delete expense
continue at a later date

L The Clalm Wi“ NOT be sent fOf' approval Send for approval Save as draft Print

7. Send your claim for approval
e Once you click on Send for approval the expense claim enters workflow and is sent for approval
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Creating an Expense Claim for Overseas Travel

1. Navigate to SelfService admin >> Start page >> Expenses >> Overseas Travel

2. Type in the Purpose of the trip, the Date of Travel and the Travel expense: Overseas Travel
P rOject Where did you go?
e Country — enter the destination country e ol Cortoence n ol
e Travel purpose —enter the purpose of the trip Start date Seors
E.g. enter the name of the conference or meeting you attended e - - ¢
If you are charging this trip to an EU funded research project 2006 |81 2% e
you must include the work package reference S
e Start date/Start time — pick the date and time of travel from the 2:\
calendar arorioes v o
e End date/End time - pick the date and time of travel from the s
A2I24067 et Al Rugman-SDA
calendar A2T24008 D Elssbeth Houldswerth - SOA
e Project — enter the project code by starting to type either the ity et et <o
code, or the project name s oo
42726015 Dr Quven ausen- DA
A2226015  Pre Crestoer Ve - SOA
A2324015  DrPedar Greve- SDA -
3. Select the Project and press the tab key to continue T —
e The Project value selected will act as the default for each Coregory Dete
expense item on this claim Add expense || Delere expense
e The Project can be changed for each expense item if required
4. Add each individual expense by clicking on the Add What did you spend?
expense button S L e
e This creates a new line to enter your expense item details ‘a Fe— e =
e Enter the Category for the expense item — you can start PO

R congestion Charge (Fines nc

typing a Category, or press space or the magnifying glass
icon to see a dropdown list

X Entertaining Visitors/ Studer
A Fiights - Overseas

= Hotel Room/Breakfast - Lo
= Hotel Room/Breakfast - Ove
= Hotel Room/Breakiast - Rest
‘D office equipment, computer
B Gffice equipment, stationery
& Parking Charge (Fines notre _

»

5. Select the Category and press the tab key to continue
e The Date will default to the start date — choose a date from the calendar for the date of the expense item
e The Description will show information about the expense selected — enter a meaningful description here
and any extra information required
e Amount —enter the amount incurred for the expense item
e Quantity —type in the number of nights staying in the hotel

What did you spend? F3
Category Date Description Quantity Amount [}
p= Hotel Room/Breakfast - Overseas Q | 16/05/2016 = HotelMalaysia - 8 nights. Last minute booking so couldn't use portal. See attached email 8.00 1,800.00 ¥
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6. Change the Project if required

e Click on the downward arrow to select a different project to the default one entered at the beginning of
the claim

e Change the Project and press the tab key to continue
e ‘Apply to all’ will change the project code for ALL expense items on this claim

What did you spend?

b Hotel Room/Breakdast - Gversass | | 16/05/2016 £ | Hotel Malaysia - 8 nights Last miate beoking 36 couiét use portal See attached ems

7. Upload and match your receipts - see the Uploading and Matching section of this guide for
instructions
e Areceipt image must be matched to an expense line, if a receipt is expected

e If areceipt applies to more than one line then upload the image multiple times and match each image
separately

e More than one receipt can be matched to one expense line
E.g. an eye test receipt and an eye test form
e The approver will be informed if a receipt is missing and may reject the claim

2 receipts have been : 2 receipts are now

uploaded, and are Receipts matched Receipts

ready to be matched 0 2 2

to an expense tehed bl < .

e The paperclip indicates receipts have been matched to that expense item. Click on the paperclip on the
expense line to view any matched receipt(s)

What did you spend?

Category Date Description Amount B

% Eye Test- Standard \ | 08/05/2016 F5  Eye test- receiptand form attached 230 ¥

8. Save as draft, if required
e You can save an incomplete claim as draft to enable you Add expense || Delete expense
to continue at a later date

e The claim will NOT be sent for approval Send for approval Save as draft Print

9. Send your claim for approval
e Once you click on Send for approval the expense claim enters workflow and is sent for approval
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Creating an Expense Claim for UK Travel & Subsistence over 10
hours

This expense type is used for all UK travel plus subsistence over 10 hours.

