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Authoriser Guide

1. Introduction

eExpenses is a web-based system that replaces the current paper based system. This
document sets out hints, tips and best practice for employees of NHSS who need to authorise
mileage and expenses incurred by NHSS employees. Existing claim payment details will
remain in the Payroll system. New claims and associated payment details will be maintained
in eExpenses following migration for 3 years plus the current financial year (still to be
agreed).

2. Accessto eExpenses
Initially, eExpenses will only be accessed via the NHS intranet and not via the Internet (i.e. it

will not be possible to submit claims from home).

Access to eExpenses will be blocked if your employment has terminated effective from the
date of termination.

If you experience any difficulties with the eExpenses system please contact your local
payroll/expenses department.

3. Issue of Usernames and Passwords

If you already have access to SSTS or Workforce (SWISS) the security envelope will provide
you with the access link to eExpenses and assigned role(s) only, because your current SSTS /
SWISS password will permit access to eExpenses.

Thereafter, all new authorisers will have to be set up by the local System Administrator and
the new access details, with Username and Password will be emailed directly.

Passwords last for 90 days. You will be prompted that the password is due to expire every
time you log on from 14 days before the expiry date. Previous passwords cannot be used
again.

Passwords-

must be a minimum of 8 characters

must not exceed 30 characters

must contain at least one numeric character

must contain at least one upper case letter

must contain at least one lower case letter

may contain one of the following special characters [!@#$%"&*() +{}”:’?/>.<]
must not contain a space within the password

must not contain the account’s username

must not be the same as the previous 12 passwords

must not include more than six matching characters in the same position as in the
current password

The email service will allow the system to communicate new passwords when authorisers are
locked out or have forgotten passwords.
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4. Notifying Authorisers

Authorisers will receive an email alerting them to the fact there is one or more expenses claims
awaiting their authorisation. If the authoriser still has claims to be authorised or there are further
claims, the authoriser will be notified on a daily basis there are still claims awaiting their
authorisation. The email will include a link to the login screen of eExpenses. To access
eExpenses, click on the link in the email and enter your user name and password:

B Claim Authorisation Notification - Message (Plain Text)

= |
Fle Edit View Insert Format Tools Actions Help
i Reply | @Reply to All | (B Forward | < Ha B3 | w [ (3 X |« - - - A7 .@!
From: DoNotReply @MHSScotland. com Sent: Wed 04/06/2008 18:00
To: elaine. sherratt@csa.scot.nhs.uk
Ce:
Subject:  Claim Authorisation Notification
There are 1 claims awaiting your authorisation. -]

heep://10.248.9.48/eYou/eExpenses/default . aspx

-
i) start| 5] mbox - Microsoft Ou... II "1 Claim Authorisati.. | 013 -Meeting Room ... | | Claimant & User Guides | 1] Autharisation snaps... | ||Q|5,2 oo 9 I & @ En os:as

Login screen is shown below. Enter your username and password:

7 NHS Scotland - Login - Microsoft Internet Explorer

SEIE
|

Fle Edt View Favorites Tools Help

Qs - () - =] 2] _;j‘/fHeavm 5/ Faortes .@,‘,‘ -l bl - L@

Address [{€] http:/fuat. norkforce nds scot.rhs.uk/eYouUAT/

B |uns >

Shared Authentication for eExpenses, N H S
SSTS and Workforce. N, s’

SCOTLAND

Flease enter a valid Username and Password

Username
Password

NOTICE TO USERS

This computer system is the property of NHSScotiand. It is for
authorised use only. Unauthorised or improper use of this system
may result in disciplinary action.

© Crown Copyright 2003

|
Eiooe T @ et
#/start| B 10.258.0.105 | &) nsmail - icrosoftInter.. | & https: jweb.rhs.net -F...._|[&]NHS Scotland - Login B[« @
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5. Standing Data

On first entry to eExpenses the following screen will be displayed.

Fie Edt View Favorites Took Help

A Show Last Login - Microsoft Internet Explorer

eExpenses Authoriser Guide

==l x|

‘ [

Qe - @ - x] [2] Mh‘;)mym 7 Favories @‘ R i - L
/Login.asp:

Address [] http: /fuat.werkforce .nds.scot.nhs. uk/eYouUAT

oo s »

Shared Authentication for eExpenses, N H S
SSTS and Workforce. \-Nf—/

SCOTLAND

This is your first login. Welcome to the NHS Scotland Workforce

If these details are incorrect, please log out and contact your local
administrator.

Your password must be changed. If you do not
change your password you will be unable to login to
in future

§ i

[@loow

|

@ start| B 10.248.0.105 | &7 nrismai - Microsoft Inter... | £ eExpenses - Search Clai.. [ &7 Show Last Login - Hic.. 3] User Guide Changes.doc,

[ [ [ et

EZI| «@ 1us1

However, each time thereafter you log into eExpenses the system will show ‘Standing Data’
detailing the time and date when you last logged in. If these details are incorrect you are advised

to log out and contact your local System Administrator.

Fle Edt View Faverites Tooks Help

/3 show Last Login - Microsoft Internet Explorer

=18l x|

| &

Qo - () - %] (2] 0| ) seanh /¢ Fovories @‘ K- - E

Addrassl@hm t.workforce.nds.scot.nhs. k) UAT/: n

=B s »

Shared Authentication for eExpenses, SSTS N H s
and Workforce. N

SCOTLAND

*You last signed on at 10:29 AM on 19 May 2010.

There have been 0 failed login attempts since your last successful
in.

I these detalls are incorrect, please log out and contact your local
administrator.

