Employee Expenses

Quick Steps:

Employee Expenses

* Notes:

First Time Claimants: Must send
Bank Details to expenses@rcsi.
Remember: Save Status Ready ==
will send to the Head of Department!

h Complete Tab 1 Send: Original Receipts in
- General Designated Envelope
Problems? Contact
h— : expenses@rcsi.ie
Complete Tab 2 -
Expense Details
L’ Review
, Expense

Login to Time
& Expenses

B Submit for
Approval

E Print, Send in

Envelope with

Receipts
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How-To:

Step 1: Login to Time and Expenses:
Login to Agresso Web portal: http://rcsi-agweb-01/agresso

Select Time and Expenses -> Expand Expenses folder:

« Time and expenses

EdExpand all | Collapse all [ Home
© [ Expenses 2
|4} Travel expenses

« Select Travel Expenses to enter
E —— our expenses

Step 2: Complete Tab 1 — General:

Fill out the General Expenses Information in this Tab:

1- General | 2 - Expenses | 3 - Summary |

General
* Status Draft vl
Resource L e Iﬁ'
50009558
* Travel type General Travel Type v|

* Purpose Travel to XYZ Conference 2015| ‘ Enter a brief explanation of
he Purpose of Travel

Comment This claim is in respect of expenses incurred wholly, exdusively and
necessarily on RCSI business and the amount daimed is correctly
chargeable to the charge code indicated.

‘ hen Complete

lick on Next Step

Note:

You can start your expense claim, save as Draft and come back to finish it later. It will
remain unprocessed until you change the status to “Ready” and Save the expense.

To do this, log back into the Expense Online system, select “Travel Expenses”, click the
“Open” button and choose the Expense you wish to edit:



http://rcsi-agweb-01/agresso
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To Open a previous Expense,
“iselect the Open Button and
~choose the relevant Expense

;;I [a] search|
dl

TransNo T Period ResID ResID(T)
) [ ___,___,I;_[ - ” ._m__H_-_ = I l —
C 6012978 ER 201500 50009999 Savign At

Step 3: Complete Tab 2 — Expenses Details:

Use Tab 2 — Expenses to enter the full details of your claim:

1- General | 2- Expenses | 3 - Summary

Expensze items

Click on Add Expense to enter each line of ;

jour Expense claim

Expense details

Choose the relevant Expense Type from the drop down menu for the claim line. If you are
unsure of the Expense Type, please contact the Finance Department (expenses@rcsi.ie):

Expense details
Expense type

2084: VDU Gasses

| 2201: Carpark charges

| 2302: Books / Course Material / Publications
2787: Student dubs and Sodeties Choose the relevant Expense
3522: Receptions & Meetings Business - pe for your claim from the

| 3523: Receptions & Meetings Entertainment dropdown list
3701: Saff development [ training
4001: Finance Approved Travel

AnnNe: Arbna fiahte Frain farne
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Enter the Date, Description, Euro Amount or Mileage of your expense claim. Expense claims
can only be made in Euro:

Expense details

Expense type
4005 : Hotel
* Date hoose the Expense

18/03/2015 | ;‘ Date.

Desaiption
(enter details here) ‘ Enter the Description
Euros Amount/Km i and the Amount or Amount

Next, update the SubAcc and Activity. This determines where the claim should be charged:

Euros Amount/Km Bty Select the Lookup button to L8
LU =V < . rch for valid codes 0.0
% GL Analysis '
* Subacc ) * Activity * Tax code
[ap21l xH | [ 1o e
—— r1 ‘ Enter a valid combination of Sub Acc
: ' and Activity codes.

d F'rev'nusstep: 3 Next step.

Note:

You may only choose SubAcc (department/grant) values against which you have been
authorised. You should have access to your Home Department by default.

If you require access to other departments/grants, please forward an email containing
approval from the Head of Department to the Finance Department (expenses@rcsi.ie).
Please contact the Finance Department (expenses@rcsi.ie) if you have any questions with
regard to selecting a valid combination on this screen.

