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Action a returned claim 

Open returned travel claim 

To locate and open a returned claim: 
• Log in to PEMS
• Select the Travel Expenses tile.

From the Travel Claims window: 

• Select the Status filter
• Select the Returned option
• Select the Go button
• Select the required claim to open the Claimant Information screen.

Review Claim Notes 

Review the Claim Notes to determine what further information/action IPEA requires you to provide/take. 

Note: 
The Claim Notes information is also 
included in the Action Log (see below). 

Review history of claim 

To review the history and all notes of the claim: 
• Select View Action Log.

To close the Action Log: 
• Select the Close button.
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Edit claim or add additional supporting documentation 

For each expense line or travel leg that 
requires action: 

• Select the pen icon
• Make the required changes or add

supporting documentation as
detailed in the Claim Notes

• Select Save.

Review and submit claim 

To submit claim for certification: 
• Select Review
• Scroll to the bottom of

the Review Screen
• Read and accept the

Terms & Conditions by
ticking the acceptance
statement field

• Select the Submit
button

• Choose from the dropdown list the person who will certify the claim
• Click OK to complete the process.

This opens a confirmation notice: 
• Click OK to close the confirmation notice.

You will be returned to your Travel Claims screen. 

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 after 
verification. 

Action a returned claim 

https://www.ipea.gov.au/about-ipea/service-level-standards

	Open returned travel claim
	Review Claim Notes
	Note:

	Review history of claim
	Action a returned claim
	Action a returned claim
	Edit claim or add additional supporting documentation
	Review and submit claim
	Action a returned claim

