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Wh adto ¢ he Student Expenses app do?
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STUDENT EXPENSES

Submit and track your claims. Any device. Any time

Choose your theme

Student Expenses Demonstration Site

Your email

_ sedolionon Demo’
Here is an overview of your current expenses position

Your password Your recent messages [3] 2
e Expense claim SE3530 hasbeen =
(|

approved.
Reset password? Ca

Paid £70.00
Expense claim SE3529 has now =
beenpaid. Apayment of £70.00

has beenmade into your
LogIn nominatedbank account.
Board Gar ociety, Societ

03

PaL

5 ? i
Not a user yet? Register or try demo & Pald: £12.50

Fxnense claim SF3528 has now ]

B A B e

66.685 play overviev Expenses  Notifications Documents  Approvals Settings

Your first stop in the app.At s ejtoou sseert sspelitanngd apei nngn
t haevatar i mageriiglhimhoansect ke mtipgpy@gpghias menu and offer
foll owing options.
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This is where you set your name and personal prefe

receive alemessbgma)l fegastding your claim status c
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Change yourbank account

Change your approval

details request settings

Modify your settings, anc
done. To undo changes

. Default bank account details
Demonstration User " ) R Qutoforfice
EMONSTRAT] M hen approved, expenses will be pai
[DEMONSTRATION MODE] e e i e e To preventapprovalrequeste being received
during busy/holiday times, you can choose

t ol |
bank account below, and optionally include to goout of office

YouracoDuirnt areference.
N\ Outofoffice o

A Demonstration User > Bank sort code ; Switchonout of office message
Changename, ¢ tyand
device specific behaviour { ] Backto office date o]

on, August12th, 2024
-  Ban) ails
i Bank details >
Bank account number When enabled, users will see the out of

Aborovil reauest office message below when trying to

a PP ”f quem > message you or send approval requests
Currently avaliable to actiof

a Review group membership s JAwa}:pn annu‘azw])eivi‘S‘e‘ndbvequeslsto
Review club and society membershig Payment reference onathanuntil 28th. & & «

| |

0/18 Reply-to information (optional)

Email When you respond to approval requests. the
'ﬁ . B originator will get an email. To override the
HoSihs SN RIILES reply-to details, specify them below.
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A claim can be made against any club or society
cl ub or soci etagy !l ap tid n oPalnetdahseee | neostte. t hatg,r oiup s o me
sel emdipfieam optionals elsaucbBdbrg usptitpy pi c awhH er assyeau ne e
t o i ckarbt g, as udcrha maas fgrmraonucpi,al fund of money for e

As wel | as persosalppotbcdnmsi, mltthyep eatipvpa taelds by your
may be pauffecrheads e or der so,c rpeudricth ackaerr di eovioaiigmegs of t h e
detail s ariedenteckaylbmut honly personal claims are r

When all header fiel dwsibelawvd |l redm prdeicded heydet ai
Selecting theedetcdijmgsllStaavlept er a ncumbiene regf e Xh@@01 2

Your claim can consi st of as many | ines as you r
details page. To edit an existing | ine entry, S i
Foanew | i ndRRtaptbhe *
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Draft, Not Submitted Draft,Not Submitted Draft, Not Submitted

Claim header Claim details [3] = Receipt attachments[3] =
Enteryour claim via the sections below. You = Printing 21.99 Derbyto Long Eaton
can save, exit and return, then submit via the = R ) "1 12/08/2024.1:42 pm
action menu above when ready Printing of posterstoadvertiseevent <
9.45
9 Club orsociety > =]
Board Game Society ; Petrolreceipt
ity 2/ )24,1:42 pry
Claimt
e AR > |+l1 Meals and Drinks 33.75
Personal expense
Domino's pizza delivery
Claimdate Pizza
Mon, August 12th, 2024 ® 12/08/2024,1:42 pm
@ Currency S
GBP - Sterling
To help you track your submission, please
provide areference
24 hour Monopoly marathon
B Ada G Ada
& 8 L] =] a8 L] =i a L] i
Claim Details Receipts History Clair Detalls Receipts Histor Clairr details Receipts History



Optiﬁal\/ﬂanualht@m@r@ta/\/r'\ytbceipt%scanning

When entering a new | ianrexpgonsdapppaegl|l yheeexdpense
| iwiel | offer several expense types thagtpithcaangleybeen
from meal s, subscriptdtamd o mpi ¥y e b gspe |felicet ea b engp b ey

Theategorymaddddttiommi ne the anaeét dgdgi finahcejpebdit
deter miinepwthadctionen atrere aNimnd hlel exampl e bel ow, w
“Meal s and drinks?”, and this requires a simple a

Using manual i nput, we can simply enter the requ
nex-t l i ne. As thosdggihost am |emgwent evetrcyan al so opl
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X & v « & X

Line 40t Y1 Scanreceipt Lne1of]
SE3533 £0.00 Take a photo or browse forimage or single SE3535
page PDF. When done, process with Al
Claim line detail Claimline detail

Confirm an expense type and provide details
below. For automated entry, select the Al
receipt scanning icon above.

