
Employee expenses 

From your dashboard, click Add claim 

 

 

You then need to enter the start date of your claim and select the claim template (Ealing Exp & Mileage) 

 

 

 

Clicking New will then open the claim form where you should complete all the fields before clicking 

Submit.  

 



This will open the confirmation screen where you need to enter your iTrent password and attach 

scanned copies of your receipts. You then click Submit again to send the claim to your manager for 

authorisation. 

 

 

 

Once submitted, you will see the claim status moves to “Awaiting authorisation” status. Your manager 

will receive your claim and will need to authorise it for payment 

 

Please note:  If your claim is still displaying “Provisional” status you have not submitted the claim 

 

 