[Bloo=

|

& start| B2 10.245.0.105 | &7 nSmai - Microsoft Inter.... | & https:fjweb.nhs.net -F... |[&7Show Last Login - Mic... %] User Guide Changes doc
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If you only have access to eExpenses on logging in you will be directed to the eExpenses home
page. If you have access to SSTS and / or Workforce (SWISS) then the screen below will be
presented. Select the Application you wish:

11
File Edit View Faveritss Tools  Help | F -4
O © - 2 B D] D Trowm @3- i - I

Address [&] http://10.248.9. 8 /eYou/Authenticaton/SelectApplication . aspx =l Go |Lmls =

N H s Shared Authentication for eExpenses, SSTS
g and Workforce

SCOTLAND

Select an application.

= eExpenses
e Workforce

- |
] pere [ [Engish (United Kingdomternet

i start| | 5] inbox - Microsoft Outiock | (3 Claimant & Authoriser &... | 1] eExpenses Claimant Guid... |[&7 - Login - Microsoft Int... | [« S/t 1538

6. Notice Board Messages
Payroll / Expenses Departments will detail important information on the Notice Board Message

that you should be aware of e.g. the cut off date for authorised expenses to be received for that
month:

i
File Edit WView Favorites Tools Help |."-
Qe - O (=] (B | Dsewn Soroomes €02 L W - €S E

Address [£] http://10.248.5. 98 /eYou/eExpenses/default. aspx =1 Go
N

SCOTLAND In the event of any difficulty, please contact your local payroll or expenses department.

Home Page

=T
—,, =

Message 1

all authorisers in mell and sue board

Message 2

all autho in all board

Message 3

all daim and auth in all board

Message 4

daim and auth in mel and sue nhw board

Close window

=
[&] Done [ [ [ [4mtenet Z =l
&] Done [ =7 T [ |4 Internet
g‘b‘startl [©] Inbox - Micros... | I Claimant & Aut... | 1#] eExpenses C\a\...l [#1] eExpenses Aut... | 4] eExpenses Ho... | 41 htip://10.248. ... ||@ hittp:/[10.248... m| |« I 58 1400
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7. Authorisation
eExpenses has been designed to provide 3 levels of authorisation to ensure expense claims are

authorised timeously:

Primary — Usually the Line Manager

e Secondary— To be used if the Line Manager is not currently available (e.g. on annual
leave)

e Emergency— To be used if both the Primary and Secondary authoriser are not currently
available (e.g. both on annual leave)

The system will select the appropriate Authoriser dependant on availability. If a claim
has not been authorised within 7 days, an alert will be received by the Payroll / Expenses
Department who will make the necessary amendments in the system to ensure the claim
is authorised (e.g. update the system with an alternative authoriser who is currently
available).

8. View Claims to be Authorised
On entry to eExpenses select “ Authorigation’ under ‘Claim Authorisation’ from the Top Tab:

) c-Expenses Home - Microsoft Internct Explorer =) |

File Edit View Favori ites  Tools Help

Qoo - (=) & b Sorofhe @ 0L - =R

Address [&] http://10.245.5 48/eYou/eExpenses/default. aspx = Go

N H s eExpenses V1.0.0
S

Welcome Nathan Lawrer.ce Home Page

SCOTLAND In the event of any cificulty, please contact your local payroll or expenses department.
Clair Lt mccalatiiilianalication il

-]
[&] http://10.243.5. 48 fe'fou/eExpenses/ClaimAutharisation/Search. aspx ] & Internet

4 start| | 5] nbox - Microsoft Outiook | ) Cleimant & Authoriser & ... | ] cExpenses Claimant Guid. . | 18] Expenses Authoriser 6. |[ 2] e-Expenses Home -1 | [« I D54 :5w0s
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9. Select Claim to be Authorised
Direct access to the Authoriser User Guide can be gained by selecting “User Guide” on this

screen.
All the claims waiting authgrisation will be shown. If there are receipts required, Business Miles

greater than 500 miles pey/day, journeys outwith board area* or if an individual claim line

contains multiple meal llowances, this will be highlighted to you by means of a check box.
Select the claim you w
*Journeys Outwith_Board Area will be checked if tha
claimant

claim has been marked as such by the

SCOTLAND
5 R 5 Vi ™ "
nnnnnn = [ [ [
Browne Ul r r =
17/08/2011  XSONIHISO0Z1Z NPOOITS  GrAT  DONNA 15/08/2011 15/06/2011 [ = = [ Salect
17/08/2011  XSOD910B00112 XPO0SI08  Blus Francis  05/09/2011 10/08/2011 = i - (cd Salect
17/00/2011  ASODIGSYOOZIZ NGODIES4  Lawrence Zoe 05/08/2011 | 05/08/2011 = = ~ [ Select
17/08/2011  XSO2314300312 9023143 Jess Makolm  06/08/2011 07/08/2011 =l ] ] =l Salsct
17/08/2011  XOO2314300212 9023143 Jess Malcol  01/08/2011 05/08/2011 [ [ ~ [ Select
19/08/2011  XEOO165402511 XGOO1659  Lawrence Zoe 15/07/2011 20/07/2011 =l o = =l Selact
-]
T oere T [ amermet
Wistan| & (G O it inter... |[£] Claims Avaiting Auth... & @) e @® L m@ osie

10. Review Claim to be Authorised
To verify the miles claimed by the claimant, mileage tables of standard journeys are available on

SHOW. Click on ‘View Standard Journey Mileages on SHOW?’, and then select your Health

/7 Claims Awaiting Authoisation - Microsoft Int sl
& = [ rimznms o= B B
Fe Edt vem Favorss Took b
<z Favorites | 5 . Report User Diffioity £ Fres Hotmal [S]Mobis 3 2

% - B) - ) #m - Page~ Safety- Took~ @~

NHS
N,

SCOTLAND

contact your local payro”. or expenses department.

