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Expenses Activation / Log In  
 

On activation of your expense account for the first time you will receive a notification email; this 
means your user account has been activated and is ready for use. This is an example of what you will 
receive: 

 
Your Expenses account is now activated. 
 
You are now able to start using the application using the following details:  
 
Company ID: bdc 
Username: 00000000  
Password: The default password set on your account or the one sent via a password email 
 
to log on visit: https://www.sel-expenses.com/ 
 
Please ensure that your username and password remain secure at all times. 

As part of the system is bespoke to us these instructions are not valid, please 
disregard them and follow the guide below. 

Initial access: 

To access the system for the first time go to www.sel-expenses.com and click on ‘forgotten details’.  
 

You will be prompted to enter your work email address; please do so and then click ‘Save’.  
 

Shortly afterwards you will receive two emails; the first containing a link to reset your password. 
Please follow the link and enter a password and submit, this will take you directly into expenses. You 
will receive a second email containing your User ID – this information is also shown below. 
 
Accessing the system after the first time: 

Please open an internet browser and go to web address https://www.sel-expenses.com . This can be 
accessed from wherever you have access to the internet.  You may find it useful to save this address 
to your desktop and or your favourites. You will also be able to find the link on the Payroll Connect 
page. 

When you reach the logon page, you will be asked to enter a 'Company ID', 'Username' and 
‘Password’. This information is detailed below. 

1.    Company ID is:  bdc 

2.    Username is:  first 8 characters of your assignment number 

3.    Password:   as you set up previously   (Please note: Passwords are case sensitive)  

Clicking ‘logon’ will then give you access to your account. 

If you have any problems accessing the system please contact:  

E-mail: expenses.payroll@bdct.nhs.uk    Telephone: 01274 251000 

https://www.sel-expenses.com/
http://www.sel-expenses.com/
https://www.sel-expenses.com/
mailto:expenses.payroll@bdct.nhs.uk
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Essential Checking 

Whilst expenses is populated daily by ESR, sometimes our ESR details are not up to date; to check 
all of your personal and car details are current and correct please select the My Details option on the 
home page and then select Change My Details. 

 

 

 

Please pay particular attention to your home and work post codes as the system will use these when 
applying the triangular mileage calculation for any relevant mileage. 

 

 

 

 

 

 

 

 

 

If there are any amendments needed please either follow the link on the Change My Details page as 
shown below to notify Payroll or contact them via expenses.payroll@bdct.nhs.uk with details of the 
change needed. 

mailto:expenses.payroll@bdct.nhs.uk
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Assigning a Delegate 

All Approvers must assign themselves a Delegate to approve claims in their absence. From the My 
Details area please select the Delegates option. You will then need to select Add Delegate located 
within the Page Options column. 

Please note – only employees who are authorised to approve expense claims should be 
selected. 

 

 

 

 

 

 

 

 

 

 

 

 

Here you will need to enter the Surname of the member of staff you would like to set as your Delegate 

and click  to list all employees with that Surname. 
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To assign your chosen employee as your Delegate please click Assign to the left of the employee 
name. This employee will then show as an Allocated Employee of yours. 

 

 

 

 

 

 

 

 

 

 

 

You are able to have more than one Delegate but again please ensure these employees are 
authorised to approve expenses.
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Adding an Expense Item 

All expense items are input via the Add New Expenses link located on the home page, each time 
you log in to enter expenses please select this option.  

 

You will be presented with the Add / Edit Expense page:  

 

Please follow these steps to enter your expense items: 

1. Firstly, you will need to complete the General Details area of the claim. Please enter the date 

relevant to the day’s expenses you are about to enter; you can also click the calendar  icon 
to display the full month and then select the date from there. Please also select the Reason 
for your expenses from the dropdown list. You may enter a short description and any other 
required information within the Other Details box (for example, the justification of any out of 
policy expense items).  
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2. A list of all expense items you are able to claim for is available on the left hand side of the 
page under the My Expense Items menu. Simply select the check box next to each item you 
wish to claim for; this will refresh the page to display the relevant fields you must complete 
that are associated with each selected item (expenses will remember these selections for 
future logons). 

 

3. Complete all the required information for each expense item; you can find further information 

on what you need to enter by clicking the tooltip icon.  

Examples - Business Mileage: 
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 Enter the post codes for where you have travelled within the From and To fields for 
all journeys travelled during the date that you have set above. If at any point during 
the day you have returned to the post code detailed within the From field at line 1, 

you can click  and expenses will return you to that post 
code. 

For dealing with same Post Code to Post Code visits that you have entered please 
see the Detour Miles / Additional Miles expense item example a little later in this 
guide. 

 If you have carried any heavy/bulky equipment on a journey please place a tick into 
the check box detailed as Heavy/Bulky Equipment next to the relevant journey by 
simply clicking in it as shown above. 

