E-expenses

D{|xledger

Guidance Notes for the

THE CHURCH new module B, ﬂ“h
GB OF ENGLAND TRANSFORMING
BIRMINGHAM CHURCH




E-expenses

How to claim expenses — slides 3 — 24
Finding & editing expense claims - 25 - 27
How to approve expenses — slides 28 - 32
Points to note —slide 33

Finance contacts — slide 34




Claiming Expenses

You can start your expense claim by selecting the “Home” icon OR by hovering the cursor over to the Home option for the drop-down menu

D{xledger

« Home l#= B| Dashboard
& Overview
v MY QUICKMENL Y
= My Messages
~ Accounting % My E-Box
& ]

& Joumal Entry List 1 My Job Orders
MNew Journal Entry

& Joumnal Header

# My unpaid invoices

& Approval » /
# Journal Details & My Employment 5 ‘
? Home © Timesheets »
~ Bank @ Travel/Expenses
“ Unpaid invoices $ Expense claims (old) p
i= Rules for automati @ Absence >
&) Bank Reconciliatio #® Planning 5
“5 Bank Posting L My Sstup >
~ Invaicing B Classic Forms 5 TEM
& Invoice Overview —




Startinga new expense claim

DefaultMenu Ny Quickmenu

BH ®# B E 6

Click on the “Home” icon

Accounting Bank Invoicing Project Personnel/Expenses
+
/ MENU ITEMS SUBFOLDERS ﬁ‘
Then click on Travel/Expenses Icon N € ke
A N ¥. I-
L @ ¥ & k o ©
Bl Dashboard My Overview b i My E-Box Approval b Employmment Timeshests.

ie B S. @ B %

Expense claims (old)
My Job Orders My unpaid invoices Absence Planning My Setup

Classic Forms.




Starting a new expense claim

. B> H Default Menu My Guicki
Click on My Expense Reports o —
(New) . | |

A < e 32 $ et Al
© a O  =e o K
My Employment Expense claims (old)
Approval Timesheets Travel/Expenses Absence Planning
+
SUBFOLDERS
A
B 72\ 1 EH O
(&) -0 .
My Expense Templates My Open Bank Inquiry

My Receipts/Expenses My Expense Reports

Transactions

[ .
My Open Card
Transactions




New expense claim

Click on “New”

 Window for starting your expense claim And select from
' Expense Reports OpthnS |n drOdeWH
Fearch n Search Criteria v Y ONewv bOX
g ] You can use “Out of
pocket expenses” for

No results found ‘ O New v both mileage and

0 New v > \ non-mileage claims

< Out of pocket expenses

Iem Domestic travel

For “Domestic travel”
you would need to
enter a start and end
date

@ International travel

(We are not anticipating
any claims for international
travel)




A new claim form

Name your expense and select expense type

w.. . * Enter ‘Purpose’ of the
——— expense claim e.g. Sep 2022
expenses

. - -+ o Select appropriate expense
o~ from these icons or click
for a drop-down descriptive

list of choices

e Click \E to attach a receipt




Example of Out of Pocket expense claim

e Click here to add copy of receipt

# OMEETING - MEETING COSTS ~

—- g * Enter date the expense incurred

S— - *__Add details of purchase to help line

Text* Coloured tags for icebreaking exercise manager in approving the Claim
Project m . .
{ omorv — B e Enterthe amount being claimed

Currency™ GBP

e Save and return for the draft expense
claim to appear in the expense
reports screen

Amount 4.50

VAT rule NRI - Mon-recoverable input

* PO Save and return




DRAFT EXPENSE REPORT

ense Reports

[E ©UT OF POCKET EXPENSES

Pumase
Date*
Project
Project reference
You can add
H EXPENSES  SUM
several linesto 7=
your expense

(B Preview © Ready For Approval ]

21/08/2022

claim by
selecting the
icons

B Cards B8 Table

21/08/2022

—
\En v aviev mu By v @y

OMEETING - MEETING COSTS e

| 4
NeW EXpense Mtags for icebreaking exercise

AMOUNT

line created 450 G2



DRAFT EXPENSE REPORT

Click here to preview |~
you r CIaim B Preview l © Ready For Approval ] EI [E X

[} OUT OF POCKET EXPENSES \

— Remember to save
Project m your Claim
is0 as 2 @

|EB““’ &v @&v ima W Bv =v @y

B Cards BB Table

21/08/2022 O.MEETING - MEETING COSTS gp
r

Colour coded tags for icebreaking exercise

AROUNT

4,50 ce=
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Example of Mileage Claim

em DOMESTIC TRAVEL m ® CliCk On the Car icon and

Purpose” | september mileage claim | I t 1 | t
Date From™ | 01/09/2021 | ‘ 00:00 ‘ g g y
Date To* | 30/09/2021 l ‘ 00:00 \
4 = N
Prajer - ]

e This will determine the
el mileage rate you will be
O % o (mv|® m M B Ay B pald

