
E-Expenses 
Walkthrough 



On the 7th of 

each month, a 

claims report 

will be sent 

out. 

MEM will 

check and 

approve 

claims 

The PGMC 

will check 

claims and 

receipts 

 

1. Update the 

estimated 

amount with 

the claim 

amount 

2. Upload 

receipts and 

proof of 

course 

attendance 

to intrepid  

3. Place your 

claim on 

Employee 

Online 

 

Study Leave 
Claiming Expenses 

Update Claim 

Amount 
PGMC 

Medical Education 

Manager 
Payroll 



Logging in 
Walkthrough 



1. If you are on an NHS 

Computer… 
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Logging in - Walkthrough 



2. Enter your credentials into the 

home page 
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Logging in - Walkthrough 



Making a Claim 
Walkthrough 
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1. Click ‘Expenses’ 

Claiming - Walkthrough 



2. Click “New Claim” 

Applying - Walkthrough 
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3. Enter claim details in “Claim Description” (e.g. 

Study Leave claim for 25th September 2019) 

 

Applying - Walkthrough 
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4. Select Approving Unit, please select either 

TBD PGMC or  TBD PGMC (EPS) 

 

Applying - Walkthrough 
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5. Enter any additional notes for the claim  

6. Click “Create” 

Applying - Walkthrough 
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7. Click “New Expense” 

Applying - Walkthrough 
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Course Fees 

8. Select “Supplementary” Tab 

9. Click “New Expense” 

Applying - Walkthrough 
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10. Enter a Description (Name if Course) 

Applying - Walkthrough 
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11. Select “Expense Type” from drop down list. 

Applying - Walkthrough 
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12. Select the Date you incurred the expense  

13. Enter the amount of this specific expense.  

14. Upload the receipt (Receipts can only be 
uploaded in one of the following formats: .PNG, 

.GIF, .TIF, .JPEG) 

15. When you have all the information needed 

click “Save” 

Applying - Walkthrough 
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Travel Expenses – excluding Mileage 

Please note you have to enter the details for 

each one way journey, not the entire return 

journey.  

15. Select “Travel” Tab 

16. Click “New Expense” 

Applying - Walkthrough 
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17. Select “Expense Type” from drop down list. 

Applying - Walkthrough 
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18. Select the Date you incurred the expense  

19. Enter the amount of this specific expense.  

20. Upload the receipt (Receipts can only be 
uploaded in one of the following formats: .PNG, 

.GIF, .TIF, .JPEG) 

21. When you have all the information needed 

click “Save” 

Applying - Walkthrough 
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Subsistence Expenses – Including Hotels 

22. Select “Subsistance” Tab 

23. Click “New Expense” 

Applying - Walkthrough 

23 

22 



24. Select “Expense Type” from drop down list. 

Applying - Walkthrough 
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25. Select the Date you incurred the expense  

26. Enter the amount of this specific expense 

(either total claim amount or Daily Rate).  

27. Upload the receipt (Receipts can only be 
uploaded in one of the following formats: .PNG, 

.GIF, .TIF, .JPEG) 

28. When you have all the information needed 

click “Save” 

Applying - Walkthrough 
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Mileage Expenses  

You will need to add details of your Vehicle 

before you do your mileage claim, you only need 

to do this part ONCE, If you use a different car 

you will need to add that. 

  

29. Click Vehicle Info 

Applying - Walkthrough 
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30. Click “Add” 

Applying - Walkthrough 
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31. Enter Details of your Vehicle and your 

Assignment  

32. Tick the declaration Box 

33. Click Submit 

Applying - Walkthrough 
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Mileage Expenses  

34. Select “Mileage” Tab 

35. Click “New Expense” 

Applying - Walkthrough 
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36. Select “Expense Type” from drop down list. 

37. Select Date you travelled 

38. Select your car under the Using drop down 

list 

Applying - Walkthrough 
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39. Fill in the details of your journey  

40. Save 

Applying - Walkthrough 
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Submitting the Claim  

Once all details of your claim have been entered  

41. Click Submit 

Applying - Walkthrough 
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42. Click Accept 

Applying - Walkthrough 
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Approved expense claims are authorised through 

Employee Online on a monthly basis 

 Payments are shown on your payslip 
 

 

 

 



FAQ’s 
Q.  When will I see the money in my account? 

A.  Expenses are sent to SBS on the 7th of each month – you should see 

 the reimbursement in the following pay cheque 

 

Q.  What documentation do I need to add to my application? 

A.  Receipt for EACH expense as well as a certificate of attendance if 

 applicable 

 

Q.  I think I have done everything, is there anything else I need to do? 

A.  Have you added your ‘Claim Amount’ to existing expenses? If you 

 have trouble with this please email esth.intrepid@nhs.net for further 

 assistance. 

 

Q.  Can I receive reimbursement for Exam expenses? 

A.  Unfortunately it’s the deanery’s policy that we don’t pay for exams. 

 We can however pay for any courses leading up to the exam 

mailto:esth.intrepid@nhs.net


Queries 
esth.intrepid@nhs.net 


