Fact Sheet

How to complete a Non-
Travel expense claim

Medical Officer: To complete a Non-Travel expense claim, please follow the
steps below

Quick Check

Step 1: General Information

Step 2: Cash and Other Expenses

Step 3: Expense Allocation

Step 4: Final Review and submission of claim

Process

> To log onto Oracle Corporate Systems use your HAD ID and Password

ORACLE
wiEr2 9e
11 . 2

| —
(example: michael.james.smith)
* Password
(example: 4u99v23)
Login to OCS-XPT || Cancel

Login Assistance

Accessibiity [Nore V]

> Once logged on, select Internet Expenses located at the bottom left hand of the screen

T Internet Expenses
T R T

Step 1: General Information

> On the Oracle Expenses homepage click the Create Expense Report tab in the top right
hand corner of the screen to begin a new reimbursement claim

7 =
Qreate Expense Rﬂpo9| Import Spreadsheet | | Export Spreadsheet

inal Receipts Imaged Receipts Report Total
&. Status (AUD) Purpose Duplicate Withdraw|
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> Please check that the correct expense template has been selected
Select the magnifying glass icon to complete the mandatory FBT Declaration and the

>
mandatory Employee Certification Declaration
@ -
General Information Cash and Other Expenses Expense All

Expense Report: General Information

ates required field I:
p Report

Name Speedy, Doctor Very (16938) Purpose

fnbursement Currency Australian Dollar ap Approver, Tvan
Expense Template | MOPD Non Travel Expenses v _
ional Inf =
PD s Balnce 5 ———
Leave Balance FBT Declaration l:l Q,
* Employee Certification l:| Q

> A separate pop up screen will appear
>  Select the Go button to search for an appropriate FBT Declaration

Search and Select: FBT i
|

To find your item, select a fifter item in the pulldown list and enter a value in the text field, then select the "Go” button.

Search By [FBT Declaration[V] [ Go
| Results
Select Quick Select FBT Declaration Description

No search conducted.
About this Page

Search and Select: FBT i
iSeann |
o find your item, select a filter item in the puildown list and enter 2 value in the text field, then select the "Go” button.
Search By [FBT Declaration V] | Go
[re———
> FBT
Select Declaration  Description
o = Pes Tunderstand that any work expenses reimbursed by my employer are not deductible in my personal
- income tax return
N ibout this
< >
H100% v

Follow the same FBT Declaration process as above to complete the Employee Certification

>
Declaration
Sn:h and eleci Employe(‘ - i .
" Search |

Tofi ritem, select a filter iterMygthe pulldown list and enter a value in the text field, then select the "Go" button.

SearciRgy [Employee Certification[ ] Go

» Employee
Select Select ification Description
o = Y 1 certify that the information contained in this ciaim is true and correct to the best of my knowledge
| = ‘and that I have provided the necessary documentation for FBT assessment
[ cance
>

<
®100% v




> Please note: the FBT Declaration and Employee Certification Declaration fields are
mandatory fields which must be completed in order for your claim to progress and be
submitted for approval. Once the declarations have been completed please select the Next
button in the bottom right hand corner of the screen

PD Exam Leave Balance Q
* FBT Dedaration |:| a,

* Employee Certification |:| QU —

Save Cancel | Step 1 ‘F 4| Next )

Step 2: Cash and Other Expenses

> To enter individual expenses on each line, follow the process below:

1. Select the date of the receipt

2. Enter the receipt amount

3. Select the drop down menu for Expense Type

4. The free text Justification box can be used for further information for your Line
Manager when they are checking and approving your claim

5. Select the Details icon to add the invoice and receipt of payment on the following

screen
 —
0 4 ) N C )
General Information Wﬂthe r Ew Expense Allocations Review
Create Expense Report: Cash and Other Expenses
Receipt-Based
“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 mere than one expense type, click

Ttemize.
“TIP Date Example: 07-SEP-2020.

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

Select All | Select None
Select Line Date Receipt Amount  Expense Type Justification Reimbursable Amount (D) Details

0 1] 3 | | |
0 2] | | |
clE A * [ *
o« § T ] | | |
o s § CF | | | |
Y — I L | 1
oz I | ]
O (I | |
O 2 (I [ |
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Select Expense Lines: ‘ Duplicate || Remove ‘ | ‘ Show Receipt Currency ‘

> Please note: while receipts under the amount of $82.50 do not require an invoice to be
attached, a receipt that is over this amount will require a valid tax invoice to be attached as
well as the receipt. Further information can be found via the below links

- Fact Sheet 19- Documentary Evidence
- ATO website

> On the following screen (refer next page for visual) please check and complete:

1. Select the drop down box to change the Tax Code according to what is stated on
the invoice (if the amount is over $82.50, or the receipt if the amount is under
$82.50):

- For compliant tax invoices the Tax Code is: GST10
- For receipts or tax invoices that do not include GST the Tax Code is:
GSTFREE
2. To attach the invoice and receipt, select the Add button
3. Enter the Business Percentage for the item you are claiming



http://in.health.sa.gov.au/OracleAssist/LinkClick.aspx?fileticket=FhaTzQilr0c%3d&tabid=158&mid=937
https://www.ato.gov.au/Business/GST/Tax-invoices/