& M Bike - Bicycles @20p - Mileage

& M.nside - Cars @45p inside the Diocese (first 10,000 miles) - mileage

@ MMore10000 - Cars @25p (over 10,000 miles) - mileage ® YO u Wi | I be ta ke n to a n eW

& M.Motorbike - Motorcycles @24p - mileage

.
@ M Outside - Cars @30p outside the diocese (first 10,000 miles) - mileage WI n d OW to e n te r t rave |
@ M.Passenger - Cars passenger rate @5p - mileage d eta i | S
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Mileage claim screens (1)

@ M.INSIDE - MILEAGE - INSIDE THE DIOCESE (FIRST 10,000 MILES

Enter date of travel > View W G

TOWN OF \
Textt | PCC mesting St Aiphege Soiihul ‘ . o S [ Al
Type details of journe o e - )9
jec ] oido {
y p J y . 1 | 0id Oscott \,
Sroject reference ‘ ] : it
h I I . : W5 ) EE - Minworth| o
to help your line ol sl )
FOIM W [ - Ul e
ress From | 190 Corperation Street Birmingh Carporation Street Birmingham B4 600 ‘ P <G e ‘ e
j leshill
Mana ge ra p p rove AgaressTa [ churcn il Rosd, & Aghege, 897 380 A 9 Smethwick ik
eX e n s e _ CITY CENTRE DLI e En F“IBHQ'UY
p Ll s . ~tn—— _ n%
| d . . f Mile 1835 | 'Cinil\lnlun \AREGENE ~ | . ~ Marston Green [
S t t [ AMOUNT i : = m i
elect roun rl p I ——  cadbiry World R Bickenh Meriden B
B remgoranly close
eigtrehosel : ampton |
n e C e S S a ry ransportation Type A~ R 1 ? inArden Flnvs oraen Alle
f Shirley ~ Solitilh Berkswall
Rate 0450
Click here to search for P
Amount BI6 m 4 Kriowle Commen
an address R O/ i
o G_rq::mhmh s ' Hockiey Heath l N
Rowney Grean = Eacdl.d':'EIEV 2
Google e Keyhoant SRASHRL. | Mep daa S2022 | Teams of Use. | Reportamap smor

g - PO Save and return
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Mileage claim screens (2)

@ M.INSIDE - MILEAGE - INSIDE THE DIOCESE (FIRST 10,000 MILES

. ' WL L / 290 @y

NB: If the route given is v [ aions | G e

different from the one ot 01 e ' )

used, you can edit using s |

CUStO m ro Ute a n d/o r Adgies Fiom ‘ 190 Corporation Street Birmingh Carporation Strest Birmingham B4 6GD ‘ BE ¢ Dldh:wn,wf'd‘ . Stk Arley;

m a n u a I Iy a dj u St th e Address To ‘ Church Hill Road, St Alphege, B91 370 ‘ BE ¢ Smethwick !%h“Duka_ End

mileage here in the o = B

q u a ntity bOX \ - 'Ctu\lntnn HARBORNE

Remember to adjust for o 1 1100 et T

normal commute R : [

Select mode of transport - =

from drop down list ot 9.0 ke

Save and more icons BT ™y e e
Google Ay | Keybostd SREHEGE Mapdilt“@%ﬂ TermzofUse  Report = map smer

appear hover for more
info

€« > 08 - T *

Save and return to go
back to report screen
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Mileage claim screens (3)

@ MINSIDE - MILEAGE - INSIDE THE DIOCESE (FIRST 10,000 MILES

= (97 A Tue novaL

TOWN OF
Tott [ PCCmesting St Appege soihul | s colbritn S o
\ ey
If you have used a et 80 s, e Vo -/

