
Oracle Expenses 

 

Entering  a Vehicle 

 

1. Log into Oracle and click on LCC Employee Expenses 
Note: Managers can add vehicles/enter claims on an employee's behalf by using the LCC Manager Expenses or LCC 
Administrator Expenses responsibilities 

 

 

2. Select Maintain Vehicle Details 
Note: If using LCC Manager Expenses or LCC Administrator Expenses, you will need to select the relevant employee from 
the hierarchy after selecting this option 

 

 

 

 

 

 

 



3. Click on Add Private Vehicle 
Note: To update an existing vehicle – e.g. the insurance expiry date, click on the update icon rather than Add Private 
Vehicle 

 

 

4. Enter the vehicle details and click Continue 
Note: Al l fields marked with an * are mandatory and must be completed before a vehicle can be submitted. 

 

Note: You can cl ick on the speech bubble icon for a  Tip.  The tip will open in a new window. 

       

 

 

 

  



 

5. Review the details entered then click Submit 

 

Once submitted, the vehicle details will be sent for manager approval.  If vehicle details are 
submitted via the LCC Manager Expenses or LCC Administrator Expenses responsibilities they will 
automatically be approved. 

 

Entering a Mileage/Expense Claim 

 

1. Log into Oracle and click on LCC Employee Expenses 

 



2. Select Enter Mileage/Expense Claim 
Note: If using LCC Manager Expenses or LCC Administrator Expenses, you will need to select the relevant employee 
from the hierarchy after selecting this option 

 

 

3. Click on Add under Online Claims – Expenses or Online Claims – Mileage depending on the 
type of claim 

Note: Public transport claims will need to be entered under Online Claims – Expenses rather than as mileage. 

 

  



4. Enter the claim details and click Apply 
Note: The form will differ s lightly depending on whether Online Claims – Expenses or Online Claims – Mi leage has been 
selected.  Al l fields marked with an * are mandatory and must be completed before clicking Apply 

 

 

 

5. All claims that are waiting to be submitted will show under the relevant section with the 
status New.  Once all claims have been entered, click Next 

Note: i f you need to enter more claims and don't want to submit for approval at this point, you can use the Save For Later 
option to return to the claims at a later s tage.  See the Saving For Later section below 

 



6. Review the claim details then click Submit 

 

Once submitted, the claims will be sent for manager approval.  If claims are submitted via the LCC 
Manager Expenses or LCC Administrator Expenses responsibilities they will automatically be 
approved. 

 

Saving For Later 

1. Once the initial claims have been entered, click Save For Later. 
 

 

 

 

 



2. You will get the below confirmation message.  Click OK to return to the home page. 
 

 

 
 

3. There will be a notification in your Worklist confirming that the Payment Claim is saved for 
later 
 

 

 

4. To update or submit the claim, click on the Payment Claim is saved for later notification and 
click Update Action.   
Please Note:  You will not be able to update your saved for later action either from the 
email notification received or from the All Actions Awaiting Your Attention menu as this 
relates to Self-Service responsibilities not Expenses. 
 

 



5. This will take you to the Enter Mileage/Expense Claim: Extra Information page.  Any claims 
that have been saved will be listed as New claims.   
 
Click Add to enter more claims or Next to go to the review page before sending them for 
approval. 
 

 

6. If the Payment Claim is saved for later notification has previously been opened, it will no 
longer appear in the worklist.  In this case, you will need to click on the Full List option.  

 

 

7.  Change the View drop down box to All Notifications.  Click Go. 

 

 



8. All notifications will appear in the list.  You can double click on any of the fields to reorder 
the notifications as needed. 
 
Select the relevant claim by clicking on the link. 

 

 

 

9. Select Update Action 
 

 

 

 

 

 

 

 

 



 

10. This will take you to the Enter Mileage/Expense Claim: Extra Information page.  Any claims 
that have been saved will be listed as New claims.   
 
Click Add to enter more claims or Next to go to the review page before sending them for 
approval. 
 

 