By selecting this expense type when claiming subsistence you are declaring that the trip was over 10 hours, or
overnight

1. Navigate to SelfService admin >> Start page >> Expenses >> UK Travel & Subsistence over 10 hours

2. Type in the Purpose, the Date of Travel and the Project Expenses: UK Travel & Subsistence over 10 hours
e Purpose —enter the purpose of the trip T
E.g. enter the name of the conference or meeting you have attended [ Corri o
If you are charging this trip to an EU funded research project, you T -
must include the work package reference S
e Date - select the date of travel from the calendar
e Project —enter the project code by starting to type either the code, Nosaioas
or the project name
3. Select the Project and press the tab key to continue s
e The Project value selected will act as the default for each expense ey
item on this claim

e The Project can be changed for each expense item if required

4. Add each individual expense item by clicking on the Add expense button
e This creates a new line to enter your expense item details
e Enter the Category for the expense item — you can start typing a Category, or press space, or click on the
magnifying glass icon to see a dropdown list

5. Select the Category and press the tab key to continue
e The Date will default to the start date — select the date the expense was incurred from the calendar
e The Description will show information about the expense selected — enter a meaningful description here
and any extra information required
e Amount —enter the amount incurred for the expense item

What did you spend? A

Category Date Description Amount B

«

M5 absistence - UK Day Travel Q| 06/05/2016 B2 | [Detail - Lunch and refreshments - OVER 10 hours - max £10 per trip receipted] 000
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6. Change the Project if required

e Click on the downward arrow to select a different project to the default one entered at the beginning of
the claim

e Change the Project and press the tab key to continue
e ‘Apply to all’ will change the project code for ALL expense items on this claim

What did you spend?

Dt Deseipio Quantiy Amount |
b Hotel Room/Breakdast - Gversass | | 16/05/2016 £ | Hotel Malaysia - 8 nights Last miate beoking 36 couiét use portal See attached ems 800 59000

7. Upload and match your receipts - see the Uploading and Matching section in this guide for
instructions
e Areceipt image must be matched to an expense line, if a receipt is expected
e If areceipt applies to more than one line then upload the image multiple times and match each image
separately
e More than one receipt can be matched to one expense line
E.g. a hotel receipt and an email from procurement authorizing a non travel portal claim
e The approver will be informed if a receipt is missing and may reject the claim

A receipt has been - A receipt is now —_—
uploaded, and is ecepts matched eceipts
ready to be matched 0 1

to an expense matched available

e The paperclip indicates receipts have been matched to that expense item. Click on the paperclip on the
expense line to view any matched receipt(s)

What did you spend? 2

Category Date Description

% Eye Test- Standard \ | 08/05/2016 F5  Eye test- receiptand form attached 2? ¥

8. Save as draft, if required

e You can save an incomplete claim as draft to enable you Add expense || Delete expense
to continue at a later date

e The claim will NOT be sent for approval Send for approval Save as draft Print

9. Send your claim for approval
e Once you click on Send for approval the expense claim enters workflow and is sent for approval
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Creating a Mileage Claim for Private or Lease Car Mileage

Mileage can be claimed as a general expense or as part of a UK travel expense. Receipts are not required.

Lease Car mileage can only be claimed by a person with a Lease Vehicle. A person with a Lease Vehicle cannot
claim private mileage.

1. Navigate to SelfService admin >> Start page >> Expenses
2. Select the appropriate Expense type, UK Travel & Subsistence over 10 hours or General Expenses

3. Enter the Purpose, the Date of Claim and the Project
e Purpose — enter the reason for the claim
e Date of Claim — pick the date from the calendar
e Project — enter the project code by starting to type either the code, or the project name

4. Select the Project and press the tab key to continue
e The Project value selected will act as the default for each expense item on this claim
e The Project can be changed for each expense item if required

5. Add each individual expense item by clicking on the Add expense button
e This creates a new line to enter your expense item details
e Enter the Category for the expense item — you can start typing a Category, or press space, or click on the
magnifying glass icon to see a dropdown list

6. Select the Category

. . What did you spend?
e Private Mileage — Car/Van L

e Private Mileage — Motorcycle LI0ETIE
e Private Mileage — Passenger | ==
e lease Car Mileage ™ | ease Car Mileage

™= Private Mileage - Car/Van
™= Private Mileage - Motorcycle
™ Private Mileage - Passenger
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Reading

a. Private Mileage — Car/Van

Date — enter the date of the journey

Description — enter a description for the journey, including postcodes of start point and
destination.

Quantity — enter the number of miles travelled. A return journey should be entered as one line
regardless of start and end date

Number of passengers — enter the number of any passengers, not including the driver

What did you spend?

Category Date Description Quantit... Amount lg

m Mileage-personal car/van 1 30/07/2018 [T [Enter journey details (inc Post Codes To/From) & names of passengers, if any] 0.00 0.00

Number of Passengers Mileage Rate Mileage Rate Passenger Rate Lease Car Rate
0.00 0.45 0.25 0.05 0.00

The amount will be calculated automatically based upon the number of miles and number of passengers.
The mileage rate is set at 45p per mile for the first 70 miles of the trip, thereafter 25p per mile. The
passenger rate is 5p per mile.

If the number of miles claimed exceeds 10,000 for the year (6t April to 5t April), the mileage rate is 25p

per mile.

b. Private Mileage — Motorcycle

Date — enter the date of the journey

Description — enter a description for the journey, including postcodes of start point and
destination.

