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Expenses Activation /Loqg 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

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.

My Details

Update your basic details such as name and address. View details of your current car and
vehicle journey rate. View the steps required to approve a claim you submit. Assign
delegates to manage your account.

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.

Claim Approval Stages

fREe Group Master Approval Group - Line

UserMeam/Budget

Stage Type e

Home Addresses

Include Type Action

Line Manager |0 Always include stage | Stage is to check claim

Start Date & End Date Address Line 1 City Postcode

I B s—
08/06/2012

Work Addresses

Start Date & EndDate Address Line 1 City Postcode

01/09/2012 | 22/09/2013

23/09/2013 16!11&01W
171112013 W

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.

Change My Details
T

Help

] Chanae Feasuord
LNange Fassword

Employee Name
Title * AN

Surname *

Extension Number

If you believe that any of the details below are incorrg

Number Personal Miles (Current

Tax
[N [
P [
,ol_ 171112008 Mo Yes 01/09/2013 22109/2013
Pi_ 17111/2008 No Yes 23i09/2013 161172013
Pl_ 17111/2008 Yes Yes 17112013



mailto:expenses.payroll@bdct.nhs.uk

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.

Delegates

Assign delegates that can peform actions on your behalf.

Home : My Details : My Delegates

Delegates

Paoe Ootions

Add Delegate

Llsername Employee Name

There are no delegates currently assigned

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.

Employee Search

Page Options
Employee Search

Surname: Other

search

Assign Username Title (Mr/Mrs/Dr) & First Mame Surname Group Mame Locked Active

Assign Master Approval Group - Line Manager Approval

Assign Mrs. *Masterﬁpproval Group - Line Manager Approval | [ | [V]
Assign Mrs. Wr\dastempproval Group - Line Manager Approval | [] |

Allocated Employees

Username

Employee Name

There are no delegates currently assigned

cancel »




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.

Employee Search

Page Options

Employee Search

search

Allocated Employees

Username Employee Mame

3 | 12345678 | Miss. AN Other

cancel »

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



Adding

an Expense ltem

All expense items are input via the Add New Expenses link located on the home page, each time

you log

You will

Add / Edit Expense

Page Options

Details
Help

below to add
your expense
sheet

Clear General

My Expense ltems

Selectanitem

[]BusiTram Fares
[F]Business Mile...
|| Business Mile

in to enter expenses please select this option.

Add New Expenses

Add new entries to current claims for any expenses you have
incurred. If a current claim does not exist one will be created.

be presented with the Add / Edit Expense page:

General Details

Other Details: @

Department / CostCode Breakdown

itto

Course Fees
DetourIMilesJ‘ Department CostCode Percentage
Education Books
Evening Meal 453 Payroll Services (HQ) (114503) =~ Payroll Services (HQ) (114503)
Excess Mileag...
Eye Test
Flight
Glasses for VD... Specific Details
Hotel / Accom — —
Lunch
[-]M &D Home to...
Parking
Pedal Cycle Mil
F'eda\ Cycle Mil...
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
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).

Add / Edit Expense

Page Options

Clear General =
Details General Details
N [

My Expense ltems E—

Select an item
below to add itto
your expense e Call Qut

sheet: R Detaits: Clinical Visit @

Bus/Tram Fares Conference/Exhibition
Business Mile... Meeting
Business Mile... Miscellaneous

Department / CostCo

Mon Travel Expenses
Senice User Leisure Cosie
Site Visit Sosttese
a Tra@n@nngouse!Study - Employer Funded
| Training/Couse/Study - Non Funded

Course Fees
Detour Miles /...
Education Books
Evening Meal
Excess Mileag...
Eye Test

Flight

Glasses for VD.. Specific Details
Hotel f Accom... N —
Key Cutting Expense Category: Please select an option ~ [ 2LC0EENEE -

[ Lunch
M & D Home to...

Parking

Pedal Cycle Mil...

453 Payroll Semnices (H yroll Services (HQ) (114503)

= jcon



2. Alist 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).

Add / Edit Expense

Page Options
Clear General
Details

Help

My Expense liems

below to add itto

your expense

Detour Miles |
(410} (4] BOOK

. d
Evening Meal

Glasses for VD..
Hotel / Accom
Key Cutting
Lunch

L&D Home to
T TEEEaTCycle Mil.
Pedal Cycle Mil
Professional M...
Public Transpo..
Relocation Exp.
Relocation Tra...
Reserve Rate ...
Road Tolls
Service User L
Staying with Fa...
|| Taxi

[=] Train Ticket

[] Training Miles -...
[] Training Miles ..

