eClaims - Quick Guide to Approve/Reject an Hours Claims timesheet
* We recommend that you approve your timesheets weekly to ensure a deadline is not missed. *
Please Note: Once you have approved/rejected a timesheet, you cannot change this and the claim would need to be edited by your next level of approval or rejected and the claimant re-enters the claim
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· Clicking View will take you to summary of the Claim
· Clicking Approve will take you to the Go To Approval Screen
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1. Ensure claim information is correct and accurate
2. Go To Approval
3. [bookmark: _GoBack]Reject Claim
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1. Add Rejection note, this is visible to the Claimant and approvers for legacy reasons. This note is also emailed to the claimant when the claim is rejected.
2. Yes, Mark Claim as Rejected or Cancel
Go To Approval
· If the Claimant has a restricted timesheet by a Visa or PhD you will be informed here2on is correct and accurate
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1. Restriction message is shown here
2. Check Timesheet 
3. Reject Claim
4. Approve Timesheet
5. Add optional Approver Comment
6. Add Costcode
7. Save
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Breaks should be at least 20 minutes after 6 hours have been worked.

@ Claim Information

Claimant M jonEclaims ClaimantTest
Payroll Number 421553
College/service  HR Services
Discipline/Department  HR Services
Job Role  Training
Submitted Date  Oct 12, 2016
Student Type  UoE Postgraduate - Research (PhD and MPhil)
Visa  Tier 4 (General) - 20 hrs

3 Viewing Timesheet For Oct 12, 2016

Claim Type Holiday start End

Break (Mins)

£ Claim Approval Progress

Approval Status

Total Hours

Hourly Rate

Hours Claim [ x ) Oct 12, 2016 9:00 AM Oct 12, 2016 5:00 PM

30

Level1 & Level2

7.50nr

£16.30
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A Reject A Claim

Marking a claim as rejected will remove it from all lists and reports for all users except HR Admins
Rejected claims will not be uploaded to Trent for payment
Are you sure you want to proceed?

Claim Type  Hours Claim
Job Role  Approver testing
Claimant M jonEclaims Test

rk Claim as Rejected
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@ Claim Information

Claimant M jonEclaims ClaimantTest
Payroll Number 421553
CollegelService  HR Senvices Level2
Discipline/Department HR Services 4 Approvers
Job Role  Training o

Submitted Date  Oct 12, 2016
Student Type  UoE Postgraduate - Research (PhD and MPhil)
Visa Tier 4 (General) - 20 hrs

A This claimant is a "UoE Postgraduate - Research (PhD and MPhil)" student with a ‘Tier 4 (General) - 20 hrs’ visa and only eligible to work a maximum of 15 hours per week for the University.

® Please check this timesheet for approval. Approval is required by: Friday 4th November
If any details are edited please type an explanation at the bottom of this page for the Claimant and other Approvers. Claim

Job Role Started Ended Holiday Breaks (Mins)  Rate Total Hours

wn| (s

Training v| 1211020160900 (88| x| |1210201617:00 |88 x| 30
I J | J £

Total Hours: 7500
Holiday Taken: .00
Amount Payable: 12225
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Breaks should be at least 20 minutes after 6 hours have been worked.
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