
Schools expenses and submission 
 

• View expenses claim form information for all staff 

• Ability to enter a new expense claim on behalf of a school employee 
 

1. How to process an expense claim for an employee – see below  
2. Create a new claim form and complete 
3. Attach receipts 
4. Claim submission – Please follow this final step to ensure payment  

 

Select employee > 

Select Payroll information > New expense claim 

 

 
 

Time & Expenses claim 
 

 

 

 

 

Employee name 

Job title (position) 

Start date – date of 
expense  
 

Claim template   
Drop down select 
Ealing Exp & Mileage 

Select  



Claim template 

 

 

Complete claim form - example  

 

 

To add a new line/additional entry Select   or to delete a line select   and  

 

 

 

 

 

 

Employee name 

Job title (position) 

Select drop down to access 

list of expense types 



Attach receipt/s 

*** Important: Please ensure receipts are attached prior to approving the claim 
 

 

 

 

Complete Document attachment 

 

 

 

 

Document – 
Name of receipt   
 

Document type 
– select drop 
down – select 
Expenses receipt 
 
Select a file and 
Browse for 
attachment 
 and 

 
 
 

Employee name 

Employee name 

Job title (position) 

Attach receipt 
Select 

Paperclip icon 
 

 



 

 

 

 

Claim is now SAVED as “Provisional” status 

Please follow the final stage Time & Expenses claim submission to ensure the claim is submitted for payment  

Employee name 

Job title (position) 

Attached receipt 

highlighted in blue 



*Important* – please ensure you SUBMIT the claim 

 

Select  
 
 

 
 
If receipts were not attached at the claim stage you can still attach them here prior to approval 
 
 

 
   

• Cut off date – this will auto populate detailing the payment date  
 
 

 

 
 
Once approved, the payment is held in temporary pay elements awaiting the next pay run 
 

Employee name 

Job title (position) 

Ref no 

 

Select APPROVE 

to complete 

submission 

Enter your iTrent 

password 

 