Any problems, please contact expenses@rcsi.ie.

If you have another expense to claim, repeat Step 3 as appropriate. If you have completed
the Expense, select Next Step to progress to Summary Tab.

Step 4: Review Expense:

Use Tab 3 —Summary to review the content and correctness of the overall expense:
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Review the Expense in Tab 3 -

1- Gereral | 2 - Expenses | 3 - Summary

ummary before submitting for
approval

General

* Status

S ’E [Draft -
Comment

This claimis in respect of expenses inaurred wholly, exdusively and necessarity on RCSI business and the amount claimed is correctly
chargeable to the dharge code indicated.

Expense items

Expense types Desmiption Date from Date to Murrber Rate Subacc Adtivity Currency
4005 : Hotel Conference hotel  18/03/2015 18/03/2015 120.00 0.00 AD21 IT05066 ELR
z

Step 5: Submit Expense for Approval:

If you are a first time Claimant, for reasons of Data Protection compliance, you must submit
your bank account details to expenses@rcsi.ie

If you are satisfied and wish to submit the expense, change the Status to Ready in Tab 3 -
Summary, and Click on the Save button:

Travel expenses (R1)
g __ o~y i #® Delete <A i My shortcuts - '2 Horme
L’l_—! ' “H | | Termplate 1"*.5 't_J) Icons and navigation keys

i
Save Clear Open Print Doaments [ Export Add £ UNITHIdess
preview o to shorbcuts

1 - Gereral | 2 - Expenses | 3 - Summary

General

T E o Submit, change Status to
——— eady, press the Tab button on

Comment

This claimis in respect of expenses inaurred wholly, exdusively and necessarily o
chargeable to the charge code indicated.

our keyboard to commit, then
click the Save lcon

Note:

Once the Expense is saved in “Ready” status, it will automatically send to the Head of the
Department for approval/rejection.

If approved, Finance will check the expense and if you have submitted your bank account
details to expenses@rcsi.ie, the expense will be included in the next payment run.

When you submit, the system will generate a transaction number. Please note this for
further queries:

0 Successfully saved. The item is now sent for approval. Transaction number 6012978

Step 6: Print Expense, Send in Designated envelope with
Receipts:

Once you have submitted the Expense, print the Expense:
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Travel expenses (R1)
g | - é Print the Expense report by g
clicking the Print Preview

Save Clear pen Print  Doaumentsfss),
preview

Employes Expense Claim Records
Rayal Colege of Surgeons

Namee and addn iy Expemie neference Claim Mo, ST

SRBR AR MR Perod 101500

121 856 Claim Date BR0005

Sl No SO0

D Espeana Tape Enpeass ibems Profet Acthisy Code AmumoiBm  Raie Cur Ami Earc

1510t Turs  Hordd st i erirwn s AESLIT B T | s Timmey Diabane 1000 o ER {515 -8
Notes

This ehuimis in vesporal expmses incurrod shaly, exbusively and secessarily n BCS1 am PI e Expense
sk & i e mrmonim ¢ lidieed ds dorrecths chargpesble v the charg e codeindiinnd

Printout

Ciroas Enswmt

Thcke bere if vou have marsved a2 hdvaace for il Oz ]

Original receipts for each claim line and a printout of the expense claim form must be sent
to the Finance Department in the designated Employee Claim envelope (ask your manager
or contact Finance for this envelope):

Expense claim transaction number

Claimant

Designated Expenses
U RG E NT . envelope

RCSI Finance Department
Royal College of Surgeons in Ireland
Accounts Payable
121 St Stephens Green
Dublin 2
Ireland

IMPORTANT NOTES:

First time claimants must submit their bank account details to the Finance Department
(expenses@rcsi.ie).

Save Status = Ready will send the expense for approval.

Send Original receipts in the designated envelope.

Problems? Please contact expenses@rcsi.ie
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