HHS Staff ID Pay Number / Area User Type [ Claimant Status Employment Status Vehicle Details
5000939 X9018014 (XIBAFCH) 8 - GWC Standard Current 3- Car, 1001 - 1500 cc
Status : Active Engine Size: 1400 cc

Claim Reference  Claim User Type  Claim Total Submitted On Odometer Start Odometer End Private Miles Do Dates Overlap  Contains Outwith Board Area Journey  Single Distance from Home to Permanent Workplace
X801901400114  Current £02.35 26/06/2013 0 0 0 Ho s

Business From Home 03/06/2013 08:00 To Base 05/06/2013 17:00 (1) Home to Edinburgh to Base. Fas...

H2B 3] cuny Bus Reserve Pass Full T/co uT/co 0/Time Veh. Type E/Trv Occ.
0 100 5 55 a 250 100 o 0 0 Current
HEAVY EQUIPMENT ALL (7093) @ £2.85 PARKING (7080) @ £5.00 (Receipt Provided) MEALALL MAX 5.00 AFC (7011) @ £5.00

Claim Line Total: £89.00

Business From Home 06/06/2013 00:00 To Base 06/05/2013 00:00 (1) Home to Kinewels to Base

H2B 3] cuny Bus Reserve Pass Full T/co uT/co 0/Time Veh. Type EfTrv Occ.
0 10 5 5 0 0 10 0 0 0 Current
Claim Line Totalk: £3.35
Claim Rejection Reason:
2l within the next G
ore T T T T [ i@ mteme - Rww -
Bt g3 O € |[& cioa i 7 [o% & [Fe0SENeHTERO 8 12
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Details of the claim along with the mileage, reason for journey, any further subsistence payments
or other allowances and the Claim Line Total are shown next for a given date. Mileage
abbreviations are as follows — H2B (Home to Base); FIM (Full Journey Mileage); Bus
(Business); RR (Reserve Rate); Full (Full Business); T/CO (Taxable Call Out); NT/CO (Non
Taxable Call Out); O/Time (Overtime); E/Trav Occ (Excess Travel Occasions). Full descriptions
are displayed if you hover over the contracted headings.

Details of the Single Distance from Home to Permanent Workplace, Commute Miles not
Undertaken and Journeys that Start from Home or Return to Home are displayed for checking:

/2 Claims Awaitineg Autiworisation - Macrasolt Intermet Enplorer provided iy KHS Tayside eS|
L« IS0 O e Bl %P e -
Fie ERt Vew Favorhes Took  Hsp

Jp Pavorkes | 5 2 Report Lser Difficuly 2 Fres votmed [EMobis 2| Wb Sics Galery v

D om e Pages Safery s Tooke e 7
NHS
HS,

SCOTLAND

88 Ceims At Rutharsetion

Claimant Details
Mr Holly Grail, 1 Jackson Walk, Charleston, Dundee.

s staff Pay Number | Area User Type / Claimant Status Employment Status vehicle Details
2000939 X9018014 (XO8AFCN) 8 - GWC Standard Current 3- Car, 1001 - 1500 cc
Status : Active Engine Size: 1400 cc
Claim Reference  Claim User Type  Claim Total Submitted On  Odometer Start Odometer End Private Miles Do Dates Overlap  Contains Outwith Board Area Journey  Single Distance from Home to Permanent Workplace
5

X901901400114  Cument £11240  26/06/2013 0 ] 0 Yes [

Business From Home 05/06/2013 03:00 To Base 05/06/2013 17:00 (1) Home to Edinburgh to Base. Fas.

HIB 3] cuny Bus Reserve Pass Full Tico T/ CO 0/ Time Veh. Type EfTrv Occ.
0 100 5 o5 [ 250 100 (] o 1 Current
HEAVY EQUIPMENT ALL (7093) @ £2.85 PARKING (7080) @ £5.00 (Receipt Pravided) MEALALL MAX 5.00 AFC (7011) @ £5.00

Claim Line Total: £69.00

Business From Home 06/06/2013 00:00 To Base 05/06/2013 00:00 (1) Home to Hinewells to Base
nm ] cumy Bus Reserve Pass Full T/co n/co 0/ Time Veh. Type E/Trv Occ.
0 10 5 5 o o 10 0 0 o Current

Claim Line Total: £3.35 -

Business From Base 08/06/2013 00:00 Ta Base 08/06/2013 00:00 (1)

HIB A cang Bus Reserve Pass Full Tjco NT/CO 0fTime veh. Type E/Trv Oce.
0 [ (] 25 0 0 25 a 1 0 Current

Claim Line Total: £16.75

Business From Base 09/06/2013 00:00 To Base 09/06/2013 00:00 (1) Call Out to Base

HIR M Cnn Aus Reserve Pass Full TICD nTICn 0/ Time: Veh Tune FITru Ocr
= [ @ mternet [Fa  [Rioow = 2

[pone
stn| @ (3 @ Enwsnsi-vact e |[E 1) ushirser e - .. | ¢ o )& DO NEAZERO 8 12

If there are claims over different dates you may have to scroll down the page to see claims for
further dates, the scroll bar will then be available at the side of the page:

Fie Edl Vew Favortes Tosk Hep

Lo Pavories | s | Report User Difficuly & Free Hotmal [2] Mobis 3 @ Wb Slce Gallry =

N |

SCOTLAND

Claimant Details
M Holly Grail, 1 Jackson VWalk, Charleston, Dundee.

HHS Staff ID Pay Number / Area User Type / Claimant Status Employment SN Vehicle Details
2000939 X9018014 (XIBAFCH) 8 - GWC Standard Current 3- Car, 1001 - 1500
Status : Active gine Size: 140

Claim Reference  Claim User Type  Claim Total Submitted On  Odometer Start Odometer End  Private Miles Do Dates Overlap  Contains Outwith Board Area Journey i ce from Home to Permanent Workplace
XO01901400114  Current 11240 28082003 0 o 0 Yes o

Business From Home 05/06/2013 08:00 To Base 05/06/2013 17:00 (1) Home to Edinburgh to Base. Fas...

