
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Self Service Payment Claims 



 

 

 

 

 

1. Click "Add"   

2. Click "Next" 



 

 

 

 

 

 

 

 

 

3. Put current date in here. 

4. Click spy glass and screen below 

will appear. 

5.  Click "Go" 

6. Click "Quick Select" if details are 

correct 



 

 

 

7. Type in Reason for work 

"Personal Mobile Phone 

Calls" 

8. Click Spy Glass and this pop up 

will appear. "Click Go" then list will 

appear. 

9. Click "Quick 

Select"  



 

 

 

 

 

 

10. Enter cash amount 

(cost of personal calls 

excluding VAT) 
11. Click "Apply" 



 

 

 

 

 

 

 

 

 

 

12. Click "Add" again to enter 

the VAT amount. Then Click 

"Next".  (REPEAT STEPS 1-6) 

INSTEAD OF PUTTING IN 

PERSONAL MOBILE CALLS IN 

STEP 7 PUT  "VAT for 

Personal mobile calls" 



 

 

 

 

 

 

 

 

13. Click Spy Glass and this pop up 

will appear. "Click Go" then list will 

appear. 

14. Click "Quick 

Select"  



 

 

 

 

 

 

 

 

 

 

 

15. Enter cash amount 

(cost of VAT) 

16. Click "Apply" 



 

 

 

 

 

 

 

 

 

 

17. Check amounts are correct if so 

then,  Click "Next". 



 

 

 

 

 

18. Check all details are correct 

then Click "Submit" 


