Oracle Expenses

Entering a Vehicle

1. LogintoOracle and clickon LCC Employee Expenses
Note: Managers canaddvehicles/enter claims on anemployee's behalfby using the LCC Manager Expenses or LCC
Administrator Expenses responsibilities

BT Lancashire Services  E-Business Suite

Enterprise Search | Al v![ [s=] Search Results Display Preference | Standard v

Oracle Applications Home Page

Note: For all your notifications, including the Saved For Later transactions, dlick on the Full List button then choose All
Notifications from the View drop-down list 1
Full List

Switch User
from Type Subject Sent Due

There are no notfications in this view.
«TIP Yacation Rules - Redirect or auto-respond to notifications.
“TIP Worklis 55 - Specify which users can view and act upon your notifications.

3 L Manager Expences

2. Select Maintain Vehicle Details
Note: If using LCCManager Expenses or LCC Administrator Expenses, you willneed to select the relevant employee from

the hierarchyafterselectingthis option

BT Lancashire Services  E-Business Suite - H

Enterprise Search | All W I
Oracle Applicati Home Page
Main Menu

3 1cc Administrator Expenses
[=]i]

= Enter Mileage/Expense Clim
3 1cc Employse Seft-Service

3 1cc Employee Seff-Service (P60 and
P11D
Diec Manager Expenses




3. Clickon Add Private Vehicle

Note:To update anexistingvehide—e.g. the insurance expirydate, click onthe update icon ratherthan Add Private
Vehicle

BT Lancashire Services  LCC Employee Expenses

n Navigator ¥ L

My Vehicles
Employee Name Organization En
Employee Number Bus
Add te Vehicle
Expand All | Collapse All
@
Focus Registration Number Vehicle Type Make/Model Year Engine Capacity Insurance Expiry Date Approval Status Users Update
=l My Vehicles

Company
< = Private
Car Ford/Focus 1560 22-Apr-2015 Approved s

¥ TIP You wil need to show your driving licence (both parts), your original V5 vehicle registration document and your vehicle insurance certfficate to your caim authorser (or a person nominated by
them) as proof that you have the necessary business cover

4, Enterthe vehicle detailsand click Continue

Note: All fields marked with an * are mandatoryand must be completed before a ve hicle canbe submitted.

BT Lancashire Services  LCC Employee Expenses

Add Private Vehicle
[ Cancel| [ Sawve For Later ] [ Back ] Continue ]
Employee Name Crganization Email Address
Employee Mumber Business Group
_ Vehicle Details
* Yehicle Start Date  |01-Oct-2014 =] * Registration Number iPEES HIQ
13t oF the month when vehicle iz Frst used To make a
journey. &g, claim for sep 2012 - 01-3ep-2012
* Make |Ford * Mode! !Fucus
vehicke Type [Car ¥ FoelType [Pevol
IF diesel vehicle i after January 2006, plasse select Diesel -
Euro IV compliant’
* Engine Capacity 1200 [ * Manufactre Year | 2000
(Example: 10CC)
* Initial Registration Date [10-un2005 (&
To be found on VS document =Log Book
Default Vehicle | ves ¥ Share With Other Employess [N ¥
* Insurance Expiration Date  [29-Oct-2015 & E;::r::::\:d; i‘:i':t‘.::':"" il 1)
Share Across Assignment  Yes
| cancel | Save For Later | | Back ] I Continue Ii

Note:You canclickon the speech bubbleiconfora Tip. Thetipwillopeninanew window.

e Tip - Windows Internet Explorer [=I[E3
E:' ip =

Cylinder capacity on your V5C. Numbers only, e.g. 998

q )
|L|:|ng Tll:l| Done S Local intranet 45 - ®i0% -




5. Reviewthe details entered then click Submit

BT Lancashire Services ~ LCC Employee Expenses

1 Navigator + - Favorites

Maintain Vehicle Details: Review

Employee Name Organization Email A
Employee Number Business Group
Review your changes and, if applicable, attach supporting documents.
@ Indicates Changed Items.

Vehicle Details

Proposed
Effective Start Date 01-Oct-2014
Registration Number PESS H1Q
Make ford
Model Focus
Vehide Type Car
Fuel Type Petrol
Engine Capacity 1200
Make/Model Year 2000
Initial Registration Date 2005-06-10

Other Details

Default Vehicle No
Insurance Expiration Date 2015-10-29
Share With Other Employee No
Share Across Assignment Yes

- Comments to Approver

Cancel | | Printable Page | | Save For Later ‘ | Back | Submit |

Once submitted, the vehicle details willbe sent for managerapproval. If vehicle details are

submitted viathe LCC Manager Expenses or LCC Administrator Expenses responsibilities they will
automatically be approved.