H2B n cuny Bus Reserve Pass Full Tico nT/co 0/Time Veh. Type

0 100 5 95 ] 250 100 ) o o Current

HEAVY EQUIPMENT ALL (7093) @ £2.65 PARKING (7080) & £5.00 (Receipt Provided) MEALALL MAX 5.00 AFC (7011) @ £5.00

Claim Line Total: £69.00

Business From Home 06/06/2013 00:00 To Base 05/06/2013 00:00 (1) Home to Hinewells to Base \
nm ] cumy Bus Reserve Pass Full T/co n/co 0/ Time Veh. Type E/Trv Occ.

0 10 5 5 0 0 10 0 o [ Current

Claim Line Total: £3.35 -

Business From Base 08/06/2013 00:00 To Base 08/06/2013 00:00 (1) base to PRI to Base
H2B B cung Bus Reserve Pass Full Tico NT/CO 0/Time Veh. Type E/Trv Oce.
0 o 0 E 0 (] 5 ] o 0 Current

Claim Line Totak: £16.75

Business From Base 09/06/2013 00:00 To Base 09/06/2013 00:00 (1) call Out to Base
wm AT s Reserve Pass sl Tico ntico 0/ Time veh. Tvne ¥/ Tr e =l
=1 [ [ i rnemet [Fa - [Rew = 2

fore
Aistont| @ (3 @ _Enrsnol - vorosoht ke[ chama At puth... 5] athorser G M. | ER-UST G T IO TENFENET T gt
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11. Authorise, Reject or Cancel the Claim

It is your responsibility to check the content of the employee’s expenses claim including

commute miles not undertaken for single journeys and overnight stays and only authorise
appropriate expenses which are consistent with their duties and conditions of service and
employers policy. It is also your responsibility to check for duplicate claims by checking the “Do
Dates Overlap” field. Where excess travelis being claimed it is your responsibility to check the
number of occasions being claimed. Where Boards pay either Business or Reserve Rate Mileage
for business journeys outwith the board area, a Bus Rate Justification must be selected if business
mileage is being claimed. If this is applicable to your Board, then the justification reasonwill be
presented and this should be checked for reasonableness.

Local Expenses / Payroll departments will provide guidance on accessing/ handling of receipts.
Once reviewed either Authorise, Reject or Cancel the Claim:

e Authorise — This action results in the claim being amended to authorised and the claim
will be selected for payment via the next available payroll process. The claim will be
removed from the list of claims requiring authorisation.

e Reject— Areason for rejection must be entered if the claim is rejected. This results in
the claim status being amended to rejected and an e-mail detailing the reason for rejection
is sent to the employee. The claim is removed from the list of claims requiring
authorisation and the claimant is able to amend/delete the claim as appropriate and
resubmit for authorisation. The rejected claim is logged for audit purposes.

e Cancel - The claim status continues to be submitted for authorisation and the claim will
remain in the list of claims to be authorised

/2 Claims Awaiting Authorisation - Micros et Explorer provided by NHS Tayside 18l x|

G -2

Fie Edt Wew Faorkes Took Hep

i Favorites | <5 @ ReportUser Diffiodky &  Fres Hotmal [ Mobis 3 & Web Shes Gallery ~

& Caims twwaiting Autharisatian

eExpenses V4.3 - RTC @ V1.13 User Guide

Welcome Florence Nightingalea

In the event of any difficulty, please contact your local payroll or expenses department. SCOTLAND

Claimant Details

M Holly Grail, 1 Jackson Walk, Charleston, Dundes.

WHS Staff ID Pay Humber [ Area User Type [ Claimant Status Employment Status Vehide Details

9000939 X9018014 (X98AFCN] 8 - GWC Standard Current 3 - Car, 100 500 cc

Status : Adive Engine Size: 1400 cc
Claim Claim User Cclaim Submittec Odometer Ddometer Private Do Dates Contains Outwith Board Area Justification Reason Single Distance from Home to Permanent
Raference Type Total on Start End Miles overlap Journey s Workplace
Cost Saving - carry < -

X801901400114  Current £99.00 2505203 0 0 ] to Yes EEEFEREEEIE g

Business From Home 05/0§/2013 08:00 To Base 05/06/2013 17:00 (1) Home to Edinburgh to Bass. Pas...

H2B 2] cMnY Bus Reserve Pass Full T/co NT/co 0/ Time Veh. Type E/Trv Occ.

0 100 5 95 o 250 100 L} o o Current

HEAVY EQUIPMENT ALL (7093) @ £2.85 PARKING (7080) @ £5.00 (Raceipt Provided) MEALALL MAX 5.00 AFC (7011) @ £5.00

Claim Line Total: £89.00

Claim Rejection Reason:

The Claimant's insurance icn: is dus for renevsal within the next tio months.
e T T e 2~ [ =,
Bistart| & (3 @) & neismal -ricrosoft Ireer...|[ & clan i ) authorser Guds.doc -M... 7 s & e ELEHEERO 8 145t

A warning will be presented where the claimant’s insurance has expired or is due to expire in the
next two months.
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A declaration and certification is displayed on the screen stating that you are satisfied that the
expenses claimed are in order and are consistent with the claimant’s duties and conditions of
service and NHS policy and procedures, you confirm that you have carried out the necessary
checks to ensure that no duplicate claims have been made, and you understand that if you
knowingly authorise false information this may result in disciplinary action and you may be liable
for prosecution and civil recovery proceedings. If you agree select OK, this authorises the claim:

workes Took Help

S5 B ReportUserDiffioiky & Fres Hotmail [S]Mobis 3 @ web Shes Gallery ~

8 Clains ussitng Autharisation | |

T ROy GT=T, T J3CrS0M WaTk, CNareson, Duies-
HHS Staff ID Pay Humber | Area
2000838 XS018014 [XSAFCN]

User Type / Claimant Status

8 - GWC Standard
Status : Adive

Employment Status

Current

Claim Reference  Claim User Type  Claim Total Submitted On  Odometer Start

¥901901400114  Cument E112.40  26/06/2013 1]

Odometer End  Private Miles

Do Dates Overlap
Yes

Contains Qutwith Board Area Journey
Ho

single Distance from Home to Permanent Workplace
5

Business From Home 05/06/2013 08:00 To Base 05/06/2013 17:00 (1)
HIE 3] cuny Bus Reserve Pass
0 100 5 95 (] 250
HEAVY EQUIPMENT ALL (7093) @ £2.85
Claim Line Totak: £89.00

PARKING [opm—r—

1

Full
100

I

T/co uT/co

Hame to Edinburgh to Base. Pas...
0/Time Veh. Type E/Trv Occ.

