Create a travel expense claim - staff

q Travel Expenses
1 Create travel expense claim -
reate/Manage Claims
To create and manage travel expense claims: , %
e Select the Travel Expenses tile Awaiting Action
e Select the Create Travel Expense Claim ‘
bUtton. Create Charter / Hire Claim  Create Travel Allowance Claim | Create Travel Expense Claim

Claimant Information (Expense Claim)

*1 am completing this Claim for:
» =]

From the Claimant Information screen: Mr Name HERE

2 Who is the claim for?

. Ms Name HERE
e Select claimant from the

Mrs Name HERE

dropdown list Miss Name HERE

e Select the Create Claim button.

Create Claim Cancel

Saved
Once the claim is created:

e Select the OK button.

3 Enter the expense information Edit Expense Item (24/07/2023 - Parking)

Claim 0008005620 has been created.

=&

*Date of Expense:  24/07/2023 - 26/07/2023 i
To create an Expense Item entry: *Expense Type:  Parking v (
e Enter the Expense Item information using *Location: | Sydney ©
the date, selection and dropdown fields *Prpsemntiwes; | A d

Invoice Number:  A1254

e Enter the Invoice Amount and, if available,
R |*vaoice Amount: 85.00 |i ‘
enter the Invoice Number

Comment:  See first entry on invoice. i

e Add notes in the Comment

flEld, |f requ | FEd @ The maximum size per attachment is SMB. Only file types *.doc, *.docx, *.xls, *.xlsx, *.gif, *.jpg. *jpeg, *.iif and *.pdf can be attached.

Attachments (1) S _’
your receipt and other

Q_ Parking Invoice.pdf ‘_ — — — —
supporting documents ‘ N

e Select the plusicon (+) to add

121.3 KB

e Select the Save button.

Notes:
1. Mandatory fields are labelled with a red asterisk (*).
2. The Date of Expense field requires a date range. Indicate a single day by selecting the same date twice.
For multi-day car hire and parking expenses, select both the first and last day of the range.
3. Invoice Amounts are entered in dollars and cents, using a decimal point and excluding the dollar sign
(e.g. 75.83).

4 Additional claim options '

To add expense items to your claim: Invoice Amount
65.00 AUD

e Select the Add Expense Item button

e Select the Expense Type 65.00 AUD .
e Fill out the required fields as shown above m
e Select Save.
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Create a travel expense claim - staff

5 Review and submit claim .

To assign a claim created on behalf of someone else Edt Drsft Claim | | AssignTo’ |) Manually Certty] | Submit
to them for their review:

e Select the Assign To button Assign/ClalmFor Review

. . Send to another person in the office for review or feedback.
* SeIeCt CIa Ima nt from the d ro deWn IISt If this is your claim and it is ready to be certified, select the submit button instead. '
e Complete the mandatory comments field Miss Name HERE

e Select the OK button. *Comments

, Enter additional comments

Cancel

To submit claim for certification: '
e Select Review . -

Delete Estimate Review J

e Scroll to the bottom of the Review Screen

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

e Select the Submit button.

Terms & Conditions

1. | certify that | have been directed to travel by the most efficient and direct route on official business by my employing Senator or Member.
2. | certify that the above details are correct.

3. lunderstand that knowingly giving false or misleading information is a serious offence under the Criminal Code Act 1995.

4. | have read and ur the Privacy Ci 1 Notice.
Privacy Collection Notice

Consistent with the Privacy Act 1988, the Independent Parliamentary Expenses Authority (IPEA) uses the personal infoes framework. Details of the related expenditure
may be tabled in Parliament, published on the IPEA website, or provided to the Special Minister of State, the Departo

www.ipea.gov.au/privacy-policy
, | accept all the Terms and Conditions and the Privacy Collection Notice. '

Edit Draft Claim Assign To Manually Certify Submit I
e Choose from the dropdown list the person who will Select Approver '
certify your Travel Expense claim

e Select OK to complete the process. Me Senator Name

) Mr Name HERE

Mrs Name HERE

You will see a confirmation notice: , Cancel

e Click OK to close the confirmation notice.

You will be returned to your Travel Claims screen. Submitied

Claim 0008004917 has been successfully submitted.
»

Following certification of your claim by your parliamentarian or authorised officer, 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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https://www.ipea.gov.au/about-ipea/service-level-standards
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