1 A0 |7
Project refersnce |meln,mm[=ﬁed | 3 [ra0a1] :

. : : ~ | | :
different route use the oo OO o v 3

RRRRRRRRRRRRRRR

| | rarwich Shustoke Aty
¢ ) . Agidress Fram 190 Corporation Street Birmingh Corporation Street Bimingham B4 600 BE ¢ e
custom route’ option — i 2oieald )
Address To | Church Hill Rosd, St Alphege, 891 330 | = 9 ST |\ DukeEnd
— \ : Fillongley
to change (please add [ —— T TN
. Mile 1835 'Q'lenn HARBORNE [ Sl
reason for changing i L U Y g NS
h b £ miles | T it ol et
the number of miles in - D e o
th t t b b Shiley _ Sol il Berkswell
Rate 0450
e text box above) ; e e
Amount & fas] 4] Krowle cemmen
You can a | SO mahua | Iy VATGE N Norrecoverable it A "xﬂ" N\ Neioke mB"m’"E""’"
. . @?ﬂi’m GTB,!jn s — o~ / ‘.Hockl Heath
adjust the mileage e “m e P

= Baddesley
Rowney Grean. - Clinton
an  Keyboard shonclns | Mapdata 82022 | TermsofUse | Reports map emor

Google

here in the quantity

Eb Sawve and returm
box =

Save and return to go
back to reports screen
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NB:

Mileage claim screens (4)

@ MINSIDE - MILEAGE - INSIDE THE DIOCESE (FIRST 10,000 MILES

Date? 21/09/2002

Text* | PCC mesting St Aiphage Soiihul

et D

Project referance Z7.0000.0 - Unspecified

Remember to deduct

190 Corporation Street Birmingh Corporation Street Birmingham B4 600

Address To

the mileage for your i

Church Hil Road, S Alphege, B91 330

normal commute

(home to the Citadel)
from the mileage being

claimed on your = B
ex p e n S e S VAT rule MR - Non-recoverable input

ave and return

e — —
| iahaati ‘THE ROYAL
.ng iy T[l:JWN (’)“F
- SUTTO
COLDFIELD lnasbyny
Hurl
dnasbury m : - </
i . Oid oscott ] \
Minworth| [
West! | PERRY BARR L EROINCTON o G ’
Bromwich g one shustoke Arley
Oldbury
j oleshill
Smethwick )
- Duke End
ciTy o Fillongley
01GBETH -
g Marston Green m--— —m
Quinton HARBORNE -
" i Al o
if X En o
Cadbiiry World€) Meriden B8
BB cmporarily closed
=pr ampton | A
il ot In:Arden Flint's Grean
Shirley _ Soliil Berkswell
Rubery - Hollywood Balsall
fas| o Knowle Sominol
Arrowfield Wythall t Burton Green
T ' Dorridge
DF [aas] Earlswood - 2 A7)
Barnt Green iz |
i — Hockley Heath
A D SR e Honley. Kenilwor
Rowney Green = B%dﬁgl‘ey
Google imunen  Keybosrd Shoricits | Map data 2022 | Termsof Use | Report 2 map emor
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New Expense claim

sense Reports
W h e n yo u se | eCt E Preview [e Ready For Approval @ X

you will be taken back .

= 5 #1332 - DRAFT 2.
“ [ OUT OF POCKET EXPENSES
to the “My Expense
Purpase September Expense claim
Reports screen ey
21/09/2022
Project n
FOIEct e 200000 Umpeoied
Shows the new
. . EXPENSES  SUM
expense line on just 125 1125 > @
created
[el[a] & av ®#v = n BY =+ @~
B3 Cards B Table
21/08/2022 O.MEETING - MEETING COSTS iip
r
Colour coded tags for lcebreaker sessions
AMOUNT
4.50 cee
/0872022 MJINSIDE - MILEAGE - INSIDE THE DIOCESE {FIRST 10,00... &
r
PCC meeting 5t Alphege Solihull
AMOUNT
6.75 Gar

16




My Expense Reports

|
w ==+ - °* Hoverovertheicons at
— the top right hand corner
of the screen for a brief
 mmm description of the
and select as appropriate