Enteringa Mileage/Expense Claim

1. LogintoOracle and clickon LCC Employee Expenses

BT Lancashire Services  E-Business Suite

B Favorttes v

Enterprise Search | All [ [s=] Search Results Display Preference | Standard ~

Oracle Applications Home Page

Note: For all your notifications, induding the Saved For Later transactions, dlick on the Full List button then choose All
Notifications from the View drop-down list
Full List |

Switch User
From Type Subject Sent Due
There are no notfications in this view.
*TIP Yacation 5 - Redirect or auto-respond to notifications.
+TIP Worklist Access - Speafy which users can view and act upon your notifications.

= LJLCC Manager B>

LCL MOn0es




2. SelectEnter Mileage/Expense Claim
Note: If using LCC Manager Expenses or LCCAdministrator Expenses, you willneed to select the relevant e mployee

from the hierarchyafterselecting thisoption

BT Lancashire Services

E-Business Suite - H

Enterprise Search | All VI

Home Page

Oracle Appli

Main Menu

LCC Employee Seff-Service
3 1cc Employee Seff-Service (P60 and

P11D)
Diec Manager Expenses

Personalize

3 1cc Administrator Expenses
ElmTs Employee Expenses

3. Clickon Add underOnline Claims—Expenses or Online Claims—Mileage dependingonthe

BT Lancashire Services

type of claim
Note: Publictransport claims will need to be entered under Online Claims —Expensesratherthan as mileage.

LCC Employee Expenses
n Navigator v B Favorites v Home Logout Preferences Help

Next |

_Cance!.l [ save For Later ‘ | Back !

Enter Mileage/Expense Claim: Extra Information

Employee Number

¥ TIP The deadline for claims to be paid on 31/10/2014 is 14/10/2014
Employee Name
Click Update or Add to make changes to the sections below. Click Next to continue this action, click Back to return to the previous page, dick Cancel to cancel this action, or dick Save for Later to finish this action later.

Date Expense Do you have a VAT Amount for which you have a VAT
Select Status Worked Paosition Type Details Amount receipt? receipt Updated
No results
found.
Add
Select Status Date Worked Position Vehicle Journey Type Reason for Journey  Route Details Miles No of Passengers Updated

No results found.
“TIP You will not be able to choose a vehicle if it does not have valid insurance for the claim date. Update this using 'Maintain Vehicle Details’.
ﬁnce! | [ save For Later 1 Bad;& ‘ E



4. Enterthe claimdetailsandclick Apply
Note:The form will differ slightly de pending on whether Online Claims —Expensesor Online Claims — Mileage has been

selected. Allfields marked withan * are mandatoryand must be completed before clicking Apply

BT Lancashire Services

LCC Employee Expenses

B2 Fauonites

N Navigator v

Online Claims - Expenses

Employee Name

Employee Number

Enter any changes below. Click Apply to continue this action, dick Cancel to cancel this action and return to the previous page.

* Date Worked

= Position

* Expense Type

* Details

= Amount

* Do you have a VAT receipt?

Amount for which you have a VAT receipt

BT Lancashire Services

LCC Employee Expenses

17-0c-2004 @

S9060100CAS1 | Casual| w

Public transport expenses (Business) ~
[Mee:mg in Preston

10.50

Ho

.

| Cancel | [ Apply |

Home Logout Pre

Online Claims - Mileage

Employee Name

| cancel | | Aoy |

Employee Number

Enter any changes below. Click Apply to continue this action, dlick Cancel to cancel this action and return to the previous page.

= Date Worked

* Position

* Vehicle

* Journey Type

* Reason for Journey
* Route Details

* Miles

No of Passengers
Updated

[17-0a-2004 @
S9060100CAS1 |Casual|
Vauxhall Corsa

~

Business

[Mesting in Preston

|Home to County Hall - via M6
15

_Cancel | | Apply |

5. Allclaimsthatare waitingto be submitted will show underthe relevant section with the

status New. Once all claims have been entered, click Next
Note:if you needto enter more claims and don't want to submit forapproval at this point, you can use the Save For Later

optionto return to the claims at a later stage.