] Current

B

]

9
. . . &/

Business From Home 06/06/2013 00:00 To Base 06/06/2013 Tam satished daimed

H2B 13} CMNY Bus Re

0 10 5 5 1]
1 1

T can corfirm that Thave carmied ot te necsssary chedks to ensure tat no dupicats dsins havs besn mads.

Claim Line Total: £3.35

Business From Base 08/06/2013 00:00 To Base 08/06/2013 01

o ] et |

vs may resuit in dscplnary acion and [ may be liable for prosecution and il recovery praceedings,

e procedures. (ells to Base

E/Trv Occ.

jase to FRIto Base

H2B A cany Bus Reserve Pass
0 (] 0 = ]
Claim Line Totak: £16.75

Full
=

T/co ut/co
] 0

0/ Time Veh. Type E/Trv Occ.

[ Current

Business From Base 09/06/2013 00:00 To Base 09/06/2013 00:00 (1)
H2B 0 cany Bus Reserve Pass
0 0 0 0 0 ]

Full

Tjco nT/co
10 0

Call Out to Base
0/Time: Veh. Type E/Trv Occ.
0 Current.

Claim Line Total: £3.30

Claim Rejection Reason:

The Claimant's insurance icll: is duz for ranavaal within the next two months.

=
Bistert| @ @G @ nesmai-aosot reer...|[ @ clan i ) autharser Gude.doc - ...

R}

T @ e [Fa~ [Hoow -
2 o & [NOOSHNCEEERO 5 19w

If a claim is rejected the Claimant will receive the following email:

Date: Tue, 05 Aug 2008 14:21:22 +0100
From: DoNotReply@NHSScotland.com
Subject: eExpenses - Claim Rejected

To:

Your Claim with Reference Number: X900819500309 was rejected.

Claim Rejection Reason: a receipt must be provided for overnight
accommodation

To Edit and Re-Submit this Claim,
My Claims.

please login to eExpenses and go to
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12. Change Authoriser Status
It is possible to mark yourself as “‘unavailable’ for a period of planned annual leave for example,
and to insert the end date of the period of unavailability. The system will automatically make you
available from the next day. Best practice would be to deal with all outstanding claims for which
you have received supporting receipts (or as per local arrangements) before setting the
‘unavailable; flag. To change your status (available / unavailable) as an Authoriser, select
‘Authorisatiqn’ under ‘Claim Authorisation’ on the Top Tab:

2} e-Expenses Home - Mic ‘osoft Internet Explorer —1®]x

File Edit View Favorite} Tools Help

Qo - © - [¥] \ B Dsewan Siormvenes @] (3- o e - ) mE KL

address [] nttp://10,248.5. 48\e You/eExpenses/default.aspx

SCOTLAND the < vent of any difficulty, please contact your local payroll or expenses department.
P

an Lawrence Home Page

Authorisation
|

-
[&] http://10.248.3. 43 e'You [eExpenses/ClaimAutharisation/View. aspx [ [ [ [ [ ntemet
) start| [D] nbox - Microsoft Outiook | I3 013 - Meeting Room Boo.... | -3 Claimant & Authoriser &... | #)] eExpenses Authriser G... I|@ e-Expenses Home - M... | ‘ « [J55 09:43

Select ‘unavailable’, insert date and then select ‘Save Authoriser Status’:

soft Inte et Explorer

@MI:Q BRE h\ﬁs o Soroes &) 0- L @ - @

yroll or expenses department.

Claim Authoriser Availability

MEL AND SUE NHS BOARD [Available
Available From A

submitted on Pay Number|Surname Forename Start Date| End Date Recelpls Required|Business Miles > 500) |

20/08/2009 X900473402310 X9004734 Hood Kerry 01/07/2009 12/07/2009 Select

24/08/2000  X000473402510 X9004734  Hood Kerry 18/08/2009 18/08/2009 | | Select

24/08/2009 X900473402410 X9004734 Hood Kerry 16/08/2009 21/08/2009 [ r Select

24/08/2009 X900473402610 X9004734 Hood Kerry 02/08/2009 10/08/2009 v I Select

15/09/2009 X900473403010 X9004734 Hood Kerry 01/09/2009 02/09/2009 = |l Select
Epore [T [ @ meme 2
#start] &) \Hsmai -Mcrosoft inter... || €] Claims Awaiting Auth... B[« @ s
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13. Claim Enquiries

To enquire on any authorised or paid Claims submitted by individual employees, select
‘Enquiries’ under ‘Claim Authorisation’ from the Top Tab. Itis possible via the screento also
dlaims for the employee which have been submitted by the Expenses / Payroll Department:

'3 e-Expenses Home - Microsoft Internet Explorer — =]
File Edit Wil Favorites Tools Help | ar

N BRI e T LT

Address [&] http: \10.248.9.48/eYou/eExpenses/de ault.aspx 4| Go |Links >

N H eExpenses
\—\

Welcome Mathan Lawrence Home Page

SCOTLAND In the event of any difficulty, please contact your local payroll or expenses department.
T

Authorisa jon
\"