[] Tube/Undergro

General Details

Department / CostCode Breakdown

Department CostCode

Percentage

453 Payroll Services (HQ) (114503) -+ Payroll Services (HQ) (114503) ~ 100

Do you have a receipt:

© Yes © No @

Detour Miles / Additional Miles

This should only be used if you have avalid reason for a variance in the miles expenses has calculated or if you need to record same post code to post code journeys.
. addthis as an additional expense item , please add only the variance amount

“* FIAT PUNTO (YDOSLKX) + Casual-1001ccto 1500cc - +Addnewveh\cle

e 2 0
———

Heavy / Bulky

-
Reason:*

Business Mileage (AfC)

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 Wicon.

Examples - Business Mileage:

Business Mileage (AfC)

&* FIAT PUNTO (YDO9LKX) » Casual-1001ccto 1500cc +Addnewvehicle

s Close help

s box if you were carrying heavy or bulky equipment on this journ

From To Distance Details Passengers Heavy/Bulky Equipment
1 Road, ShipleyIBD18 3LII-)I &, 1 Lane, Bradford, BD9 6RJ ‘ﬁl 3.22 ||322 @ Add Passenger %
2 1 Lane, Bradord, BD9 6RJ «, mace, Bradford, BD7 ILW « 173 [173 L %
3 rrace, Bradford, BD7 ILW s, Road, Shipley, BD183LD 392  [392 8addpassencer O %
4 - - | T o

I@ Return to start address I

View the recommended route and directions on a ma I




e 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,

) Return to start address

you can click
code.

and expenses will return you to that post

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.

e 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.

e For any passengers carried please click the £ Add Passenger 1 and give the
passenger nhame 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’.

Passengers

Cther

Can’t find who you're looking for?

e You can also view the route expenses has used to calculate the distance given
should you wish to do so by clicking on
View the recommended route and directions on a map

and it will give you a map and
directions as shown below:

wd

29m / 8.88 mi (Shortest)

153
o
o ey
s ©

o

sf) 1. Depart SOUTH from start on < >
Victoria Road ¢ _stWood

651
. d Shipley
( 2. TURN RIGHT onto AG5T Saltaire I pingley

Road 2685 -Iﬁ]ﬁ

0.19 mi

{as
Uham0

gley 4|
'\‘ 3. Atthe roundabout TURN LEFT, -

taking the SECOND exit onto
Moorhead Lane cott=lerg,

0.4 mi

Oid Spring
Wood

m

Northeliffe
Woods:

i)
o

e
&3 pgst

-

4, TURM LEFT onto High Bank Lane i)

0.58 mi

Rayds
"1 5. TURN LEFT onto B6269 Cottingley | Cliff Weod
Cliffe Road H!‘wmlh R HeXon

1- 6. GO STRAIGHT ON onto B6144 m
Toller Lane

'\ 7. TURM RIGHT onto Haslingden
Drive
377 ft
on M@‘qu
ﬂ 8. TURN LEFT onto Ambleside iy
Avenue

ad e
_!::r;rgoseTRNGHT ON onto Duckworth _mnmm“ Bradfaord

0.12 mi wet S67145

JEIET R



Detour Miles / Additional Miles:

Detour Miles 7 Additional Miles

. This should only be used if you have 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. Please nate you will need to
. add this as an additional expense item , please add only the variance amount.

“* FIAT PUNTO (YDO9LKX) ~ Casual-1001ccto 1500cc - +.»‘\dd new venicle

e |

e/ Bulky [ —

Equipment:

Detour/Additional Miles
Reason:* [None] M

e 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.

e Areason must also be selected from the dropdown list to advise of why a variance
has occurred.

Parking:

Do you have a receipt: T ¥es ) Mo 7]

o R

e 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.

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

e 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 iou 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 7 or delete #these items, in addition to adding a

scanned copy of a receipt by clicking the 4 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

10



Clairn_. .
Claim Details

Page Options
Mew Expense

Change View Claim Description
Print
Submit Claim Number of tems 3 Amount Payable £31.09

Expense ltems

General Information

D ]
7 B4 ] 1210412014 | Parking Weeting £12.00 £12.00| 25855-000004
g 73 @ 2.48|10/04/2014 (E'}‘Ag)”ess Mileage |pocting £233 £2.33|25855-000003
edF" e ) 25.02| 1210412014 fﬁg}”“s Mileage  |pseting £16.76 £16.76 | 25855-000005

My Mobile ftems

o | Diate Of Expense Expense Reason Expense ltem From Location For A To Location For A Mumber Of  Expense ltem Total

ltem & ltem Details Journey Journey Miles Amount

You do not have any mobile items to reconcile.