BT Lancashire Services

LCC Employee Expenses

Seethe SavingFor Later section below

Enter Mileage/Expense Claim: Extra Information

“TIP The deadline for claims to be paid on 31/10/2014 is 14/10/2014
Employee Name

cance] | | Save For Later | | Back | | mext

Employee Numbaer

Click Update or Add to make changes to the sactions below. Click Next to continue this action, click Back to return to the previous page, click Cancel to cancel this action, or dick Save for Later to finish this action later,

~ Onfine Claims — Expenses

Select Object: | Delete | | update | | [ Ada |

Date
Select Status Worked Position

Amount for which
Do you have a  you have a VAT

Expense Type Details Amount VAT receipt?  receipt Updated
® m 17-0ct-2014 S9060100CAS1 | Casual| Public transport expenses (Business) Meeting in Freston 10.50  No
Journey Reason for o of
Type Joumney Route Details Miles Passengers Updated

Business Meeting in Preston Home to County Hall - via M6 15

Cam:e|: Save For Later | n.;q;|




6. Reviewthe claimdetailsthen click Submit

BT Lancashire Services ~ LCC Employee Expenses

n Navigator v B Favorites v Home Logout Preferen

Enter Mileage/Expense Claim: Review

| Cancel | | Printable Page ‘ ‘ Save For Later | | Back | I Submit I

By clicking submit, you are certifying that all claims submitted adhere to your terms and conditions of employment
Review your changes and, if applicable, attach supporting documents.
@ Indicates Changed Items.

Extra Information Type

Online Claims — Expenses

Proposed
Date Worked 17-Oct-2014
Position 59060100CAS1 | Casual|
Expense Type Public transport expenses (Business)
Details Meeting in Preston
Amount 10.50
Do you have a VAT receipt? No

Online Claims — Mileage

Proj

Date Worked 17-Oct-2014

Position S9060100CAS1 | Casual|

Vehicle Vauxhall Corsa Life CDTI - SY08V0J]
Journey Type Business

Reason for Journey Meeting in Preston
Route Details Home to County Hall - via M6
Miles 15

Once submitted, the claims willbe sentformanagerapproval. If claimsare submitted viathe LCC
Manager Expenses or LCC Administrator Expenses responsibilities they will automatically be
approved.

Saving For Later

1. Oncetheinitial claimshave beenentered, click Save For Later.

BT Lancashire Services  LCIC Employee Expenses

e Logout

Enter F.lilcesc.lfxpensc Claim: Extra Information

cancel | |_SaveforLater] | Back | | mext

¥ TIP The deadline for claims to be paid an 31/10/2014 is 14/10/2014

Employee Name Employee Number
Click Update or Add to maka changes to the sections below. Click Neat to continue this action, click Back to return to the previous page, click Cancel to cancel this action, or dick Save for Later to finish this action later.
 Onfine Claims — d
Select Object: | Delete | | update | | | Add |
Amount for which
Date Do you have a you have a VAT
Select Status Worked Position Expense Type Details Amount VAT receipt?  receipt Updated
@ MNew 17-0ct-2014 S0060100CAS!|Casual| Public transport expenses (Business) Meeting in Praston 10.50  No
 Online Claims — Milkeage
Select Object: | Delete | | update | | | Add |
Date Journey Reason for Mo of
Select Status Worked  Position Vehicle Type Journey Route Details Miles Passengers Updated
@ MNew 17-0ct-2014 S9060100CAS1 | Casual| Vawdall Corsa Business Meating in Preston Homa to County Hall - via M615

“TIP You will not be able to choose 3 vehicle if it does not have valid insurance for the claim date, Update this using "Maintain Viehicle Detais’,

cance] | | Save For Later | | Back | | mext |




2. You will getthe below confirmation message. Click OK to returnto the home page.

BT Lancashire Services  LCC Employee Expenses

M Navigator ¥ B2 Favorites ¥ Home Logout Preferences

[Z% confirmation
Your changes have been saved for later.

Home Logout Preferences

Copyright {c) 2006, Oracle. All rights resarved

3. There will be anotificationinyour Worklist confirming thatthe Payment Claimis saved for
later

Oracle Applications Home Page

| Personalize | pgte: For all your notifications, including the Saved For Later transactions, click on the Full List button then
3 3 Lcc employee Expenses choose All Notifications from the View drop-down list .
[Expense Claim | Switch User |
From Type hiec] Sent Due
(P60 and F11D) HR Save For Later P C ter 10-Dec-2014
~TIP Vacation Rules - Redirect of auto-respond to notiicabions.
» TIP Workist Access - Specfy which users can view and act upon your notifications.

-/ LEC Emplayee

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

Oracle Applications Home Page >

(i) Information
This notification has been closed and did not require a response.

Payment Claims is saved for later

From
To
Sent 05-Dec-2014 08:23:00
Closed 05-Dec-2014 08:24:00
ID 37507393
Responder

Continue this saved for later action using the links below.

J Update Action

[Z] Delete Action

Return to Worklist




5. Thiswill take youto the Enter Mileage/Expense Claim: ExtraInformation page. Any claims
that have been saved will be listed as New claims.

Click Add to enter more claims or Nextto go to the review page before sendingthem for
approval.

BT Lancashire Services  LCC Employee Expenses

ogout Preferences Help
Enter Mileage/Expense Claim: Extra Information

| [ Back | Luext]
Employee Numbaer

Click Update or Add to make changes to the sactions below. Click Next to continue this action, click Back to return to the prévious page, click Cancel to cancel this action, or dick Save for Later to finish this action later.