Confirm an expense type and provide details
below. For automated entry, select the Al
receipt scanning icon above.

Expense type > Expense type >
Meals and Drinks Meals and Drinks
Linedate = Linedate =
L . Sat, April15th, 2023

Sat, August10th, 2024

Amount inc VAT (if applicable) Amount inc VAT (if applicable)

{ 0.00 17.29

Description

PRET
1x TA Chicken & Pesto Salad Wrap 4.50
1xTA SB Tuna Nicoise 4.99
2 xTA Chipotle Crisps 2.80
c M B 1xTA Coke Bottle Diet 2.20
amera Gallery rowse 1xTA Americano White 2.80

Attach and process with Al h

Description

|

To w yhel receipti mpélyanoitnghe Al scan option at the
t htiaskyeosu t o t he d“iSaclaoHge receypa@hanotakeyaur receinp
alternatvely, selectoradoilldaeges .f{ionmgyeownr @DIFI)ery

When you are hagdgpyplwayeadtbenj magkect “Attach and
we'thlen anal ysextrhaecti malge d ot e, tphreo cteesxste dalnld a mo u

automatibatkytgothe | ine wbefretlyeous awwan .l see the r
As well ansy emd @edgmigslessd for you (which you can edi
alsee that the image is displayed. |l mages pul |l ed

your clsaibmeaguidonwt loyn t he receipts tab.



When selecting an expense type fmirl gtaygpee Il ii me, YWhu
you do this, the | ine | ayout changes from the ex

Tapping t he jyooulrinneey wipltilo nnaovni gatfeoypou toi proviAde
t hwisddns i st of the start and end | ocaton, al ong
journey.

Rowmwvi s e, you wi |l need to enter the start and d
L o o kwiipsse , we use Google maps to | ookup the | ocat
busineso leonmg as we can get a map coordinate fro

1450 B G N =l 100%8 145086 Nt Rl 100% 8 14518 G X Reall 100% 8
< 9 e 9 X Save
Setyour mileage claim euniey cercl
journey details Journey start
Cubo Derby ‘
The Old Post Office, Victoria St. Derby DET1EQ, UK Claim details [2] =
Iourmey destioation q]q Mea‘\s and Drinks 17.29
Journey detail [ London Bridge ] i ken & Pesto Salad Wrap 4.50
m 130 miles London Bridge, London EC4R 9HA, UK .
Cubo Derby to London Bridge viaM

O Returnjourney
Double the distance for round-trip. Car Mileage 58.50
=) 9

by to London Bridge via M
‘.( Manual mileage entry 5

Specify your own mileage. Ianchester Meetingwith Paul
o
Journey start Sheffield
Cubo Derby ‘ Trent
-lren q
The Old Post Off or Derby DET1EQ, UK Nomrz)gham
Journey destination Der
Leicester
London Bridge T o Peterborough
ringham °
London Bridge. London EC4R 9HA. UK o

o
Coventr
Y Cambridge = | 8 L. ]

aim Details Receipts fistory

11 A an Northampton

Wh e n y osuu chcaeveea f a bl gt ed tchoen fimimeeda rgeft, jutmahmydn gipsu a« a n
simply navigate back to the | ine. I f you took a
start or desttiongagtifoena n waolu mialn®eagagebhi g” all ows you
your own mil eage.

Note:

Pl ease note that when you toggle “ mamiglahli smiilseage
for informbetaecauskutwealws o | wafndc tt ot bbaet hd gshtl ud geritn g
calculated the mileage.to subsequent approvers |



Receivipderegeoirncmaguiyr ed

t @« | sariegopwerstt pyroaut thd gso w nder

receipts F & v ime, W ,eur ped aytoeu noarg edse laentde PDFs .t oWhamport
added, the thumbnails wil/ di splay and you can v
Yo u ocpatilosalyleywr cdlraaford irnet ur n | g ehearv ei fa lylo ut hdeo dneotta
do this simply selecyodn alvile¥d anntdr yn awiilgla tseh dova caks t
progress” and you cbh yvep wearhtantgersa lymoutyijotw sltcaatmeard. e
can(cx¥)hesheanges. I f ytohecel reaot ml aoknbgled tétr @ gqna @ then

menu.