Quantity — enter the number of miles travelled

What did you spend? A
Category Date Description Quantit... Amount llJ
m Mileage-personal motorcycle C  30/07/2018 [5  [Enter journey details (inc Post Codes To/From)] 0.00 0.00 ¥

The amount will be calculated automatically based upon the number of miles. The mileage rate is set at
24p per mile for the first 70 miles of the trip, thereafter 15p per mile. The passenger rate is not payable.

Version 1.5
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c. Private Mileage — Passenger
e Date — enter the date of the journey
e Description — enter a description for the journey, including postcodes of start point and
destination.
e Quantity — enter the number of miles travelled
e Number of passengers — enter the number of any passengers, not including the driver

What did you spend?
Category Date Description Quantit... Amount l\j
= Mileage-passenger i, 30/07/2018 [ [Enterjourney details (inc Post Codes To/From) & name of driver] 0.00 0.00 4
Number of Passengers Passenger Rate Lease Car Rate
0.24 0.05 0.00

The amount will be calculated by the system based upon the number of miles. The passenger rate is 5p per
mile. This expense type is used when a passenger only travels part of a trip, whereby the number of miles
differed from the mileage claim itself.

d. Lease Car Mileage
e Date — enter the date of the journey
e Description — enter a description for the journey, including postcodes of start point and
destination.
e Quantity — enter the number of miles travelled

What did you spend?

Category Date Description Quantit... Amount

s Mileage-UcR lease car i 30/07/2018 [T [Enter journey details (inc Post Codes To/From)] 0.00 0.00

The amount will be calculated automatically based upon the number of miles and the rate determined by
the Lease Car details — engine size and fuel type. Passenger rate is not payable.
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Uploading and Matching Receipts

A receipt is required for ALL expenses, with the exception of mileage and inter-campus journeys. Please ensure
that all scanned receipts are legible before submitting. You may upload ONE image at a time.

1. Save the digital image(s) of your receipt(s) to your computer
e Areceipt may be scanned or photographed using a mobile phone and emailed to yourself

2. Enter your expense claim - see the relevant section of this guide for how to enter your claim

3. Upload your receipts
a. For the first time
o Select Upload receipts in the Receipts section

Expenses: General Expenses

What was the purpose?

& Conference Registatio , | 40/05/2018 2 | ECU Conference - with Jess S2.00 ¥ Expenses

e Click on the Upload receipts button or icon

(==

e Navigate to the folder with your stored images, select your image and click Open. You may only
upload one image at a time and can not select many images to upload at once

e When you have uploaded all your receipts click on the X in the top right hand corner

e Your receipts are now available to match
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b. When you have previously uploaded receipts
e Select Show receipts in the Receipts section

Expense overview »

Expense transactions Receipts

&= [0 o 4

matched available

Show receipts

e Click on Upload receipts in the Receipts window

@ University of
Reading

F==4E
S

eaiieh

‘Select the expense that matches your receipt.

Change view [l = i Actions ~

e ¢

e Navigate to the folder with your stored images, select your image and click Open. You can only

upload one image at a time

e When you have uploaded all your receipts click on the X in the top right hand corner

e Your receipts are now available to match

e Use the buttons on the top bar to change views of saved receipts and the dropdown against

Actions to delete any no longer required.

- s EEER
Change view [l = £

4. Match your receipts to the items on your expense claim

A receipt image can only be matched to ONE expense line. If a receipt applies to more than one expense line, upload
the receipt again to give the number of copies required. Match one image to each expense line. An expense item
can be matched to multiple receipts E.g. an eye test expense line matched to an eye test receipt and an eye test

form
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B

e Click on the number of available receipts or Show receipts

Receipts

e Use the back and forward arrows to select the correct receipt

International Conference on the Scier
and Engineering of Materials
(1CoSEM2013)

Participant Name:

Purchase Amount: 1950

e Tick to select the expense line

e Click on ‘Match to receipt’ (which is now shaded blue)
e The paperclip icon will appear next to the expense line
e If you have mismatched the receipt click on Undo

e To exit, press X at the top right hand corner

University of

Reading

e To view the matched receipts click on the number of matched receipts in the Receipts section

Receipts

=
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Deleting an Expense Claim

Expenses may only be deleted by the Claimant.

Approvers cannot add, delete, or change an expense line — the claim would have to be rejected back to the Claimant
to amend, with a message stating the reason for rejection. In certain circumstances, details may be changed by
Accounts Payable.