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.

11



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.

Add New Expenses

Add new entries to current claims for any expenses you have
incurred. If a current claim does not exist one will be created.

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).

Add / Edit Expense

Page Options

Clear General
Details

Help

Selectan item
below to add itte
your expense
sheet:
[7]BusiTram Fares
[7]Business Mile...
[7]Business Mile...
[[]Course Fees
[] Detour Miles /...
[7] Education Books

Excess Mileag...

T
[ Flight

[[] Glasses for VD...
[] Hotel  Accom...

[] Key Cutting

[] Lunch

[IM&D Hometo...
[7]0On Call Mileage
[T Parking

[] Pedal Cycle Mil...
[] Pedal Cycle Mil...
[7] Professional W...
[7] Public Transpo...

[ Relocation Exp...

General Details

21/05/2014 & @

Reason:

Other Details: a

Department / CostCode Breakdown

Department CostCode Percentage

453 Payroll Senices (HQ) (114503) ~ Payroll Services (HQ) (114503) ~ 100

I Excess Mileage Rate

Claim Allowance:

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.

12



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.

Add / Edit Expense
Page Options

Clear General =
Details General Details

Help

Selectanitem
below to add it to
your expense
sheet:

Bus/Tram Fares
Business Mile...
Business Mile...
Course Fees
Detour Miles /...
Education Books
gsg;"ng'\“'l*’eE:g 453 Payroll Senvices (HQ) (114503) + Payroll Senvices (HQ) (114503) v 100
Eye Test

Flight

Glasses for VD Excess Mileage Rate

Hotel ] Accom ettt
Key Cutting ! Tobe used for Excess Mileage only.

Lunch |

M &D Home to...
On Call Mileage @ FIAT PUNTO (YDOOLKX) + Reserve Rate - + Add new vehicle

Parking

21/06/2014 ) @

Meeting - @

Other Details: @

Department / CostCode Breakdown

Department CostCode Percentage

Pedal Cycle Mil... a
Pedal Cycle Mil...

Professional M... e
[ Public Transpo... @

[71Relocation Exp...

. save
Click the - button.

13



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.

Claim

Claim Details
Page Options

General Information
e e e E——

Claim List Claim Total £31.00

Change View Claim Description
Print

Submit Claim Mumber of ftems. Amount Payable £31.09

Expense ltems

MNumber of Miles z Amount Reference

A X ) yable MNumber

cab 4 I 1200412014 | Parking Weeting £12.00 £12.00|25855-000004
db's l® 3.48|10/04/2014 E‘;‘&”ess Mileage |y oting £233 £2 33| 25855-000003
icdF's |l@ 25.02| 1210412014 ?N“IS:‘)”SSS Mileage | peating £16.76 £16.76 | 25855-000005

My Mobile ltems

Expense ltem From Location ForA  To Location For A Mumber Of  Expense ltem Total

o = Date Of Expense Expense
. ltem & Item Details Journey Journey Miles Amount

Reason

You do not have any mobile items to reconcile.

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.

. . . . save . .
Once you have input your desired claim name please click the -button and your claim will be
sent to your Manager for approval.

Submit Claim

Page Options
Help

General Details

|ANOther1 |

Description: Expense Claim 2:10/04/2014 - 12/04/2014 »

cancel »

14



You will now have displayed confirmation that your claim has been sent for approval and also details

of the approver that has received it.

Claim

Claim Details

Page Options
Claim List

Change View

Unsubmit Claim

ANOthar e

Expense Claim 2:10/04/2014 - 12/04/2014

Date Submitted

Comment

16 April 2014

General Information
|

Reference
MNumber

16/04/2014 16:08| AN Other Claim Submitted. o
-
. Claim Mo 2 submitted. The claim has been sent to the next stage and is awaiting approval
16/04/2014 16:08| AN Other by Mr John Smith 1

Expense ltems

Number of Miles Date of Reference

A Expense Number
Js 12/04/2014 | Parking Meeting £12.00 £12.00 | 25855-000004
i@ 3.48|10/04/2014 E‘{@i}”ess Mileage Meeting £233 £233|25855-000003
i 25.02|12/0412014 ?N“g')”ess Wileage | yegting £16.76 £16.76 | 25855-000005

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:

print - Windows Internet Explarer | [P
- +
v |E https.//www.sel-expenses.com/expenses/print.aspx 5 |“1| X| Google R v| 5 ‘ ’| X
¢ Favorites ‘ 9% &] Web Slice Gallery v
|mprint |_| ﬁ 4 > 3 @ Page v fety * Tools = @v >z & - B
'Ej' New Window Ctrl+N - B',ac
2 ' sn0ns

= Send Page by
Egl Send Link by E-mail..
/" Edit with Microsoft Word

E-mail...