 For any passengers carried please click the  button and give the 
passenger name within the pop up box. All active employees on the payroll will be 
listed here; this is to ensure duplicate journeys cannot be claimed by the passenger. 
If the passenger is not an employee of the Trust, such as a student, interpreter or 
service user, please just type ‘student’, ‘interpreter’ or ‘service user’. 

 

 

 

 

 

 You can also view the route expenses has used to calculate the distance given 
should you wish to do so by clicking on  

and it will give you a map and 
directions as shown below: 
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Detour Miles / Additional Miles: 

 

 This expense item is only to be used where there is a valid reason for a variance in 
the miles expenses has calculated or if you need to record same post code to post 
code journeys; you are no longer able to overtype the miles calculated. Please 
ensure you only add the variance amount as you will have already entered the 
journey within the business miles item. 

 A reason must also be selected from the dropdown list to advise of why a variance 
has occurred. 

Parking: 

  

 

 

 

 Please select whether you have a receipt/parking ticket for the amount you are 
claiming. If you have not, it may be helpful to your Approver if you gives details within 
the Other Details box held within the General Details area located at the top of the 
expense form. 

 Enter the amount stated on the parking ticket that you are claiming for. 

 You are given the option to scan and attach a copy of receipt (if you have this facility) 
once you have saved your claim. 

Please note: If you add several expense items at once (Business Mileage, Detour Miles and 
Parking for example), the information entered within the General Details entered area will be 
saved against each of those items. 

4. Once you have entered all relevant expense items for that particular day click the 

button and your items will be added to your expense claim.  

 

5. You will now be taken to the Claim Details screen which lists of all your current expense 

items. At this point you can still edit or delete these items, in addition to adding a 

scanned copy of a receipt by clicking the  icon and also view your journey steps within 

mileage items by clicking the  icon. 

 
6. Now that you have entered all relevant expense items for a particular date, you can proceed 

to entering expenses for further dates by clicking the New Expense button located within the 
Page Options down the left-hand side of the page which will return you to the Add / Edit  
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7. Expense page. Should you wish to log out of expenses simply click  at the top right-
hand corner of the page. 
 

8. expenses will only allow you to submit a maximum of three claims per month, however there 
shouldn’t generally be a need to submit more than one claim as there is no limit to the number 
of lines/items you can input nor is there a restriction on dates that you are able to enter within 
any one claim. 
 
Please note – although employees should work to submit expenses on a monthly basis 
if you do have more than one month’s expenses to submit, please enter these within 
the same claim to ensure that you do not exceed the maximum of three claims per 
month. 
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Excess Mileage 
 
Excess Mileage due to a change in work base is now to be claimed via expenses and should no 
longer be submitted on the green paper forms. 
 
Only employees that are eligible to claim Excess Mileage will have the Excess Mileage expense 
item.  
 
An assignment change form must be submitted by your Line Manager to HR in order for you to 
become eligible to claim Excess Mileage, this will then be forwarded to Payroll and the necessary 
amendments to your expense account will be made. 
 
As with all other Expense Items, Excess Mileage is input via the Add New Expenses link located on 
the home page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
From the Add / Edit Expense page select the check box next to the Excess Mileage expense item; 
this will refresh the page and add the Excess Mileage expense item within the main body of your page 
and display the relevant fields you must complete (expenses will remember this selection for future 
logons). 
 
 

  
 
As with entering all other expenses, the Date and Reason field must first be completed. 
 
Expenses holds your previous and new work addresses along with your home address held and so 
will calculate the number of Excess Miles that you are due to claim for each journey to or from work 
as shown above. 



13 
 

You will firstly need to enter a tick within the Claim Allowance check box and then enter the number 
excess journeys you are claiming for with the Number of Allowances field; i.e. one journey from 
home and another journey returning home giving the number of allowances per day as 2. 
 
 

 
 
 
 

Click the  button. 
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Submitting a Claim 
 
Once it has come to the end of the month and you have input all expenses for that period, you are 
ready to submit your claim. Please do not submit your claim until you have entered all expenses for 
the whole month. 
 
From the Claim Details page, click the Submit Claim button located within the Page Options down 
the left-hand side of the page. 
 

 
 
You will now be given the opportunity to name your claim; expenses will name your claims 
automatically, however you may wish to change this to include the relevant month’s input. 
 

Once you have input your desired claim name please click the button and your claim will be 
sent to your Manager for approval. 
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You will now have displayed confirmation that your claim has been sent for approval and also details 
of the approver that has received it. 
 

 
 
Here you also have the option to Print this information to keep it for your own records. Once you have 
clicked Print you can also save this print screen to a personal drive should you prefer to hold an 
electronic copy as illustrated below: 
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Unsubmit a claim 
 
Should you need to retrieve a claim for editing that you have already submitted for approval, you can 
do this as long as the claim has NOT yet been approved. 
 