1. To delete an expense line What did you spend?
e Click away from the expense line until the box to the left of the expense S
line is displayed
e Tick the box associated with expense line you wish to delete
e C(Click on the Delete button which should now be visible T e
e The expense line will disappear from the screen o
e You can then Save as draft or Send for approval. | Mzt ot

2. To delete the WHOLE expense claim after Saving.
e Click on the Delete button at the bottom of screen

Send for approval Save as draft Print preview Add information

o A message will show the number of the deleted claim
e A Success box will momentarily appear once deleted

This will irretrievably delete the whole claim. There is NO undo functionality.
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Processing a Rejected Expense Claim

Rejected expenses may only be amended by the Claimant.
An expense claim can be rejected for two reasons.

e If the claim is for expenses incurred more than one year ago. Claiming for this item is not allowed and the

expense item should be deleted.
e  Where the claim has been rejected by an approver. This claim will be marked ‘Rejected’ and a comment

stating the reason for rejection will be displayed
To process your rejected expense claim

o If your claim is rejected a task will appear in your task list, which may be accessed by clicking on the tick icon
in the top right hand corner of the screen.

e
& DC999901 + i v2 Q
e Select the task from the list
Your tasks
Rejected Expenses: Claim Over One Year Old TransNo: 60000025
User: WM899933 Resource ID: 999933
Go to Task management

e You can then amend the expense line in accordance with the comment from the approver

Expenses: General Expenses

[ [22/06/201 1 4:23] Daniel Quilp ol ipt - phease sdd receipt and eye t ]
Expenses: General Expenses

What was the purpose?

asroura0te @ Rejected expenses

What did you spend? e e : .
= . [22/06/2016, 14:25] Daniel Quilp : missing receipt - please add receipt and eye test form
@, e Test - Stanora
|
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Approving an Expense Claim

The expense claim will enter Workflow, once a claimant has entered their expenses and sent the claim for approval

In most cases the workflow will route the claim to:

1. The Project Approver —the person designated as the Pl on the project selected
o There are a number of options available to this approver:
=  Approve to Head of School or Function
= Reject back to the claimant, with a comment stating the reason for rejection
Refer to the Head of School or Function, with a comment stating the reason for the referral

2. The Head of School or Function (or Delegate)
o There are a number of options available to this approver:

= Approve to Accounts Payable
| |

Reject back to Claimant, with comment stating reason for rejection
Override, with comment (available when claim referred from Project Approver)

3. Accounts Payable

a. There are a number of options available to this approver:
= Approve for Payment

Reject back to the Claimant, with a comment explaining the reason for the rejection
= Refer to another department or approver

The approver will receive an email detailing the pending task, namely the expense claim sent for approval and a task
will appear in Task Management within UBW Agresso.

Approving an Expense Claim as a Project Approver

1. Click on the Task Management icon

URNITA Agresso

o2
Menu

Start pages

SelfService admin

2 Fnenses

N Your tasks

Expenses: Project Approval TransNe: 60000025 User: WMS99933
Resource ID: 999933

Expenses: Missing Receipt TransNo: 50000027 User: TT999926
Resource |D: 999926

Go to Task management

As a Project Approver you may receive two types of approval tasks

1. Astraightforward expense claim E.g. Expenses: Project Approval
2. An expense claim with a system warning E.g. Expenses: Missing Receipt

Where the expense claim contains a warning there is no option to ‘Approve’ , only the options to ‘Reject’ or ‘Refer to
Head of School/Function’, requiring additional comments stating reason for rejection/referral.
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2. Click on the task to approve from the ‘Your tasks’ box
Process the expense claim

You can view any receipts attached to the claim by clicking on the shaded paperclip in the top right hand.
Options are:

e Approve —if the expense claim looks OK

e Refer to Head of School/Function — if you are happy to approve but have a query/concern about the expense
claim

e Reject — if the expense claim contains errors which need to be corrected by claimant

O

Example: An Approval screen showing a claim warning

The options are:
e Reject — expense claim contains errors which need to be corrected by claimant
o Refer to Head of School/Function — approve with reason for approval

iZ  Expenses: Missing Receipt TransNo: 60000027 Us... X

[( T MISSING RECEIPT: Receipt expected but none attached to expense line ]

General

A Workflow log (row 1)

Tiny Tim Resource 1D 999926 B 22/06/2016 14:53 Tiny Tim (TT999926) - Di
22/06/2016 14:53 Tiny Tim (TT999926)

n number 60000027 Purpose 13/05/2016 Expense 909926

Date t
gistration - 13/05/2016 Conference

Refer to Head of School/Function Reject Advanced mode Log book Export
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Approving an Expense Claim as Head of School or Function

1. Click on the Task Management icon
The expense claim will have been approved by the Project Approver, unless the claimant is the same person as the
Project Approver, whereby the workflow will route directly to Head of School/Function

UnITa Agresso

Menu

Start pages
SelfService admin

' Expenses Your tasks

Expenses: Head of School/Function Approval TransNo: 60000025
User: WM999933 Resource |D: 999933

Go to Task management

Expenses: HoS Referral Missing Receipt TransNo: 60000027 User:
TT999926 Resource ID: 999926

Go to Task management

As Head of School or Function you may receive two types of Approval tasks

1. An expense claim approved by Project Approver E.g. Expenses: Head of School/Function Approval
2. An expense claim referred by the Project Approver E.g. Expenses: HoS Referral Missing Receipt

Where the expense claim is referred from the Project Approver there is no option to ‘Approve’, only the option to
‘Override’; an approval requiring additional comments stating the reason for the approval.