Cance] | Save For Later
*TIP The deadline for claims to be paid on 31/10/2014 is 14/10/2014
Employes Narme

Select Object: | Delete | | Update | |

Amount for which

Date Do you have a  you have a VAT
Select Status Worked Position

Expense Type Details Amount VAT receipt?  receipt updated
& MNew 17-0-2014 S9060100CAS1|Casual| Public transport expenses (Business) Meeting in Preston 10.50  No
Select Object: | Delete | | update | |
Date Journey Reason for o of
Select Status Worked  Position Vehicle

Type Journey Route Details Miles Passengers Updated
Busingss Maeeting in Preston Home to County Hall - via M6 15
 TIP You will not be able to choose a vehide if it does not have valid insurance for the claim date. Update this using *Maintain Vehicke Details’.

@  Mew 17-0c1-2014 S9060100CAST | Casual| Vawdall Corsa

Cance] | | Save For Later | | Back | | mext |

6. Ifthe PaymentClaimissavedforlaternotification has previously been opened,itwill no

longerappearinthe worklist. Inthis case, youwill needtoclick on the Full List option.

Oracle Applications Home Page

Haln Heau, Workiist
Note: For all your notifications, including the Saved For Later transactions, click on the Full List button then
1= cc employee Bxpenses choose All Notifications from the View drop-down list -
|:'| Maintain Vehicle Details
|_:| Enter Mileage/Expense Claim
® O Employee Self-Service From

Type Subject Sent Due
E2 Yol Employee Self-Service (P60 and P11D)

There are no notifications in this view.
« TIP Vacation Rules - Redirect or auto-respond to notifications.
“ TIP Worklist Access - Specify which users can view and act upon your notifications.

7. Changethe View drop down boxto All Notifications. Click Go.

BT Lancashire Services = E-Business Suite

N Navigator ¥ B Favorites ¥ Home Logout Pref
Oracle Applications Home Page >

Worklist for
Worklist

View

m All Notifications
FYT Notifications

Seled| \ gtiications From Me

Open Notifications 5 in this view.

“TIRTo Do Notifications or auto-respond to notifications.

Y TIP Worklist Access - Specify which users can view and act upon your notfications.

Type Subject Sent

Home Logout Preferences Help




8. Allnotifications will appearinthe list. Youcan double click on any of the fieldstoreorder
the notifications as needed.

Selectthe relevant claim by clicking on the link.

BT Lancashire Services  E-Business Suite

N Nawgator ¥ B Faunites ™

Home Logout Preferences Heip

Oracle Appiications Home Page > Workdst for

Worklist

View | Al Notfications v | 6o ]

Select Notifications: | Open | | Reassign | | Close | | | switch user |

Select Al | Select None

Select From Type Subject 'Sent - Due 'Status
O HR Save For Later [Payment Ck 09-Dec-2014 Closed
O HR Save For Later  Paymer 09-Dec-2014 Closed

9. SelectUpdate Action

Oracle Applications Home Page >

(@) Information
This notification has been closed and did not require a response.

Payment Claims is saved for later

From
To
Sent 05-Dec-2014 08:23:00
Closed 05-Dec-2014 08:24:00
ID 37507393
Responder

Continue this saved for later action using the links below.

o]

[Z) Delete Action

Return to Worklist




10. Thiswill take youto 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 Nextto go to the review page before sendingthem for
approval.

hire Services  LCC Employee Expenses

Enter Mileage/Expense Claim: Extra Information

Cancel | [ Save for Later | | Back | | mext]

¥ TIP The deadline for claims to be paid on 31/10/2014 is 14/10/2014
Employee Name Employee Number
Click Update or Add to make changes to the sections below. Click Next to continue this action, click Back to return to the previous page, click Cancel to cancal this action, or dick Save for Later to finich this action later.

~ Onfine Claims ~ Expenses

Select object: | Detete | | update | | [Caad]
Amount for which

Date Do have a you have a VAT
Select Status Worked Position Expense Type Details Amount VAT receipt?  receipt Updated
& Hew 17-0ct-2004  59060100CAS1 | Casual | Public transport expenses (Business) Meeting in Freston 10.50 o
seect object: | oeete | [ vpaate | | 2]
Date Journey Reason for Mo of
Select Status Worked  Position Vehicle Type  Journey Route Details Miles Passengers Updated
@ New 17-Oct-2014 S9060100CAS1 | Casual| Vawdhall Corsa Business Meeting in Preston Home to County Hall - via M6 15

*TIP You will not be able to choose a vehicle if it does not have valid insurance for the claim date. Update this using "Maintain Vehicle Details’,

cancel | | save For Later | | Back | | mext |