4. To enter the Purpose, click the magnifying glass to select the appropriate purpose

category
5. Once complete, please select the Return button

General Information Cash and Othes Expenses Expense Allocations
Cash and Other Expenses: Details for Line 1
= Indicates required fisld ] [Diecie] [Aee] [ —

* Exponse Type MR [ RACS fecs
- Smtpote |12Maypom0 | =
Daily Rate [3,015.00
e
Number Of Days 1 [ e e ———
* Recsipt Amount |3,015.00 =
* Receipt Currency [ AUD - Austraiian Dellar v/ st ame
e TaxCode |NOTAXINGL v
Reimbursable Amount  3,015.00 AUD AIBOMEE yope Add... |

> Please note: to attach the invoice and/or receipt see below
- Enter the Title, select the Category, and complete the Description
- Select the Browse button to attach your invoice and/or receipt.
- To save your attachment and return to previous page, select the Apply button

- Continue this process if the invoice and/or receipt are separate files

ORACLE" Expense Reports

" - 4w;~...mmm.m4mmmm; i
xponses >
Add Attachment
_Cance | [Add Another | | Apply
Title [RACS invorce and receipt (
Description
e ! <

A~
e o)

Text
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> When you have returned to back to Expenses screen, select Next at the top right hand of

screen




Step 3: Expense Allocation

> In the Expense Allocation screen, you may view where expenses will be allocated, which is

automatically supplied by CHRIS21

> Please note: in this Expense Allocation screen no action is required by a Medical Officer

@
General Informasion

froet: Exponsa Alocations

o -
Cash and Othar Expanses

slocatiors for - Sy an St SR U Seghe e e,
tarid

[Es=] [cancel | [Back | stop 3ot 4 [ Mest
[ e couican,

e that are o el takes.
Jes: | update Allocations | | Revert | sy stocations [] | Apply |
Joe | Exand 43 | Coligne 80

Payment Kcript
Method Date. Expense Type. Amount () Merchant Loc

Cash Recwpt

> To progress to the final step, select the Next button in the top right hand corner of screen

Q@ O
Expense Allocations Review

[ Save | [ Cancel | IMIStep3of>

Step 4: Final Review and Submission of Claim

> Before submitting your claim to your Direct Line Manager, please check:

- Imaged Submission Instructions

To submit requined imaged receipts, you can either attach imarar > The expense or total claim
the receipt ket displaying this expense report’s generabed | .
e e ! amount is correct
Amount: $3015

FBT Amount: $0

Less Tax: 5274.09

PD Claim Amount: $2740.91
PD Leave Amount: 0

Exam Leave Amount: 0

—

Atachments yonel Add... > All declarations are completed
oo o correctly and any additional
PO Exam Leave Balance 0 H i
P information has been uploaded

Tunderstand that any work expenses rembursed by my amployer are ot
daductble in my persoral income tax retum
Employee Certification Yes
Tomrtly that the information contained in this caim i s and correct bo the
Dest of my knowiedin and that | have provided the necessary documentalion ke
FBT amemment
Report Total3,015.00 AUD
Reimbursement Amount 3,015,00 AUD




> If no further information
required for your claim, you
Reimbursable Amount .
Insaged Recelpt Requlced (AUD) Dotalls Aitacheenls can select the Submit button
G 301500 B Tade

Total

3,015.00

to send to your Direct Line
Manager for approval process

When you have submitted your claim to your Manager for the approval process, you will
receive a confirmation and an expense report number for your claim

>

ORACLE' Expense Reports
Note that the PD
Claim amount is the
total deducted from
your balance
exclusive of GST

>

Amount: $3015

FBT Amount: $0

Less Tox: $274.09

PD Claim Amount: $2740.91 h

PD Leave Amount: 0

Exam Leave Amount: 0

To return back to Expenses homepage, select the Return button to view the claim status
from the expense claims created and claim status

>

P ——

- N
A }

| Return | | (}eﬂ:eﬂewExpenseReport ‘ | Pri
e

Page |

You can view the status of your claims under the Track Submitted Expense Reports
heading in the top right hand corner of your screen

>

—
—

| Track Submitted Expense Reports N\

The following expense reportsayeiﬁerolznding or have been paid in the last 30 days.
[ —

Report Number|qurt Submit Date + Report Status Last Report Status Activity (Days) Current Approver
EXP11150 08-Sep-2020 Pending Individual's Approval 2 Speedy, Doctor Very

3

EXP11123 07-Sep-2020 Pending Manager Approval

(3) If the status is Pending Your Resolution, you were sent a notification explaining the required action.

For more information

Health Education: System Improvement
Clinical Collaborative Branch, SA Health

Citi Centre Building, 11 Hindmarsh Square
Health.PDReimbursement@sa.gov.au
(08) 8463 6184
sahealth.sa.gov.au/reimburseme
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