2. Select the task to process from the ‘Your tasks’ box

3. Process the expense claim

You can view any receipts attached to the claim by clicking on the shaded paperclip in the top right hand corner.
Options are:

e Approve —if the expense claim looks OK
e Reject — if the expense claim contains errors that need to be corrected by the claimant

General  Workfiow log (raw 1)

[*] Tran/tube tickets UK Train to Bmingham 000 a00 3500

3500
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Example: A Referral screen showing a claim warning
The options are:
e Override —if the expense claim has been referred but you are overriding the warning and sending to
Accounts Payable for approval
e Reject — if the expense claim contains errors that need to be corrected by claimant

Version 1.5 Page 23 of 38 September 2019



UBW Agresso Online Expenses User Guide @ Liniversityut

Approving Multiple Claims

Reading

Where there is more than one claim per approval type, the claims can be approved on the same screen — similar to

the P2P approval process

Vo e

1. Click on the Expense Claim in left panel

e The expense claim details will display in the centre panel

2. Select the expense to Approve/Refer/Reject
o Select the expense claim by ticking the box in the left panel
e C(Click on the button to Approve, Refer, or Reject
e All claims ticked will be processed according to the approval

button selected

Version 1.5 Page 24 of 38

i=  Expenses: Project Approval TransNo: 60000021 U... X
Sort by v Ascending «
General
Select all visible items
[#] Name: David Copperfield Name
esource ID 999901 Tiansactic
Transaction number: 60000021 e
Purpose: 21/06/2016 Expense 999901
Amount 2500 Comment
Name: David Copperfield
Resource ID: 999901 OK
Transaction number: 60000022
Purpose: 21/06/2016 Expense 999901
Amount 1200
Total: 2
Expenses
Map
[ X]
z
2 Expense¢
Expense ty
Any Readi
Number of
Passenger
[ Approve Refer to Head of School/Function Reject ]
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Approving Claims with Multiple Expense Lines

A claim may contain multiple expense lines. Each expense line can be viewed individually by selecting it.

1. Click on the Expense Line
e Expense line details will display in the area below

2. Click on the shaded paperclip to see any receipt(s) associated with the highlighted expense item

3. Approve, Refer, or Reject the expense
The approver can only approve the expense lines directed to them. Expense lines in workflow with other
approvers will be greyed out.

General 2 Workfiow log (row 1)
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Approving Claims with Multiple Projects

A claim may contain expense items charged to different projects, and may consequently go to more than one

approver. As an approver you will see the whole claim but will only process the expense lines that are fully visible
(i.e. NOT greyed out).

A claim split across two projects

i2  Expenses 06/05/2016 X

Expenses: General Expenses
What was the purpose?

Conferences attended w/e 6th May

06/05/2016 ¥
What did you spend? &
Category Date Description Amount ']
& Conference Registration Y 03/05/2016 =]

Conference to project 83075600

Ci

123.00 2
ategories

A121 Old House Fe &
B3075600

& Conference Registration A 05/05/2016 S  Conference to project H4201000

[ 200 2
Costcategories

Proj

ropean Reanalys (&
H4201000

The claim will route to two different project approvers.

Expense line 1: To be approved by Project Approver 1

Expenses

Map Workflow state Expense type Description Date from No/Base Rate Amount Receipt
[ (X ] Workflow in progress Conference Registration Conference to project B3075600 03/05/2016 0.00 0.00 123.00 v

m v
z 181.00
2 Expense details
Expense type Date Description
Conference Registration - 03/05/2016 Conference to project B3075600
Amount

23.00
b

A121 Old House Farm Pig Storage/Rearing 2

The greyed out line is for information only and is not approved by this approver
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Expense line 2: To be approved by Project Approver 2

Expenses
Map flow state Expense type Description Date from No/Base Rate Amou: Receipt

[ (X Workflow in progress Conference Registration Conference to project H4201000 05/05/2016 0.00 0.00 58.00 v J
z 181.00

2 Expense details

Expens pe Date Description

Conference Registration - 05/05/2016 Conference to project H4201000

58.00
GL Analysis

Project

H4201000 -

European Reanalysis of the Global Climate System ER

e Expense lines are workflowed independently until all expense lines on the expense claim have been
approved by the Project Approver AND by the Head of School or Function (or Delegated Approver).

e Once an expense line is approved it ‘waits’ in workflow until all expense lines in the claim have been
approved or deleted

[ ]

Once the claim contains only expense lines that have been fully approved, the claim routes to Accounts
Payable for further processing.
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Selecting a Substitute Approver

If you are an approver on a work flow, and you are planning to be away from work for any reason, you can nominate
some one to do your approving in your absence. The person you nominate is referred to as your substitute. The
policy is that the substitute should be on an equivalent or higher standing than yourself, and should have completed
any relevant approval training.