&~ Mumber of Miles & Date of Expense Expense ltem

120412014 Parking
& 348(10004/2014  |Business Mileage (Afq &8 Compatibility View
Compatibility View Settings
= 25.02 [12/04/2014 Business Mileage (AfC
@l Zoom
A Text Size
Style
/- Encodin
a e 2
Caret Browsing
.| Done, but with errors on page. @
Properties

123 View Source

TE/0472074 76:08 [Miss Laura Parkin|
by Mrs.

/able

2.00

Reference Number

25855-000004

L2 33

25855-000003

6.76

25855-000005

Reference
MNumber

roval

15



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.

My Claims

Create new claims, edit ar delete existing ones. View current, submitted and previous
claims. Submit finished claims into the approval process.

Submitted Claims (2)

Claims that are currently being approved. View the status of these claims ar amend any
returned items.

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.

Submitted

Page Options

Claims

Claim Mumber & Claim Mame Claim Description MNumber of ltems Claim Total Date Submitted
2 ANOthert Expense Claim 2:10/04/2014 - 12/04/2014 |3 £31.09|16/04/2014

3 AMOther?  NExpense Claim 3:15/04/2014 - 15/04/2014 |1 £15.00| 16/04/2014

To un-submit your claim click Unsubmit Claim from the Claim Details page.

Home : My Clai

ms : Submitted Claims

Claim: LParkin3

Claim Details

Page Options
Claim List

Change View
Print

Unsubmit Claim

General Information

Claim Name

ANOtherz

Expense Claim 3:15/04/2014 - 15/04/2014
! e F10e

Curren T rJehn Smith

Claim History

Date Stamp A Entered By Comment Stage LS
Number
16/04/2014 15:48| AN Other Claim Submitted. 0
. Claim No 3 submitted. The claim has been sent to the next stage and is awaiting approval
16/04/2014 16:48| AN Other by 1r Jahn Smith 1

Yy € % W < NumberofMiles & Date of Expense Expense ltem Reason Other Details Total AmountPayable Reference Number

.
0

£15.00 £15.00

16



Your claim will now have moved back to within Current Claims and you can edit any expense items
as you need to.

Home : My Claims Current Claims

Claim:

Claim Details

Page Options
Mew Expense
Claim List
Change View
Print

Submit Claim

General Information

Expense Claim 3:15/04/2014 - 15/04/2014

Number of kems 9 Amount Payable £15.00

Claim History

Date Stamp & Entered By Comment
MNumber
16/04/2014 16:48| AN Other Claim Submitted. 0
. Claim Mo 3 submitted. The claim has been sent to the next stage and is awaiting approval
16/04/2014 16:48 | AN Other by Hir Jahn Smith 1
16/04/2014 16:57 | AN Other Claim unsubmitted by claimant I 1

€ © N < NumberofMiles A Date of Expe Expense ltem R on Other Detai Total AmountPayable Reference Mumber

0

£15.00 £15.00

17



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.

HEd9 O« + |- Expenses Administration: Expenses Submitted - Message (Plain Text) = B R
Message & e
4 Ignare x .\_a ig 3 aMeetlng "B Software Europe @Rules - @Mark Unread a% 43 Find Q
IM 5 @ To Manager o d @ OneMote 5 Categorize ~ % Related ~
&Junkv Delete Reply Reply Forward p . _ Maove Translate Zoom
Al &5 More ~ (3 Team E-mail M +  [z] Actions ~ | ¥ Follow Up ~ - lg select -
Delete Respond Quick Steps (] Move Tags (] Editing Zoom
From: admin@sel-expenses.com Sent: Thu17/04/2014 14:03
To: Expenses Payrol
Co
Subject: Expenses Administration: Expenses Submitted

b &

A set of expenses have been submitted that require your attention, please find details below:

Name: Miss AN Other
No of ltems: 7
Total Due: £49.34

Please log on to the on-line expenses at https://www.sel-expenses.com/logon.aspx

Once logged into your expense account please select the Check and Pay Expenses option from the
home page.