@.‘.‘v & v & v B W B v = W Be v

nemeseems o« Remember to select

ol ready for approval when
TS you have added all of
your expenses

17



Ready For Approval

* You can recall an
expense claim if you
need to edit the e S
claim. e

xpense Reparts * O i

@ x
100 9 +
# DY APPROVAL £,

B OUT OF POCKET EXPENSES

Birmingham Diocesan Board Of Finance.
190 Corporation Street, Birmingham,
84600

Project

reference
Project: Unspecified (Z.0000.0)
e/1 Cost centre: Finance & Investments
{4 » 0GR
([ ] e e‘ e o ra = EXPENSES  SUM Out of pockst expenses 210912022
1125 1125 w A @ Supctiher Stpana
XGL
U.GEN - General
[ [ Exponses Sum
give a brie
Date  Addrass From - Address To Roundirip  Distance Rate Amount
2109/2022 190 Corporation Stres!. Birmingh Corporation Street Birmingham B4 600 18.00 0450 675
° 21/09/2022 OMEETING - MEETING COSTS ip - Chureh Hill Road, St Alphege, BS1 3R
v POC meeling StAlphege Soliuil
ex p a n a I 0 n a n Colour coded tags for Icebreaker sessions
AMOUNT Date  ExpensaType Text ‘Account VR ‘Amount
S0 2110012022 Mesting costs Colour coded tags for lcsbreaker sessions 8231 NRI %0

Taxlafo.
S a v e 21/09/2022 MUINSIDE - MILEAGE - INSIDE THE DICCESE (FIRST 10,00... @ Zeeo Level 0% (2): Base GBF 11.25
r

PCC meeting St Alphege Solihull

AMOUNT

* This will take you
back to the draft
version of the claim

18



My Receipts/ Expenses

s > = -~ |Jse this Option from the
\ O i | o ke my Home/Travel/Expenses
ke o S & -

4L B =6 ¥ idd  menu to collate items
! for your claim.
. * Items posted from the
N E El Xledger App are also

stored here until you
create a claim or
expense report.

o e NB- This does NOT
create an expense claim!

19




ly Receipts/Expenses

My Receipts/Expenses - Collating

WOR i T Chief

My Receipts/Expenses
& OLOFFICE - OFFICE SUPPLIES, STATIONERY Search n Search Criteria Y Roseect @ New
Epense Type™ | O.0ffice - Office Supplies, stationery
e @ 2010972022 D.OFFICE - OFFICE SUPPLIES, STATIONERY @
cio 5
» Flip Chart and markers for team away day
Epere Dkt srciecr serneiice ot iwocsae
e [ 200000 Unspecified 1399 537
reject D
23/09/2022
Project reference | 200000 - Unspecified

M.INSIDE - MILEAGE - INSIDE THE DIOCESE {FIRST 10,00.., &%

© AMOUNT

Team away day - St Mary's Convent Handsworth
» PROJECT REFERENCE AMOUNT  INVOICEABLE
Currency Amount | g9 x

Z.0000.0 - Unspecified  1.68 cze X

VATrule  NRI- Non-recoverable input

5 GLANALYSIS

23/09/2022

O.STAFFHOSP - COFFEE/SNACKS/CAFETERIA/FOOD FOI

Costcentre  Finance & Investments

Lunch for team away day

Project | Z0000 - Unspecified

PROIECT REFERENCE. AMQUNT INVOICEASLE

Z.0000.0 - Unspecified 1299 sz X
XL U.GEN - General

This list can be edited at a later date
1. Create new OR

2. Select from list Ready for import into your
3. Complete as necessary Expense Report

20




My Expense Report

Follow Slides 3 to 6 to start a new el 2
. vl starns ||| ST | ] 38
expense claim/report =]
[E OUT OF POCKET EXPENSES m
Purpose ‘ September Expense Claim - IMPORTING EXAMPLE |
* The items saved in My
Receipts/Expenses are now =
avai|ab|e for importing i s irett s aal i
e o)ajav av &+ m n BY =+ m~

©

* Select to Import Expense/Receipt
in the lower left hand corner of
the new window, select “Import All
3” (depending on how many are stored)

