
 

Page 1 of 8 
 

TRANSFORMING OUR PROFESSIONAL SERVICES TRANSFORMING OUR PROFESSIONAL SERVICES 

 

 

 

 

 

Finance Transformer 
 

Digital Staff Expenses 
 

General Expense Claim Guide 
 
 
 

  



/finance/node/287
/finance/sites/finance/files/creating_receipt_images_-_one_drive_for_business_guide.pdf
http://www.ucl.ac.uk/myfinance
/isd/services/get-connected/remote-working-services/ucl-virtual-private-network-vpn
/isd/services/get-connected/remote-working-services/ucl-virtual-private-network-vpn
/isd/services/computers/remote-access/desktopucl-anywhere


Page 3 of 8 
 

4. The Expenses Home screen is displayed.  This screen is the starting point for all iExpenses-related tasks.

https://ebsappxlv-liv.adcom.ucl.ac.uk:4444/UCL_UPK/index.html?Guid=bc37ff25-a3bd-4920-888d-77c6a8f55ffe
https://ebsappxlv-liv.adcom.ucl.ac.uk:4444/UCL_UPK/index.html?Guid=e1996d92-94f6-4f0f-b948-6ad185023170
https://ebsappxlv-liv.adcom.ucl.ac.uk:4444/UCL_UPK/index.html?Guid=e1996d92-94f6-4f0f-b948-6ad185023170


https://ebsappxlv-liv.adcom.ucl.ac.uk:4444/UCL_UPK/index.html?Guid=12570a03-0a6d-4f16-a443-6f374726149a
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12. This returns to the Claim Lines screen.  The reimbursable amount following currency conversion (if applicable) 
will be displayed.  Click Next: 

 

 
 
 
13. From the Accounting screen, enter the Project, Task and Award to be charged.  Or use favourite project 

code(s) set up under preferences using My Allocations.  To set up and use favourite code(s), see guidance at 
Setting up Favourite Projects in iExpenses and Using Favourite Projects in iExpenses.  Click Next. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://ebsappxlv-liv.adcom.ucl.ac.uk:4444/UCL_UPK/index.html?Guid=bc37ff25-a3bd-4920-888d-77c6a8f55ffe
https://ebsappxlv-liv.adcom.ucl.ac.uk:4444/UCL_UPK/index.html?Guid=1d452a15-2978-47b1-b13e-d2f9ba0d8bc7
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14. Review the claim submission instructions relating to general expense claims: 
 

 
 
 

15. Click the + sign to attach the receipt images required for your claim detailed in the instructions  Please see 

Creating Receipt Images - OneDrive for Business Guide for best ways to create files to attach to claims: 
 

 
 
16. Enter a description of the document and click Browse to find the file within your desktop documents.  Prior to 

attaching receipt images, please ensure they are of itemised receipts, not credit card slips and that they are 
legible:  
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