When you choose some one to be your substitute, Financial systems have to initially set them up, send an email to:

Financial-systems@reading.ac.uk

Cc your head of school, who will need to email their approval of the request

Once the substitute has been created, you will be able to set up the date ranges when you will be away from work,
and say who your chosen substitute is.

There is a new menu option “Your substitutes” on the opening page of agresso

Menu

Start pages Options

SelfService admin
[:f Expenses ¥ Your substitutes

When you go into the screen, it looks like this

RU Your substitutes X

Substitute date range

WF user

GOWERN

Nigel Gower

Absence date from Absence date to

* Absence status
| am currently in the office -

Substitutes

Show only valid substitutes

Type Element type Substitute Valid from Valid until

Add ' Delete

Select “I am currently out of the office” from the drop down

* Absence status
X |-

| am currently out of the office
| am currently in the office
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The date from and to fields will become available, and you will input the start and end of your absence:

Substitute date range

WF user
XW908871
Tim Sellick

Absence date from Absence date to

* Absence status
| am currently out of the office -

Absence date from Absence date to
24/09/2018 = 28/09/2018

Select Add to bring up an empty line and populate it with details

e

Add  Delete

Type is General
Element Type is not required

Put the name of your substitute and the date range they will be substituting for:

Type Element type Substitute Valid from Valid until
General - Karen Hullis 01/10/2018 & [05/10/2018 |E!
G NA913823
Click Save

Clear Export

You will get a message

/" Successfully saved

If you get the message

Substitute setup

@ No substitute setup has been done for the entire absence period. Do you want to save anyway?

Yes No

You can carry on by clicking Yes if you are happy with what you have input, or you can click No to put more cover in.
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To delete a substitution, put a tick in the tick box and click delete

Substitutes

Show only valid substitutes

Type
O General
Add  Delete
Substitutes

Show only valid substitutes

Type
General
Add  Delete
Click Save

Clear Export

You will get a message

" Successfully saved
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Reports

There are a number of Reports setup to track expense claims. Your acces to these reports depends on your role in
the University.

1. Navigate to Reports pages
Under Global Reports > Online Expenses, there is a menu of Menu

Online Expenses reports Global reports

SelfService admin Auditor Reports

Expenses Signatories

2. Select the Online Expenses
There are a number of reports to choose from:
e REXO01l: My Expenses
e REXO05: My Project Expenses
e REX09: My HOS Expenses
e REX17: All Expenses

Reports Financial Systems

RN

Online Expenses

K « € « «

P2P Enquiries

My Expenses
This report enables you to track your own expenses.

My Project Expenses

This report enables you to track all expenses that have been charged to the project for which you are the designated
Project Approver (Pl).

My Head of School Expenses

This report enables you to track all expenses that have been charged to the project for which you are the designated

Head of School or Function.

All Expenses
This report enables you to track all expenses dependent on your access rights.

The reports you see that will give you results, depends on your role in the University.
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Tracking Expense Claims — My Expenses

My Expenses shows all the expense claims that you have submitted
You can search by:
e (Claim Status
e Transaction number
Within the resultant report, you can further filter by:
e (Claim Status
e Claim Type
e (Claim Number
e Posting Trans No
Claim Date
Purpose
Amount
Payment Date
e ID

Results

Detatieve | Alleves
X .4 Rowsper
Copy to clipboard page 50 [v]

Claim Claim Claim Posting Claim Payment
& Status Type (T) No Trans No Date FEFIED ST Date D

&) &)
1 Draft General Expenses 60001769 09/02/2017  RMA Sandhurst Independent Advisory Panel 428 60001769 |EEEEI A - |

Links to
reports

This report shows the expenses at claim level, not at line level. The column on the far right of the screen allows you
to drill down to more detail, and see the line level, or where the claim is in work flow.

Links to
reports

Drilldown to Detail
Workflow Status

Select link [v]

Click on “Drilldown to Detail” to display line level information in a separate screen.
REX21: Drilidown to Detail

¥ Selection criteria

Results
Detaillevel  Alllevels
R

Copy to clipboard o oame 50 v

# Claim Claim Posting Claim Line Recsipt Travel Travel P o G A n Payment

” Status No Trans No Date No Attached Date From Dats To Fuass R mount Dats

[E] [E] = ]
1 Paid 80000028 60000117 04/11/2018 1 13/09/2016 Stakeholder and alumni relations Nanjing New Town Hotel 5183 09/11/2018
2 Paid 60000026 60000117 04/11/2016 2 1370972016 Stakeholder and alumni relations Shenzen Langham Hotel 147.99 09/11/2016
z 199.82
Time executed 20/11/2017 10:53:18 Number of rows 2

Click on “Workflow Status” to display where the claim is in the work flow and who it is with. However please note,
that if the claim is not in work flow, either still in Draft or completed work flow, then this pop up will be empty.
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Results
Detail level | Alllevels | Copy to clipboard
s Claim Claim Claim
Status Type (T) No
1 InWorkflow ~ Overseas Tra.. 600570..
2 InWorlflow  Owverseas Tra  600570.
3 InWorkflow ~ Overseas Tra.. 600570..

