
Create Motor Vehicle Allowance Claim 

1 Create Motor Vehicle Claim 

• Select Travel Expense tile 

• Select Create Travel Allowance Claim 

2 Who is the claim for? 

• Enter who the claim is for 

• Enter the travel 
information 

• Select Create Claim 

3 Enter the Claim information 

• Select pen icon to edit the trip 
itinerary details 

• Select Mode of Transport 

• Complete the Travel Leg details 

• Select Save



4 Submit the claim 

• Select Review to check 
your claim 

• Read and accept terms 
and conditions 

• Select Submit 

• Choose Approver
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