From the home page please select the My Claims option and then select Submitted Claims to view 
a list of claims currently awaiting approval. 
 

 

 
 
From this list select the claim you wish to unsubmit by clicking on the relevant claim name to display 
the Claim Details for this claim. 
 

 
 
To un-submit your claim click Unsubmit Claim from the Claim Details page. 
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Your claim will now have moved back to within Current Claims and you can edit any expense items 
as you need to. 
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Approving a Claim 
 
Approvers will receive an e-mail notification when a member of their staff has submitted expenses for 
approval. Please follow the link within the e-mail to log on to your expense account. 
 
 

 
 
 
Once logged into your expense account please select the Check and Pay Expenses option from the 
home page. 
 
 
 
 
 
 
 
 
 
 
 
 
Here will be list all claims awaiting your approval; to view the expense items within an individual claim 
click on the Check Expenses link located to the left of the claim. 
 
 

 
 
 
 
 
 



19 
 

Once you have the expense items listed and have made the necessary checks, place a tick in the tick 
box located to the left of each expense item that is to be approved. 

 
 
To approve these ticked items, scroll to the top of the page and click the Allow Selected option 
located within the Page Options column. 
 

 
 
If there are any expense items that you are not happy to approve and wish to return to the employee, 
place a tick in the tick box located to the left of each expense item that is to be returned and click the 
Return Selected option located within the Page Options column. 
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Once you approved or returned the expense items held within the claim you will see that they have 
been allocated to either Approved Items or Returned Items and you should not have any items left 
within the Items Waiting Approval area. 
 
 

 
 
You can now approve the claim by clicking on the Approve Claim option located within the Page 
Options column and also click I Accept on the declaration that will then appear. 
 
 

 
 
The claim has now been approved and you will be returned to the Check & Pay Expenses page 
where any other claims you may have awaiting approval will be listed. 
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Delegate Logon 
 
If you have been selected as a Delegate for another Approver, you will need to access the claims 
currently awaiting approval with this Approver via the Delegate Logon option. 
 
 
 
 
 
 
 
 
 
 
Here will be displayed the names of any Approvers that you have been assigned a Delegate for and 
you will then click on the Approver name in order to access their expenses home page. 
 
The process is then the same as the Approving a Claim section above. 
 
Please note: Delegates will not receive e-mail notifications when claims are submitted to the original 
Approver, it will be up to this Approver to let their Delegates when they are absent from work and 
unable to approve their employees’ claims.
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FAQs 
 
Q. I am a new starter within the Trust, how do I gain access to my expense account? 
 
A. ESR interfaces directly with expenses, therefore an expense account is created automatically 

for all new employees to the payroll and can be found at www.sel-expenses.com. Please 
contact Payroll via expenses.payroll@bdct.nhs.uk to advise them of your e-mail address and 
Approver to allow for the password links to be sent to you.  

 
 
Q. What do I do if I need to change my vehicle? 
 
A. You can add a vehicle to expenses by selecting the My Details option from the home page 

and then selecting Add Car; please complete the fields displayed and click Save. 
 This will generate a notification e-mail to be sent to Payroll and they will update your vehicle 

within ESR. ESR directly interfaces with expenses daily; therefore your new vehicle will 
become available 24 hours after it has been updated by Payroll and not 24 hours after you 
have entered it into expenses.  

 
 
Q. What do I do if I change Departments? 
 
A. Please notify Payroll via expenses.payroll@bdct.nhs.uk detailing the department you have 

moved to and your new Approver, if applicable and Payroll will update. 
 
 
Q. What if I have expenses to claim that are outside the 90 claiming period specified within the 

BDCT Travel & Subsistence Policy? 
 
A. For cases where an employee has a valid reason for being unable to submit their expenses 

within the 90 day claiming period, i.e. periods of long term sickness; please contact Payroll 
and they will seek the relevant authorisation needed in order to get these claims paid. 

 
 
Q. If I am partway through a claim within the month and unsure of the date I have entered up to, 

where would I view this?  
 
A. You are able to view your current claim by selecting the My Claims option from the home 

page and then selecting Current Claims. Here you will see listed a summary of the expenses 
you have entered so far. 

 
 
Q. Is there any other support if I have read the Step by Step Guide and still need further help? 
 
A.  expenses has its own Help & Support section that can be accessed from selecting this 

option from the home page. Here you will find various video demonstrations, walkthrough 
guides and FAQs for further support. 

 
 Please note – the videos and guides available via the Help & Support section are generic 

and not necessarily specifically tailored to the way our system has been configured.  
 
 
Q. What do I do if I have used all of my six password attempts and my account is now locked? 
 
A. Once your expenses account has been locked a password reset link will automatically be sent 

to your work e-mail address allowing you to reset your password and log in. 

 

http://www.sel-expenses.com/
mailto:expenses.payroll@bdct.nhs.uk
mailto:expenses.payroll@bdct.nhs.uk