21




Importing Expense Items

4 IMPORT EXPENSE/RECEIPT

 Collapse All
Expense Type =

[ M.nside - Mileage - inside the
Diocese {first 10,000 miles

[J O.0ffice - Office Supplies,
stationery

[ OStaffhasp -
Coffee/Snacks/Cafeteria/Food for
staff

FLIP CHART AND MARKERS FOR TEAM AWAY DAY
& 20/09/2022

PROJECT REFERENCE AMOUNT INWOICEABLE

Z.0000.0 - Unspecified 13.99 gze X

TEAM AWAY DAY - ST MARY'S CONVENT HANDSWORTH
23/00/2022

PROJECT REFERENCE AMOUNT INVOICEABLE

Z.0000.0 - Unspecified 1.68 gz X

LUNCH FCR TEAM AWAY DAY
23/09/2022

PROJECT REFERENCE AMOUNT INVCHCEABLE

Z.0000.0 - Unspecified 1299 gz X

“~" Birmingham Di

v Chief Accountant |

v




lpense Reports

Importing Expense Items o (o | K 0] -

B QUT OF POCKET EXPENSES

YO u Ca n n OW Save yo u r Purpase September Expense Claim - IMPORTING EXAMPLE

claim for editing later @

Project reference Z.0000.0 - Unspecified

EXPEMSES  SUM

OR 2866  28.66 - & &

O

#vy &v & v a4 By T v fAv

B Cards 8 Table

Set to Ready for Approval s s s

Flip Chart and markers for team away day

(see slides 16 to 17 ) ol

23/09/2022 M.INSIDE - MILEAGE - INSIDE THE DIOCESE (FIRST 10.00... @
r

Team away day - St Mary's Convent Handsworth

AMOUNT

1.68 ser

23/09/2022 O.STAFFHOSP - COFFEE/SNACKS/CAFETERIA/FOOD FOR... W9

o
Lunch for team away day
AMOUNT

23



ATTACHING RECEIPTS

Remember to attach receipts
for items purchased ejther
from the main expense report
screen

MUNSIDE - MILEAGE - INSIDE THE DIOCESE (FIRST 10.00.. 6%
v

O R p O.STAFFHOSP - COFFEE/SNACKS/CAFETERIA/FOOD FOR STAFF
Receipts
. ﬁ 23/0%/2022
Expand relevant line and
Text® Lunch for team away day
upload here .
Project reference | 700000 - Unspecified
H AMOUNT
Currency Amount 12,98 GEP
VAT rule NRI - Non-recoverable input




Locating Your Expense Claims

If you have saved your
claim and want to
continue editing:

#818 - SEPTEMBER MILEAGE CLAIM
0000000000
G O to h O m e m e n PREVIEW  PROJECT REFERENCE AMOUNT
u ] 7.0000.0 - Unspecified  16.40 azp ©
&

Home > Travel/Expenses (New) > My Expense Reports (New)

Refer to slides 3 to 5 for
more details

25




My Expense Reports

This is a list of expense
claims at different stages of

vy Expense Reports (New) Demo | W W &S

‘ P earch n Search Criteria Y ©OnNewv
the process.
—— — 0 You can:
N —— : :
B o e B * View previously
approved/paid claims
o e e

Recall expense claims
ready for approval to add
to or edit claim, click| 2]

Continue working on
draft expense claims

e Filter via Search criteria
26




Edit a Draft Expense Claim

To edit a draft claim, click on the
grey tab to open

- My Expense Reports (New) pemo 17 @ ¢

Search n Search Criteria v Y OnNeww

YOl.J can prexiss your gxpense/l, 700000 Unspectied 3748 s
claim by clicking on this icon

If your claim is complete, click[e]
to submit to your line manager
for approval

27




An Example of Draft Expense Claim with many line items

My Expense Reports (New)

e Ready For Approval PG Save and return @ x

B 3748 LU L - |

O & (& ~||®d~v | & =l Bv Fv | B~

30/09/2021 M.INSIDE - CARS @45P INSIDE THE DIGCESE (_FMT ‘IID,:.. n
v
PCC meeting St Alphege Solihull )
Cont
11.25 cee
27/03/2021 TRARKING - PARKING B
¥V
30/09/2021 ‘O.POST - POSTAGE W8 J i ?
v Parking All Saints Kings Heath
Stamps AMOUNT
AMOUNT
1.10 cae 2.00 gz
27/09/2021 TPARKING - PARKING B : = = e
4 30/09/2021 (O.COURSE - CONFERENCES, SEMINARS, COURSES, ETC. £
Parking All Saints Kings Heath F
AMOUNT e Postage of training manuals
EABEAT: AMDUNT i
3.23 e =3
30/09/2021 O.COURSE - CONFERENCES, SEMINARS, COURSES, ETC. £;|
v
Postage of training manuals =
AMOUNT i 04/10/2021 TTRAIN - PUBLIC TRANSPORT - TRAIN FARES &
3.23 eep = [ 4
Diocese of Peterborough Peer review
AMOUNT

16.90 cee .
28



Points to note

* Please submit expense claims by the 18t of
the month

 Payment will be made on last working day of
the month

* Expenses should be claimed within 3 months
of incurring the cost
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Finance Team Contacts

* |f you have any problems completing your
expense claim, please contact one of the
following:

* Sue Taylor — SueT@cofebirmingham.com

 Pat Allen — PatriciaA@cofebirmingham.com

 Sonia Hudson — SoniaH@cofebirmingham.com
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