Expense

Claim
Type (T)

Pur
Date urpose
1 9/16/2019
2 9/16/2019

3 9/16/2019

Visit re prospective pariner univer..

Visit ro prospective partner univer...

Visit ro prospective pariner univer... Train/Tube fare - Overseas

Description

Return ticket Reading Gatwick
Taxi fare from the hotel to Murcia Train Stati_

Return ticket from Murcia to Elche. You can ..

@ University of
Reading

Worldflow Worldflow
Status With

Expenses: Head of School/Function Ap...
Expenses: Head of School/Function Ap.
Expenses: Head of School/Function Ap...

Name of person where the claim is in the work flow will appear in the “Workflow With” column.
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Tracking Expense Claims — My Project Expenses

My Project Expenses shows all the expense lines charged to projects for which you are the Project Approver
Within the report, you can filter by:

e Project

e Claimant

e Claim Status

e Claim Type

e Claim Number

e Posting Trans No

e (Claim Date

e Purpose

e Amount

e Payment Date

e C(ClaimID

Results
Detail level | Alllevels
. R
Copy to clipboard e 50 I~
# Praject Project Claimant Claim Claim Claim Posting Claim P A " Payment Claim Links to
ResID oiee m Status Type (T) No Trans No Date D groun a D reports
2] =]
1 683396 A2355200 Burt,Stephen Paid General Expenses 80000161 60001040 13/01/2017 Eye test 2300 13/01/2017 80001040 Select link ﬂ
2 683396 A2355200 Tarnavsky.Elena Paid General Expen: 60000366 60000502 14/12/2016 Leadership Training 216.00 16/12/2016 60000502 Selectlink [v]
3 683396 A2355200 Rowan Sutton Rejected General Expenses 60002035 01/09/2017 01/09/2017 Expense 529710 215.00 60002035 Select link ﬂ
4 683396 A2355200 Christine Gimmond In Workflow General Expenses 60002036 05/09/2017 05/09/2017 Expense 904931 70.00 60002036  Select link ﬂ
z 524.00
Time executed 20/11/2017 12:31:49 Number of rows 4
This report shows the expenses at claim level, not at line level. The column on the far right of the screen allows you
to drill down to more detail, and see the line level, or where the claim is in work flow.
Links to
reports
Drilldown to Detail Pl i
Workflow Status Pl |
I_
Select link W
. s - . . . S
Click on “Drilldown to Detail” to display line level information in a separate screen.
Results
EZH oo fes
Copy to clipbozrd R""';f; 50 v
s e o SRR Purpose Boe Desorpion
=] 2] ] =]
1 in Workfiow 60002036 05/09/2017 1Y 05/09/2017 035/00/2017 05/09/2017 Expense 804931 Conference Registr Testing receipt alignment. line 1 5000
2 in Workflow 60002036 05/00/2017 2y 05/09/2017 05/00/2017 05/09/2017 Expense 804931 Document Publicati Testing receipt aligning. line 2 2000
I 7000
T cuted 20/11/2017 123627 Number of rows 2

Click on “Workflow Status” to display where the claim is in the work flow and who it is with. However please note,
that if the claim is not in work flow, it is either still in Draft or completed work flow, then this pop up will be empty.
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Results

arch Detail level Al levels

Rows per
pboard rae (50

# Project &
1 42355200 InWorkfiow
2 2355200
3 2355200
s 2355200
5 Az
6 Az

Version 1.5

Claim
Mo

60002036
0002036
0002036
0002036
0002036
60002036

Claim
Date

05/00/2017
05/00/2017
05/00/2017
05/00/2017
05/00/2017
05/09/2017

Line
Na

Receipt
Attt Purpose

05/08/2017 Expense 804931

Page 35 of 38

Expense
Type(T)

nce Registration
nce Registration
nce Registration

Description

Testing receipt alignment. fine 1
Testing receipt alignment. fine 1
Testing receipt alignment. fine 1
Testing receipt alignment. fine 1
Testing receipt alignment fine 1
Testing receipt alignment fine 1

B

Workflow
Status

Expenses: AP Refer to Procurement
Expenses: AP Refer to Procurement
Expenses: AP Refer to Procurement
Expenses: AP Refer to Procurement
Expenses: AP Refer to Procurement
Expenses: AP Refer to Procurement
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Tracking Expense Claims — My Head of School Expenses

My Head of School Expenses shows all the expense lines charged to projects for which you are the Head of
School/Function
Within the report, you can filter by:

e Head of school user id

e Cost Centre

e Claimant Name

e (Claim Status

e (Claim Number

e Posting Trans No
e (Claim Date

e Purpose

e Amount

e Payment Date

e |ID

Results
SR oo e
opyociphoard | FOMER 53 )
Soxc o ] mmam | P [ =5
75%

This report shows the expenses at claim level, not at line level. The column on the far right of the screen allows you
to drill down to more detail, and see the line level, or where the claim is in work flow.