=l
[&] http://10.248.9.48 /erou feExpenses/Claim Authorisation View. aspx [ [ [ [ |4 ntemet
tﬁstart| | 5] Inbox - Microsoft Outlook | [ 013 - Meeting Room Boo... | |- Claimant & Authoriser & .. | #]] eExpenses Authoriser G... ||@ a-Expenses Home - M... | ‘ Y » EOW RS

Enter the Pay Number of the employee you wish to enquire on and select ‘Search’. The Pay
Number can be found on the screen as shown in Section 9:

7} Claim Enquiries - Microsoft Interne : Explorer ==

Fle Edit View Favorites Tools |Help | o
Qs - © - 5] [B) G s e @3- L i - | w8 &
Address [&] http://10.248.9.98/eYou/eEfpenses /Camautherisation/Search. aspx =1 Go |Links >
SCOTLAND
Claim Enquiry
Search by Pay Number
|;nter Fay Mumber:
=l
(&1 Done [T [ [ [ [# mntenet
Qfstartl |:5] Inbox - Microsoft Outiook | £-3 D13 - Meeting Room Boo. . | |5 Claimant & Authoriser & | [#1] eExpenses Authoriser G.... ||@ Claim iries - Micr... Eﬂl |« 2 =y 09:54
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All claims for this employee will be shown along with the status of the claim e.g. Authorised,
Paid etc., the period in which the claim was paid, and the date the claim was authorised along
with the name of the Authoriser. If you wish to unauthorise a claim, before it is paid, which you
previously authorised, select ‘Unauthorise’. This will result in the unauthorised claim appearing
in both the authoriser’s and employee’s list of claims awaiting authorisation. The claimant will
not be informed if the claim is subsequently unauthorised, although the status will change to
‘Submitted for Authorisation’ in their list of claims. If you wish to review the claim select
“‘Select’:

2 Claim Enquiries - Microsoft Internet Explore: _l&x
Fie Edt View Favorites Tools Help | &

Qe - O - um 3] D= ‘“*‘“""‘Q‘i - =
Address [] htip: /juat. 5. 560 sk /e YOUUAT, e =] Eso [unks >
3 B
NHS
N

SCOTLAND

Claim Enquiry
Search by Pay Humber |

Enter Pay Number: [x0001654

Start Date| End Date llecelpls Required| Business Miles > 500 Mump»e Meal Al | Claim Status| Paid Period | Authorised On| Aut..~

X300165402009 03/06/2008 04/06/2008 Paid 2008M09  17/09/2008

X900165402109 01/07/2008 01/07/2008 I~ il il Paid 2008M09  17/09/2008 Robbie Ross.
X900165401909 01/06/2008 02/06/2008 [ [l [l Fald 2008M09  17/09/2008 Robbie Ross
X900165402509 01/08/2008 01/08/2008 I =l =l Paid 2008MO09  17/09/2008 Robbie Ross Select
X000165402209 03/06/2008 16/06/2008 = = = Paid 2008M09  17/09/2008 Robbie Ross Select
X900165403109 04/12/2008 05/12/2008 l ul ul Faid 2008M11  19/12/2008 Nathan Lawrence Select.
X900165401410 05/02/2010 05/02/2010 [ [l [l Authorised 05/03/2010 Nathan Lawrence Unauthorise Select
X900165401810 15/02/2010 15/02/2010 e ol el Authorised 18/03/2010 Nathan Lawrence Unauthorise Select
L]
[&] pone [T T 4 internet
@) start| & NHsmal -Mcrosoft Inter... |[ 2] Claim Enquiries - Micr... B8 10.248.0.105 | ) Documenta -Mcrosoft .. | 18] ekxpenses Authoriser G... m”«@ 15041
H H 3 1’ 5 h .
Once the claim has been viewed select ‘Cancel’ to quit the screen:
ing Authorisation -

G’\ [ rtpu/710.240.39. 3412 VoufeEpenses/Claimintharisatio

Fie Edt Vew Favories Tosk Hep

- Faveries | 5 @ ResortUserDifcuty £ FresHomal [S]Mobus3 £ b sios Gelen v

elcome Florence Nighting:

F any difficulty, please contact your local payroll ar expenses department. SCOTLAND

View Standard Journey Mileages on SHOW

Claimant Details
Mr Holly Grail, 1 Jackson Walk, Charleston, Dundee.
HHS Staff ID Pay Number | Area User Type [ Claimant Status Employment Status Vehicle Details

9000939 X9018014 (XIBAFCN) 8 - GWC Standard Current 3 - Gar, 1001 - 1500 cc
Status : Adtive Engine Size: 1400 cc

Odometer Start  Odometer End  Private Miles Do Dates Overlap  Contains Outwith Board Area Journey Single Distance from Home to Permanent Workplace

0 ] 0 Ho No 5

Claim Reference  Claim User Type  Claim Total Submitted
XS01901400114  Cument £52.35 26/06/:

Business From Home 03/06/2013 08:00 To Base 05/06/2013 1740 (1) Home to Edinburgh to Base. Fas...

H2B B cuny Bus Pass Full T/co NT/co 0/Time Veh. Type EfTrv Occ.
0 100 5 95 [ 250 100 L] o o Current
HEAVY EQUIPMENT ALL (7093) @ £2.85 PARJING (7080) @ £5.00 (Receipt Provided) MEALALL MAX 5.00 AFC (7011) @ £5.00
Claim Line Total: £89.00
Business From Home 06/06/2013 00:00 To Base 09/05/2013 00:00 (1) Home to linewells to Base
H2B 3] cMnu Bu: Reserve Pass Full T/C0 NT/CO 0 Time Veh. Type E/Trv Oce.
0 10 3 3, 0 o 0 L] o 0 Current
Claim Line Totalk: £3.35

/
Claim Rejection Reason: /
The Cloimant's ins. enewl within the next tia months,