Check & Pay Expenses (0)

a Yiew and approve any claims you are responsible for checking.

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.

Mr John Smith | 24 April 2014

Check & Pay Expenses

Search for a Claim
Employee Surname Item Filter All Claims -

search

Page Options
Help

Number .
Claim Number Tut'—tl s Credit Purchase Split
Ag?mve ¥ Number Stage Employee hillla\m S qu'rr:ed Status Flagged Claim i 1:{! Card Card .'?mnumAppmval r\'Itumber
o A e HOI Recelpta :gng_ Amount “@M€Y Claimed Claimed '°" 2@ Stage <

Claim
submitted,
awaiting
action

£4068| £4968 £0.00| £0.00

ANOther1| 23/04/2014

Check
Expenses

1of 1 | Miss

18



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.

Items Waiting Approval

2 . Amount Reference
y <, - S S S S s
| 4 @ % N < Numberof Miles A Date of Expense Expense ltem Reason Details Total Payable Nisnbex

m IE 27.75|22/04/2014 3;%;855 Mileage - £18.50 | 25855-000017
59

2775 £18.59 £18.9!

Returned ltems

3 Number of Date of Expense Other Amount Reference
4 2, -
E 9 Retumed A Corected Miles Expense ltem Details = Payable Number

Mo items have been returned for amendment on this claim.
0

£0.00 £0.00

Reason

Approved Items

v @ % &< Numberof Miles A Date of Expense Expense ltem Reason Other Details Total Amount Payable Reference Number

Mo items have been approved on this claim.
0

£0.00 £0.00

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

Claim__~____

Expense Claim Details MrJohn Smith | 24 April

Pade Options X
Allow Selected Previous Claims:  Please select a claim -
Return Selected General Information

Print ANOther! Date Submitted 23 April 2014
Change View
Back

Claim History

. - Reference
Date Stamp & Entered By Comment Stage e

16/04/2014 16:08) Miss AN Other | Claim Submitted. 0

Claim No 2 submitted. The claim has been sent to the next stage and is awaiting approval by
IAr John Smith

16/04/2014 16:08| Miss A N Other

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.

Claim. -

Expense Claim Details Mr John Smith | 24 Apri
Page Options
Allow Selected Previous Claims:  Please select a claim -

Return Selected General Information
Print

Change View
Back
Help Other, Miss AN
Reference

Date Stamp A Entered By Comment Stage Number

16/04/2014 16:08| Miss AN Other | Claim Submitted.

Claim No 2 submitted. The claim has been sent to the next stage and is awaiting approval by
Ir John Smith

‘ 16104/2014 16:08‘ Miss A N Other

19



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.

Items Waiting Approval

| 4 @ ©, W+~ Number of Miles A Date of Expense Expense ltem Reason Other Detaills Total Amount Payable Reference Number

There are no items to approve on this claim.

0 £0.00

£0.00

| Returned tems
Number of Date of Expense Other Amount Reference

O % -~ A C - S i
E o8 Retumed & Corected Miles Expense ltem Reason Details Total Payable Number

Mo items have been returned for amendment on this claim.

0 £0.00 £0.00

Approved Items

1)“\ N < Number of Miles & Date of Expense Expense ltem Reason Other Details Total Amount Payable Reference Number

.lI E 27.75|22/04/2014 Business Mileage (AfC)| Meeting £18.59 £18.58| 25855-000017

27.75 £18.59 £18.59

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

| declare that travel and other expenses claimed were actually and
necessarily incurred whilst engaged on business activities to enable
performance of my duties required in my employment within the Trust. |

further declare that the official travel rate is only claimed for journeys where
public transport is not available or considered not practical for that journey. |
further certify that any claims for Other Expenses were actually incurred in
the performance of Trust business activities. Furthermore, any claim for
meals was an essential additional cost.

| Accept i Decline

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.

Delegate Logon

Log on to another user's account as a delegate. Perform actions on their behalf.

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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| am a new starter within the Trust, how do | gain access to my expense account?

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.

What do | do if | need to change my vehicle?

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.

What do | do if | change Departments?

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.

What if | have expenses to claim that are outside the 90 claiming period specified within the
BDCT Travel & Subsistence Policy?

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.

If I am partway through a claim within the month and unsure of the date | have entered up to,
where would | view this?

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.

Is there any other support if | have read the Step by Step Guide and still need further help?
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.

What do | do if | have used all of my six password attempts and my account is now locked?

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.
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