Links to
reports

Drilkdown to Detail HOS ]
Workflow Status HOS |

Select link l’

Click on “Drilldown to Detail” to display line level information in a separate screen.

Results
Search Detail level Al levels
Copy to clipboard R’“‘::;a’ 50 v
. Claim Claim Posting Claim Line Receipt Travel Trave! Expense o Payment
# Project Status Mo TransNo Dete No Antached Dats From DateTo oy Type (M LI bz Date
=] 5] ] &
1 A3342102 In Worikfiow 80002011 14/02/2017 1N 04/02/2017 12/02/2017 UoRM campus dressing visit Taxi fare - Overseas Taxi to hotel Jen in Johor Bahru 721
I3 721
Time executed 20/11/2017 121211 Number of rows 1

Click on “Workflow Status” to display where the claim is inm work flow and who it is with. However please not, that
if the claim is not inwork flow, either still in Draft or completed work flow, then this pop up will be empty.

Results

Search Detail level | All levels
PE— Raws per
Copy to clipboard oage 30 [+

- Claim Claim Claim Line Receipt Expense HOS Workflow Worlflow

= e Status No Darte No Artached s Type (T) Er=r [»] Status With
[E]
1 A3342102 In Workflow 80002011 14/02/2017 1N UoRM campus dressing visit Taud fare - Overseas Tanxi to hoted Jen in Johor Bahru SAVAGD Expanses: Missing Recsipt Tony Downes
Time executed 20/11/2017 12:13:13 Number of rows 1
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Tracking Expense Claims — All Expenses

All Expenses reports on expense for anyone, however access to this is restricted.
To reduce the amount of information returned, the report does not initially open, you will need to complete the
search criteria and search. The default search criteria is for claims in workflow, created in the last two weeks:

# Selection criteria

Claim Status like In Workflow

Claim Date greater than  06/02/2018 E

Claimant (T) like

Claimant like -]
Company like RU
CostC like ... ]

Although that can be changed:

2 Selection criteria

Claim Status like

Claim Date greater than  |01/02/2018 =
Claimant (T) like “Bell”

Claimant like o]
Company like RU

CostC like -]

Claimant (T) is the name of the person, where Claimant is the user id

Within the report, you can filter by:
e (Claim Status
e (ClaimantlId
e (Claimant
e (Claim Type
e Claim Number

e Posting Trans No
e (Claim Date

e Purpose

e Amount

e Payment Date
e Cost Centre
e Transaction Number

Resulis

Detaillevel | Alllevels
o Rowsper
Copy to clipboard i) ~

Links to

. Claim Claimant  Claimant Claim Claim Posting Claim Payment
- Dsi reports

Status D U] Thome 1) No Trore N Dato Purpose Amount CostC Transho

= &=
1 903518 Bell.David UK Travel (including Subsistence Over 10 Hrs) 60022147 0 09/02/2018 Vice-Chancellors’ dinner 1470 BCEP 60022147  Selectlink [v]
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This report shows the expenses at claim level, not at line level. The column on the far right of the screen allows you

to drill down to more detail, and see the line level, or where the claim is in work flow.

Links to
reports

=
Drilidown to Expenses Proxy
Workflow Status Proxy

Coalart nk
elect link

Select link

Click on “Drilldown to Detail” to display line level information in a separate screen.

REX18: Drilldown to Detail
¥ Selection criteria
100%
Results
Detsileve Aol
Rows per
Copy to clipboard page 50 ﬂ
& Claim Claimant Claim Claim Posting Line Claim P Expense D it
i Status () Type (T) No Trans No No Date urpese Type (T) escription
1 Bell David UK Travel {including Subsistence Over 10 Hrs) 60022147 1 09/02/2018 Vice-Chancellors’ dinner Train/tube tickets UK Slough to London Paddin

Click on “Workflow Status” to display where the claim is inm work flow and who it is with. However please not, that
if the claim is not inwork flow, either still in Draft or completed work flow, then this pop up will be empty.

REX19: Workflow Status DC

m Your search produced no results.

¥ Selection criteria

Results
Detail level  All levels
. Rows per
Copy to clipboard page 50 ﬂ
" Claim Claimant Claim Claim Line Claim B, Expense D ‘ot CostC Workflow Workdlow Proiect
Status (T) Type (T} No No Date urpose Type (T} escnption o= Status With reres

Time executed 20/02/2018 09:45:53 Number of rows 0

Version 1.5 Page 38 of 38 September 2019



