Create a travel allowance claim - parliamentarian

1 Create travel allowance claim ravel Expenses
reate/Manage Claims
To create and manage travel allowance claims: , 2
(=)
e Select the Travel Expenses tile ‘

e Select the Create Travel Allowance Claim button. | p—————
r/ Hire Claim | Create Travel Allowance Claim | ' Create Travel

2 Who is the claim for?

Claimant and Travel Information
From the Claimant and Travel Information screen: 1 am completing this Claim for: (

e Select the claimant from the dropdown list ,

e Select both the Travel Start Date and Travel Mrs Name HERE
End Date using the calendar icon

Enter Travel Information
Miss Name HERE

Mr Name HERE
*Travel Start Date:  e.g. 31/12/2023

e The Travel Start Location will default to Ve Name HERE
your homebase. Update this if required by *Travel End Date: | e.g. 51/12/2023 (

*Travel Start Location:

]

selecting the icon and choose the location

from the dropdown list

Create Claim Cancel

e Click on the Create Claim button.

Once the claim is created: Saved

L] Select the OK button. Claim 0008006326 has been created.

&
3 Edit the trip leg details
Trip Itinerary Details (2)

To edit the details of the first travel leg: Rete IpNmEy W  MEbERETER
. = i 09/10/2023 0000 00:00
e Select the Penicon. E‘W
E\Q W 13/10/2023 0000 00:00
This displays the Edit Travel Leg screen.
o Select the Mode of Transport using the
*Mode of Transport: I ‘
dropdown menu. Tt
. . Other
The chosen Mode of Transport determines which , A _
Private Plated Vehicle
additional fields appear on the Edit Travel Leg screen. Private Vehicle Allowance

In this guide, the example mode used is ‘Flight’.

Example — flight trip leg

e Enter the Flight Number, if known

Edit Travel Leg (09/10/2023 - Brisbane)

*Mode of Transport: ~ Flight

Flight Number:§ VA702

<

e Enter the Arrival City, Arrival Date and Arrival

Time using the corresponding icons in each field *Arival City: | Brisbane @
. . . *Arrival Date:  09/10/2023
e Select whether Travel Allowance is being claimed e (
. . *Arrival Time:  11:05 :9
for this leg by selecting Yes or No. ,
*Travel Allowance:f| (o) Yes No
- If Yes’ proceed through Step 3 , I Travel Allowance Details I
- If No, select Save and proceed to step 4.

1. Date and time may be entered manually using formats of dd/mm/yyyy (e.g. 27/10/23)

Notes:

and 24-hour (e.g. 14:54), respectively.
2. Mandatory fields are labelled with a red asterisk (*).
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3 Edit the trip leg details - continued

If Travel Allowance is being claimed for this leg of travel: *Travel Allowance: (&) Yes () No
e Click on the Travel Allowance Details , | Travel Allowance Details |
button
e Select Add Purpose Edit Travel Leg (09/10/2023 - Brisbane)

e Select the trip leg’s dominant Bominant Purpose (©) ' (
Travel Allowance Dates

Description

pu rpose from the Descrl ptlon Parliamentary Duties 09/10/2023, 10/10/2023, 11/10/2023, 12/10/2023 ‘

dropdown list T

No. of nights claiming at this location: = 4

e Use the Travel Allowance Parliamentary Duties
Party Political Duties
Electorate Duties
Official Duties

Dates selector to select each of
the claimed dates

Location Stayed: | Brisbane

@

e Select the Location Stayed using the icon in ‘

this field and choose the location from the

) Type ofAccommodation:I e) Commercial Non-Commercial Canberra

dropdown list
e Select the Type of Accommodation.

Note: Type of Accommodation defaults to Canberra if the Location Stayed is selected as Canberra. In this case
no attachment is required.

If you are attaching a Tax Invoice/Receipt:
e Select the Tax Invoice/Receipt Attached checkbox
e Click on the Plus (+) icon

e Locate and attach the Invoice/Receipt document.

Tax Invoice/Receipt Attached: i

Available on Request (AOR): D ( i

Travel Leg Details

The maximum size per attachment is SMB. Only file types *.doc, *.docx, *.xls, *.xlsx, *.gif, *.jpg, *.jpeg, *.tif and *.pdf can be attached.
G Th i i hi i ly fils d d ( s if, *.j j if and *.pdf b hed

Attachments (1) e e ,

| }. Accommodation Invoice.pdf ‘_ — — — — ]

36.2 KB ®

. ‘ Save | Cancel

If supporting documents are not available at the time of editing the trip leg details:
e Select the Available on Request (AOR) checkbox.

When finished:

e Select the Save button. Trip Itinerary Details (2)

The Claimant and Travel Information screen is displayed. pae eg Number

09/10/2023 1

lo

. . . . B 7 W
e Select the Penicon to add details for other legs of the trip using the
E‘Q W 13/10/2023 2
process above ‘ .

e Select Save when finished.
rint Claim ‘ Save ‘ Copy
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4 Additional claim options
To add trip legs to your Travel Allowance Claim: ,

Allowance Vehicle Allowance
e Select the Add Travel Leg button 4.00 AUD 0.00 AUD
e Add trip information as shown in step 3. 0.00 AUD 0.00 AUD
4.00 AUD 0.00 AUD

In addition to the Save function, the other claim options are:
e Copy — if you are processing a repetitive claim
e Delete —to cancel a claim prior to submission

e Estimate — to view the expected travel allowance

e Review —to view and edit a claim prior to sending for certification.

= Print Claim Save ‘ Copy Delete Review' ‘

5 Review and certify claim

To submit claim for certification: .

e Select Review Delete Estimate ‘ Review

e Scroll to the bottom of the Review Screen

e Read and accept the Terms and Conditions by ticking the acceptance statement field.

Terms & Conditions

1. | certify that my claim for the expense, allowance or public resource complies with sections 25, 26, 27 and 28 of the Parliamentary Business Resources Act 2017.

2. 1 acknowledge that | am personally responsible and accountable for my use of public resources and that if section 26, 27 or 28 of the Parliamentary Business
Resources Act 2017 is cantravened any amount not renaid within 28 davs aftracts a 259% nenaltv and is a deht due ta the Commonwealth

| |
Parliamentary Business Resources Act 2017
525 Obligations in relation to the use of public resources for conducting parliamentary business
| |
Privacy Collection Notice
Consistent with the Privacy Act 1988, the Independent Parliamentary Expenses Authority (IPEA) uses the personal information provided in this form to facilitate the
administration and monitoring of work expenses and allowances for Parliamentarians and their employees under the parliamentary work expenses framework.
| |

www.ipea.gov.au/privacy-policy

’ | accept all the Terms and Conditions and the Privacy Collection Notice.

Edit Draft Claim Assign To | Certify I

As a parliamentarian creating a claim for yourself you can select:
e Edit Draft Claim — to edit your claim details

e Assign To — to send your claim to others for review or feedback

e Certify — to send your claim for review and payment by IPEA.

To certify your completed claim:
e Select the Certify button
e Click on the OK button.

Edit Draft Claim Assign To Certify ‘

Certified

Claim 0008006326 has been successfully certified.

Following certification of your claim, IPEA will review and verify your claim in line with our
published Service Level Standards. Payments will be received in 2-3 working days following

verification.
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