I B T = A N

Dane.
disn| @ 3O Ewena & O i ¢ om € [ A0S ENeELERO 8 va
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14. Changing your email address, password or username
You can change your email address, password and username within ‘My Account’ tab:

2 e-Expenses Home - Microsoft Internet Explorer EIES|
Fle Edt View Fevortes Tools Help ‘ L

Q- © - 7] @ D] Pswwer Jyraws @] - @ - _—

Address [ ] http:uat. workforce .nds.scot:nhs. uk /eYouUAT)

NHS
N——

SCOTLAND

Home Page

L]
Eoone T T [ et
@) start| B 10.248.0.105 | &)NHsma -Microsoft Inter... | &1 https:/fneb.nhs.net-F... |[&]e-Expenses Home - M... (8] User Guide Changes.doc. Em <@ 1115

Change email address and select ‘Save’:

NETEY
Fle Edit View Favorites Tools Help | &
Qo - © - 19 D) (| Letr Srow @3- 0n B - W

Address [&] http://10.248.9. 48/eYou Authentication/ChangeEmail aspx PReturnUr| =, . feExpenses default.aspsx = Go ‘I.mls =

N H s Shared Authentication for eExpenses, S5TS

and Workforce

SCOTLAND

Current E-Mail Address Elaine.Sherratt@csa.scot.nhs.uk
Neww E-Mail Address I
Confirm E-Mail Address [

|
[&] Done [ [ | [ e mteret
i start| [5] 1nbox - Microsoft Outiook ”@ - Login - Microsoft Int... Claimant & User Guides | B8] eExpenses Claimant Guid... | El « PO T 1556
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You will receive a message: Your email has been changed successfully:

Fle Edt View Fovorites Tools Help

2 NHS Scotland Shared Lc rosoft Internet Explorer =12 x|

0= -0 H& 0

) sech /¢ Faveries @‘ K- :}, |-l

Address [{€] htp: Juat. workforce nds.scot.nhs.Uk/eYouUAT, hangeemal. = Fefault EEERETE
=l
Shared Authentication for eExpenses, SSTS N H s
and Workforce. \—\ﬂ—’
SCOTLAND
An email has been sent to your new email address.
IF you do not receive this email please check your email address to
ensure it is correct.
oK
[&] Done [T [ [ memnet
i start| B 10.248.0.105 | &) nHsmai - Mirosoft Inter.., | & httos:jfweb.nhs.net-F. |[&]NHS Scotiand Shared —. ] User Gude Changesdo... B« 107

Change password and select ‘Save’:

e
Fle Edt View Favortes Tools Help | &
O -0 ) & D], )5 Lrem @] 5 - @
address [E] htips just norkforce.nds.scot.s.UK/eYouUAT, = =] EJoo s *

Shared Authentication for eExpenses, SSTS N H S
and Waorkforce. N
SCOTLAND
Current Password: |
New Password:
Confirm Password:
=l
EJoune P T e memer
i) start| 5 10.248.0.105 | & nsmai -Micosoftinter... | &1 hetpsi/fneb nhsnet -Fu., |[&] Change Password - Mi... 1] User Guide Changes.doc... B« P 117
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You will receive a message: Your password has been changed:

L1
Fle Edt View Favorites Took Help ‘ ar
@Ba:k S RRRE (h‘pseavm /' Favarites @‘ Bv ; - @

Adaress [{2] hitpsfust workforce s scot.chs ukle TouUAT) wordChanged - B Juns >
=
Shared Authentication for eExpenses, SSTS N Hs
and Workforce. N
SCOTLAND
Your password has been changed.
=
€] one [T T a0 mtemet

&/ start| B 10.248.0.105 | &) nismai - icrosoftInter... | & https: Jweb.nhs.net -F... |[& Untitled Page - Micro... ] User Guide Changes.doc. . | « @ 1119

You can change your userngme if you have changed your surname and/or forename and this
change has been notified to, fand actioned by, the Payroll Department:

nses Home - Microsoft Internet Explorer =18 x|

Fle Edt View Favoites Took Hep | ar

eﬂaﬁvov\a@(h‘pﬁavmﬂ?ﬁvmﬁsﬁ‘gv;-'dﬁ

tnorkforce nds.scot.

Home Page

y difficulty, please contact your logal payroll or expenses department. SCOTLAND
P——

=
FEoene T @memet
) start] B 10.246.0.105 | &) smail - Microsoft Inter... | &1 https: jweb.rhs.net <F.... |[@] e-ExpensesHome - 1. ] User Guide Changes doc... B[« @ w15
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Change Username and select ‘Save’:

7} Change Username - Microsoft Internet Explorer =18 x|
Fle Edt View Favortes Tooks Help ‘ -~
€ { oy =
O © - 1x) [B) (b et Fgreem @ 13 1 - I
| e ————— ) Rt ECEEE
shared Authentication for eExpenses, SSTS N HS
and Workforce. N
SCOTLAND
Your username has been changed to 'fisherc.
oK
=
i pore [T T T [ mtemet
i#start] B 10.248.0.105 | &) nHsmail - icrosoftInter.. | &7 Select User -Mcrasoft .. | £ show Lest Login - Micros... [[£] Change Username - . ] user Guide Changes.doc. B[« @ 20

15. Selecting another Application
If you also have access to SWISS and / or SSTS, shared authentication allows you to select one of
these applications. Select ‘Select Application’ under the Application Tab:

7} e-Expenses Home - Microsoft Internet Explorer =1 x|
File Edit View Favorites Tools Help | o~
Qo - © - 2 (A | P oo @2 1k 15 - I @
Address [] http:/10.248.9. 48/cYou /eExpenses/default. aspx =l EJco |unks
SCOTLAND
=l
[&] http://10.248.9. 48/eYou/Authentication/Selectpplication. aspx?AllowR edirect=false [T [ [ mtemet

