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1. Introduction  
 

This guide will demonstrate how to view an Employee’s Car mileage, Expenses and 

Overtime claims and how to authorise them.  

Claims will be submitted by Employees via Employee Self Service. For all submissions 

including amended submissions, Managers will receive an email notification and an 

authorisation task in their To-do-list. 

The cut-off day for claim submissions that have been authorised is the end of 

the month. 

All claims will be paid in the following monthly Payroll, i.e., approval by Line 

Manager on 31st October will be paid in November monthly payroll. 

All claims approved after the 31 October will be paid in the December payroll. 

 

Please Note: A current VAT petrol receipt must be attached to all Car Mileage claims 

processed and approved in ESS.  This is a HMRC requirement. 
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2. My to do List 
 

Once an Employee has submitted a claim through Employee Self Service, you will 

receive an email notification and an authorisation task in Manager Self Service. 

1. To access your task, log into MSS.  

2. If you are currently in MSS, you will receive a pop-up message and the ‘My to 

do list’ card will show that you have a task to authorise: 

 

 

3. Clicking on the ‘To do List’ card will open your list of tasks 

4. The number of tasks within the ‘To do list’ which are awaiting action is 

displayed in brackets beside the header  

5. To do list tasks can be filtered and sorted using the two available drop-down 

menus or the search box: 

 

 

6. The ‘To do list’ displays tasks based on their due date, with tasks that are due 

on a closer date appearing at the top of the list 

7. The authorisation task will show details of the task and a ‘Due Date’ when the 

task must be completed: 

 

 

8. Claims should be authorised within 2 days of receiving the task. If the task is 

not actioned by this date, you will receive an email reminder 

9. If the task is not authorised within 4 days, your Line Manager will be notified by 

email that you have an outstanding authorisation task  
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3. Viewing a Submitted Overtime Claim  
 

1. You can view further details regarding the claim by clicking on the ‘More’ link: 

 

 
 

 

 

2. To view the claim in more detail, hover over the claim details and ‘left click’ 

3. The claim details will be opened: 
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4. To view any claim attachments, click on the paperclip icon at the top right of 

the screen and select ‘Document Attachments’: 

 

 
 

NB. Employees must attach evidence of the agreement to work the 

additional hours.  This could be a document or an image of an email. 

5. Click ‘Download’ and ‘Open’ to view the attachment: 

 

 

6. The attachment will open in a new browser 

7. To return to the claim, select the Time & expense claim link at the top of the 

screen: 
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4. Viewing a Submitted Mileage Claim  
 

1. You can view further details regarding the claim by clicking on the ‘More’ link: 

 

 
 

 

 

2. To view the claim in more detail, hover over the claim details and ‘left click’ 

3. The claim details will be opened: 
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4. To view any receipt attachments, click on the paperclip icon at the top right of 

the screen and select ‘Document Attachments’: 

 

 
 

NB. Employees must attach a current VAT fuel receipt to all car mileage 

claims before they can be submitted. 

This is a HMRC requirement and it is the Managers responsibility to 

check the claim receipts before authorising. 

5. Click ‘Download’ and ‘Open’ to view the receipt attachment: 

 

 

6. The attachment will open in a new browser 

7. To return to the claim, select the Time & expense claim link at the top of the 

screen: 
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5. Viewing a Submitted Expenses Claim – coming soon 
 

1. You can view further details regarding the claim by clicking on the ‘More’ link: 

 

 
 

 

 

2. To view the claim in more detail, hover over the claim details and ‘left click’ 

3. The claim details will be opened: 
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4. To view any receipt attachments, click on the paperclip icon at the top right of 

the screen and select ‘Document Attachments’: 

 

 
 

NB. Employees must attach valid VAT receipts to the claim before it can 

be submitted. 

5. Click ‘Download’ and ‘Open’ to view the receipt attachment: 

 

 

6. The attachment will open in a new browser 

7. To return to the claim, select the Time & expense claim link at the top of the 

screen: 
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6. Authorising a Claim 
 

The process for authorising claims is the same for Overtime, Mileage, and  Expense 

claims. 

1. You have the option to either ‘Authorise’ or ‘Not Authorise’ claim 

submissions  

2. You have two options for actioning the claim request   

3. Option 1: Authorise from the ‘To do list’ by ticking the box on the task select 

‘Action’ and then selecting ‘Authorise’ or ‘Not authorise’ from the pop-up 

menu: 

 

 

4. If there is more the one task to authorise you can use the ‘select all’ for all 

tasks or the ‘select all for’ for tasks on a certain due date  

5. Option 2: Click on to the task details which will be highlighted in blue when 

you hover over the task or click on the right facing arrow: 

 

  

6. This will open the claim form details page: 

 

 

7. Select the ‘Authorisation status’ from the drop-down menu  

8. If you select ‘Not authorised’, provide a reason in the ‘Reason’ box 

9. Click ‘Save’.  

10. The task will disappear from your ‘To do List’  
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Authorised Claim  

When you have authorised a claim an email notification will be sent to your Employee 

to notify them of the outcome of their claim and will show as authorised within 

Employee Self Service.  

 

Not Authorised Claim  

If the claim is ‘Not Authorised’, an email will be sent to your Employee to confirm your 

action and the reasons why.  

The claim will show as ‘Provisional’ in Employee Self Service to enable the Employee 

to amend the claim and resubmit (if required).  

This will go through the same authorisation process as above.  

Please not that if you receive the following error message for any claims “The 

record is locked by another process”, this is due to the person submitting the 

claim incorrectly exiting the claim. 

If this message appears, you will have to wait 48 hours after the claim was 

locked for the claim to be unlocked. 

7. Viewing Previous Claims 
 

1. To access your Employee’s previous claims, log into MSS and select the 

People section from the right-hand section’s menu: 

 

 

2. Search for or select the Employee from the left-hand pane: 
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3. The ‘Person Summary’ screen will open  

4. To access your Employee’s previous claims, select the ‘Expense Claims’ 

folder from the links section at the bottom of the screen: 

 

 

5. To view the claim details, click on the ‘Expense Claims’ link: 

 

 

6. Where multiple records exist (e.g. multiple claims), you will need to select the 

record to view from the left-hand pane before the page will be displayed: 

 

  
 

Any claim showing an exclamation mark is indicating that it is awaiting 

authorisation. 
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7. The Time and Expense Claim page is shown: 

 

 

8. Click on Menu at the top of the page to access the ‘Expense Summary’ link: 

 

 
 

 

9. Or click on the person’s name at the top of the screen to return to the Person 

Summary screen: 

 

 

 


