Claiming from the Equality Fund on iExpenses

NBThese guidelineassumeyou are familiawith the iExpenses system in genetal you need
training in iExpenses please daps://www.tcd.ie/local/fis/training/training_index.php

1. Loginto Oracle as normal.
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Create Expense Report: General Information

* Indicates required field Step 1 of 4 m

Name |Dunne, Peter (14203782) * Purpose |Equality Fund project] X |
Cost Centre  [4305 Q * Approver |Crawford, Aoife Mairead
Equality

Reimbursement Currency Eyro
Expense Template TCp Expense Report

Additional Information

* Declaration |Yes Q

I declare I am adhering to College policies and all expenses
included in this claim are wholly necessary and exclusively for
the business of TCD.

Steplof4 | Next |
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Make the Declaration as normal.

On the following screen,rger the Date and Receipt Amouas normal Please note thatte
Equaliy Fund only covers Receipased Expenses (not Per Diem or Mileage).

Assign your expense typas normal; you may use Miscellaneous where no other

appropriate category is available.
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Receipt-Based Expenses

¥ TIP Enter all business expenses. Enter one expense per line. Click Details to enter information specific to an expense, such as the Daily Rate. If your receipt includes more
than one expense type, click kemize.
¥ TIP Date Example: 02-FEB-2017.

Select Expense Lines:  Duplicate H Remove ‘ | ‘ Show Receipt Currency ‘

Select All | Select None

Select Line Date Receipt Amount Expense Type Justification Reimbursable Amount (EUR) Details
O 1 |10—Dec-2016 E] |10.20 |Misce|laneous Expenses |Ec|ua|ity Fund project
[ 2 [10-Dec-2016 |t0.00 | Hospitality Food [Equality Fund project
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“TIP You can only update expense lines with project-enabled expense types.

Select Expense Lines: l Update Allocations H Revert | My Allocations

Select All | Select None | Expand All | Collapse All
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10. To the bottom right of the screen, enter the following:
Activity: 9030318
Source of Fund€:113

11. On the next screergttach a scanned receifbr every expense as normadou careither
attach one receipt per item or all receipts in oagachment as preferred.

—

12. Click Submijtandfinally, send the original receiptand Expense Report to FSD as normal.
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