) start| [ 5] 1nbox - Microsaft Outiook | (-3 013 - Meeting Room Boo... | (- Claimant & Authoriser & ... | ] eExpenses Authoriser G... ||@e,amm...efn_ Eﬂ| |« s 1014
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Select the application you wish to access. The applications you have access to will be
displayed:

ETEY

File Edit View Favorites Tools Help
Ot - © - [x) [B) G| Dsmn Sramim @] (37 i ol - [ WE E
Address [&] http://10.248.9. 48/eYou/Authentication/SelectApplication .aspx?AllowR edirect=false = Go [unks >
=
N H S Shared Authentication for eExpenses, S5TS
h\’d and Workforce
SCOTLAND
Select an application.
= eExpenses
= Workforce
|
&] Done [ [ [ [4 ntenet

‘«guﬂ 10:15

4 start| | 5] Inbox - Mirosoft Outiock | (3 013 - Meeting Room Beo... | () Claimant & Authoriser &.... | ] eExpenses Authariser G... |[&7 - Login - Microsoft Int... [E]

16. Logging Out
To Log Out of the application select ‘Log Owyt’ under the Application Tab:

= S
| A

A} e-Expenses Home - Microsoft Internet Explorer

File Edit  View Favorites  Toals  Help
Qs - O 15 &) | e Sreenm @[ (3 ] - G

Address [&] http://10.248.9.48/eYou/eExpenses/default.aspx

n Lawrence Home Page

SCOTLAND In the event of any difficulty, please contact your local 'sayroll or expenses department.

=
[&] http://10.248.9. 48 e ou eExpenses/Authentication/Lagout.aspx [ [ [ [@ntmet
4 start| | 5] Inbox - Microsaft Outiook | |- 013 - Mesting Raom Boo... | |3 Claimant & Autheriser &... | 8] cExpenses Authariser G... |[£] e-Expenses Home - M. |« DT w07
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The following screenwill be displayed:

181
Fle Edit WView Favorites Tools Help | "
Qe - ) - %] [ ;‘||/-\‘Seard’| ' Favorites {€%) - b ] - g &
Address [{&] http://10.248.9.45/eYou/Authentication/Logout. aspx B = = ‘Lmlﬁ ®
N Hs Shared Authentication for eExpenses, S5TS
h\/‘d and Warkforce
SCOTLAND

A User signed out successfully

You have successfully signed out.
For security reasons please dick the button below to dose the browser,

=l
€] Done [T [ [ [emntenet
#start| | 5] Inbox - Microsoft Outiook | () 013 - Meeting Room Be... | () Claimant & Authoriser &.. | 3] eBxpenses Authoriser G... | [ - Login - Microsoft Tn... ‘ « HIYE w:is

17. Minimum P.C. specification

It is recommended that eExpenses is run on a P.C. with a minimum of 512Mb of memory to
ensure adequate performance, although 1Gb of memory is advisable. If your P.C. specification is
lower than this, it is advisable to upgrade the memory to the advisable specification.

18. Other advice
The only local infrastructure issues involve PC’s and Intranet connectivity.

o PCsandUsers will require NHS Net access
e PCstobe used for eExpenses require Internet Explorer v.6
e Users will require to have an individual NHS business e-mail address

19. Best Practice
Authorisers are advised to follow these ‘Best Practice” guidelines:

e Review Expenses system at least on a weekly basis to review claims awaiting
authorisation

e Make yourself either ‘Available’ or ‘Unavailable’ depending on whether you are absent
/out of the office or returning to work

e Be aware of the cut off date for Expenses to ensure submitted claims are authorised on
time

e Authorise all outstanding claims within 7 days or by the cut off date if earlier
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Appendix A — Mileage Guide (Non Medical)

“Single Distance from Home to Permanent Workplace”: This field must be completed where
any claim line has a journey that starts or ends athome.

“From Home/To Home Tick Boxes”: These boxes must be completed if a business journey has
started and/orended at home.

“Commute Miles Not Undertaken”: GCenerated by the system using the Single Distance from
Home to Permanent Workplace times the number of tick boxes for single day journeys.

“Full Journey Miles”: This should only be used when you hawe trawlled directly from Home
to a place other than your base or vice versa. As only one line of mileage can be input per day,
full journey miles should also include any other business mileage undertaken on that day, excluding
Emergency Call Out mileage and Overtime mileage.

The Full Journey Mileage less the total Commute Miles will be generated automatically into the
Business Mileage column.

“Business Mileage”: This should show the number of miles of a business journey undertaken from
Base to Temp Workplace visited and return. In the majority of claims this should be the only
mileage column that needs to be completed.

“Call Out Taxable Mileage”: Mileage that is claimed as a result of a call out which does not
involve taking charge of the situation — see Emergency Call Out below. Do not include this mileage
in the Full Journey mileage if being claimed.

“Fmergency Call Out Mileage”: Mileage that is claimed as a result of a call out is taxable unless
all of the following requirements are met —

= Advice has been given on handling the emergency before starting the journey.

= Responsibility for those aspects appropriate to your duties is accepted from that
time.

= You haw a continuing responsibility for the emergency whilst trawelling to the
workplace.

If all of the above apply enter the mileage. Do not include this mileage in the Full Journey Mileage
if being claimed.

“Excess Travel”: For local determination.

“Overtime Mileage”: Mileage that is claimed for travel to work outwith normal working hours.
Doctors who are set up with a non medical user type will not be able to claim overtime mileage. Do
notinclude this mileage in the Full Journey mileage if being claimed.

“Reserve Rate Mileage”: For local determination.

“Passenger Mileage Claimed”: If you carry any official passengers, the total miles, which you
carry them, should be entered here. e.g. if you carry 3 passengers on a return journey of 40 miles,
120 should be entered in this column. Names of passengers carried should also be annotated. This
is not applicable for the carrying of patients.

“Outwith Board Area/Business Rate Justification Policy”: For local determination.
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