Wheyour <cl aim ensvuomplyetuehave s aved aacntiyo nc hhenngue s ,
at thHerteopp.ou can choose to preview the claim (PI
When submiting for approval , ypraompvpirdoey earn yt oa dsdeietio n a
required apprtoafpeephsd) fendapphbeaoaval”

15:42 B G
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Preview expense claim

Draft,Not Su

SE353

Claim heac

Delete expense claim

Submit for approval

(m ]

Enteryour claim via the sections below. You
can save, exit and return, then submit via the
action menu above when ready

=

Club orsociety

Board Game Society

Claimtype

Personal expense

Claimdate

Mon, August12th, 2024

Currency
GBP - Sterling

To help you track your submission, please

provide areference

24 hour Monopoly marathon

15:42 8 G ARl 100%8 14146 B G 11 100% 8
Viewer (rotate for full screen|
< ":E353-1( : Z <

Board Game S

SE3534

EXPENSE CLAIM
Personal Expense
Draft, Not Submitted

Send forapproval

Confirm your request narrative and select
one available approver from the list

Please review and approve expense

m SE3534

Approvers [2] Selected
y s lan Randle LIVE (Approver)
Y 2 ,'\’:wa\‘i registered onapp
@ Guy Burton (Approver) O
L’. l : registered onapy
[ oo NOECT)

+++ REMEMBER : NO RECEIPT = NO REIMBURSEMENT *++

Send forapproval

- = = ¥
When cl aims are s ubimheékepde, h sdedbe ¢ Wawii tih g s@hmeave ampr ov a
submi tteds tiwibeuw ctahne ¢l ai m det ai | but no | onger <ch
you can however can¢aektpo,u raream ptp rscavhadii dmee ged £t e
When yobhmschbheieimewed, you’ || receive email and no
cl ai ms, at any statusA ffwlslt acettwirtny tios yobatraicllad n



Regi stSatimg@y up Vyour O Whn user

Register your own student uni on emai l addres
Now that you understand the app, it i s time to se
process, and you start the process from the | ogi

At thpagegam the “Registetrhemtdear yyademoEmeiultoamd @dm
emai | address you require here is the one that i
MS L, Uni onCl oud etc) and wil |l l' i kely be your uni

Ns57GAHG « Nt 2l 100% 8 N57MBGG » At =l 100% 8 n58MGG Xt =il 100% 8
@ < & Registration
Reaister new user Please select your
g registered Student Union
N\ or try demo Filter: find as you type
STUDENT EXPENSES Your student email address
Submitandrz aims. Any nytime
l student@studentunion.org.uk l Available student unions [150]

Your email

Aberdeen University Students' Association
student@studentunion.org.uk We did not recognise the address above.
To help locate you, select a student union

below and then try to register again CShbsosbiClicofaiiderts

Your password

Select your Student Union Anglia Ruskin Students' Union
&
= Arts University Bournemouth Students’ Union
Reset password? Aston Students’ Union

Seed el S acr

Bath Spa University Students' Union

Want to try our demo instead?
LogIn Not ready to sign up yet - no problem Birkbeck Students’ Union
Select try demo login below and explore

the app before registering above. Birmingham City Students' Union

Not a user yet? Register or try demo
_ . Bishop Grosseteste Students Union
Register later. Try demo login

Blackburn College Students' Union

0 < I @) < 1]
Wh eennt er e dR,e gpirsetsesr’” “nmenwd uwse€ rl | | ook t o esneagioluf we |
provided. I n most cases, ewma iwli |,doamealitnt lh eanh ieamat d
| ogiam s wor d. I f we can’t i dentify you though, we '’

—-and thwdédheek again.

| f swidal n’ t |l ocate you, it is | ikely that you wil!/
common probl eneiitshseirimg-+s by @uenn dorne e ma i,| o(rGnyaoiul heatvce)
mul tipl e account-sin otfhashe Sadlsesg,s ttelmey olni on wi | | ne
As above, i f tveo ucgahro ul ovd dtle recwrei ve and emai l pas ¢

You are thenm®Bcod to go..!



Lear n—cnoercek aoddi ma@amsaolur c es

The documents area of the apps ¢ ontaapipn sa cac essesc titoon
some of the YouTube materials ( bel oTwh)e acso nweelnlt a s
here is provided by the app team.

Our YouTube channel contains several resources d
possi bl e, we wi || castiegmrds e“” Trhaisrei ngtroe spd baryd d ss’t

htps:// www.voutube.com/ @Student Expenses/ playl i st

4 Student Expenses - Introductory overview

Student Expenses - Register your own user

Student Expenses - Notifications and approval requests

Student Expenses -
Training resources 3

Student Expenses

Svideos 129 views Last updated on 17 Jul 2024 wafl Student Expenses - Reports, Resources and Help

Student Expenses - Browser web app and iPad versions

«az» -

The perfect place to leam how to get the most
from the Student Expenses solution. Find
introductions, how-to and explainer overviews, all
designed to help you enter, submit and approve
claims.

Ouwe b sciotnet ai ns usaebfuostiurr s phautieomysou wi héclbeowatbl @urt o
| ates,t nbegshethqpgluj d,a naxcse Iwienldd laasppuys

htps:// www. studentexpenses. com/

X Student Expenses RESOURCES ~ ABOUT Web Login

Available apps

Student Union pricing

Designed for students Byl

tour YouTube channel



https://www.youtube.com/@StudentExpenses/playlists
https://www.studentexpenses.com/

