
Submitting an Expense Claim – 4. Foreign Travel Overnight Sub & Receipted Expenses 

 

Select Expense Type by clicking the button 

 

 

For this example, we are claiming for expenses incurred 
from travelling overnight to Paris France: 

 

 

 

 

 

 

Select Destination – if on laptop you may need to use the 
scroll bar upwards to view this  

Enter Travel Purpose include dates 

Enter Start & end time 

Cost Centre defaults to home cost centre, amend if 
necessary 

 

 

 

 

 

 

 



Submitting an Expense Claim – 4. Foreign Travel Overnight Sub & Receipted Expenses 

 

Select if you paid for all meals yourself YES/NO. Meals may 
have been provided on your trip 

Yes – Subsistence auto calc 

No – select which meals were provided they are then 
deducted from subsistence; this is what we will use in this 
example as 2 lunches were included in the conference 

Selected the two lunches to be deducted from subsistence  

 

 

The Subsistence calculated and the reduction can now be 
seen on the claim and a summary to the right-hand side 

 

 

All overnight Subsistence claims must attach an agenda 
/Overnight Pre approval form/ reason for business trip, click 
add expense  

 

 

 

 

 

 

        

 

 

 

 



Submitting an Expense Claim – 4. Foreign Travel Overnight Sub & Receipted Expenses 

 

Select from drop down eg. Attach Agenda/Overnight Pre 
approval form . The value will always be zero.  

 

 

Add Document, click show receipt. You can upload receipts 
here.  

Upload Receipts, search for document, PDF format is 
preferable.  

Now you need to match the receipt & expense line. 

 

Exit to receipt box and click show receipts again. Select the 
expense line. Click match to receipt 

A receipt is mandatory for all vouched expenses.  

The paperclip on the expense line & the receipt box show 
the receipt was matched.  

 

 

 

 

 

 

 

 

 

 

 



Submitting an Expense Claim – 4. Foreign Travel Overnight Sub & Receipted Expenses 

 

Add additional Expenses, repeat the steps to upload and 
match receipts  

 

Click send for Approval 

 

 

 

You receive a pop up saying a row has 0.00 value, click yes 

 

 

 

Claim is now sent for approval 

 

 

 

 

 

 

 

   

 

 


