Claim Project Related Expenses

Guidance for claiming expenses related to a project code.

1 Log in to Oracle Fusion Cloud Applications"

A Before you start make sure you have:

1. Entered your bank details in Oracle.
2. Know the project code you need to charge.

3. Have copies of receipts to upload.

2  From the home page, click on Expenses.

QUICK ACTIONS APPS
-
Payment Methods
Ll Paymen
e
Cash Disbursements =
Expenses

Show More

Things to Finish

Assigned to Me

0 »
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3

Click Create Report.

) University of

) St Andrews

Travel and Expenses

+

Create Report

Not Submitted
UoStA000022740284

Project expense

Updated 2 days ago

Not Submitted
UoStAO00013170037
Mileage

Updated 2 days ago

Not Submitted
UoStADD0022163454

Med dem expenses

Updated 2 days ago

See All

1 item 220.00 cep 1 item 0.00 Gep 1 item 0

Available Expense Items (2)

Date w Type Amount Merchant Location Description

Cash and Credit Card Expense ltems (2)

01/07/24 Mileage - Petrol,~ 45.90 GBP United Kingdom Add description

@ Tip! Any fields with "*" are mandatory.
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Enter the "Purpose" of the expense, e.g. "Conference". This will populate the detail
code for the expense.

4

University of

= '€ St Andrews

Create Expense Report swomie [

Report Total

* Purpose
T (S 0.00cBP

] | have read and accept the corporate travel and expense policies

Expense Items

Actions v | == Create Item Add Existing | Apply Project ¥ Apply Account ¥ Split Allocation ¥

No data to display.

5 Click "Create Item"

University of

= & St Andrews

Create Expense Report swmie [

* Purpose [ conference E;pa‘téc’tﬂl
. GBP

] | have read and accept the corporate travel and expense policies.

Expense Items

Actions v | | Create Item Add Existing Apply Project ¥ Apply Account ¥ Split Allocation ¥

No data to display.
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6  Enter the current day's date.

University of

'€ St Andrews

Greate Expense fem CET g )

* Date | gdimmiyy e

cd Type | v‘

* Amount | GBP

Reimbursable Amount 000 GBP

7 From the drop down in the "Type" field, select the "Training & Conference" option.

University of

= & St Andrews

Greate Expense fem CET g )

* Date | 01/07125 ts }

rwpgl— 1 & Conferer v

* Amount | GBP

Reimbursable Amount 0.00 GBP
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8  Click the "Expense Location" field.

Create Expense ltem

* Date | 01/07125 [ ‘
* Type | Training-& Gonference v‘
* Expense Location | ‘ v I

* Amount | GBP | |

Reimbursable Amount 000 GBP

Description

Merchant Name | ‘

* temization +|' =]

* Type * Date

| g

‘ dd/mm/yy

Create Another Save and Close ¥ m -

Attachments

Drag files here or click to add
' attachment

|| Receipt missing

Remaining Balance 0.00

Daily Amount Days * Amount (GBP) Personal Remove

0.00+ ] X

9 From the drop down in the expense location field, click "Search..."

* Date Immwzs G‘g}
* Type | Training & Conference V‘
L Expense Location v I

* Amount | Afghanistan

Aland Islands
Reimbursable Amount
Albania
Description
Algeria
American Samoa
Merchant Name
Andorra
* temization Angola
Anguilla
Antarctica

Anfiglaand Barbuda

- )

Search...
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Attachments

Drag files here or click to add
t aftachment

| Receipt missing

Remaining Balance 0.00

Daily Amount Days * Amount (GBP) Personal Remove
0.00+ ] X




10 start typing the first letters of the country, e.g. "unite" and click "Search"

Search and Select: Expense Location

4 Search

Expense Location [unile

Expense Location

No rows to display

11  Select the relevant country, e.g. "United Kingdom" and then "OK"

Search and Select: Expense Location

4 Search

Expense Location | unite

Expense Location

United Arab Emirates
United Kingdom

United States

United States Minor Qutlying Islands
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12 Click the "Amount" field and enter the full amount of the claim. E.g. if you are
adding lines for conference fee and subsistence, add these together and separate

line items can be added.

Create Expense ltem

* Date | 01/07125 Y ‘
* Type | Training & Conference v‘
* Expense Location I United Kingdom | v |

* Amount | GBP |

Reimbursable Amount 000 GBP

Description

Merchant Name | ‘

*temization 4 | v B
* Type * Date

4 V| ‘ dd/mm/yy

13  Enter a brief "Description".

Create Expense ltem

* Date | 01/07/25 [y ‘

Daily Amount

* Type | Training & Conference v‘

Example format: ###0.00;-%,#%0.00

* Expense Location | United Kingdom ‘ v | Amount
* amount | cep || 220
Reimbursable Amount 0.00.GBP
Description

A

Merchant Name | ‘
* temization o | w =]

* Type * Date Daily Amount
4 V| ‘ dd/mm/yy
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Attachments
Drag files here or click to add
' attachment
__| Receipt missing
Remaining Balance 000
Days * Amount (GBP) Personal Remove
0.00+ X
Attachments

Drag files here or click to add
' attachment

| Receipt missing

Remaining Balance 000

Days * Amount (GBP) Personal Remove

0.00+ X




14  Select the Type "Conference fees"

* Date | 010712025 [ ‘

- Type | Training & Conference V‘

* Expense Location | United Kingdom ‘ - I

* amount | e8P | 2000
Reimbursable Amount 220.00 GBP

BSscription conference

)

Merchant Name I ‘
* ltemization + | - -‘E

* Type * Date Daily Amount
F [(_:anerence fegs VI ‘ dd/mm/yy
15  Enter the date of the conference.

* Expense Location l United Kingdom ‘ v I

* Amount |GBP v | 220.00|
Reimbursable Amount 220.00 GBP

Description conference

ra

Merchant Name I }
*temization o [ v B

* Type * Date Daily Amount
A | Conference fees [hd!mm#yy 0.00+

Merchant Name

Description

Attachments

Days

Days

Account [ 10-1 DOB1-431201-99999999—9999—99995j £

Project Number |

Approver (" required for projects only) \:E]

Expenditure Organization |

Task Number
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Drag files here or click to add
' aftachment

(| Receipt missing

Remaining Balance 22000

* Amount {GBP) Personal Remove
0.00+ (] X
™ cuauimie v

[ ] Receipt missing

Remaining Balance 220.00

* Amount (GBP)

Contract Number

Personal Remove

] X

Funding Source

* Business reason
for expense

* Start Date ‘ dd/mmlfyy

* End Date [ dd/mm/yy

* Town and City ‘

* Conference/Course ‘
Fees




16 In the the "Amount" field, enter the cost of the conference fee. Note, this may be

less than the total above.

* Expense Location | United Kingdom ‘ v I

| 220.00

Reimbursable Amount 220.00 GBP

* Amount | GBP

Blescripion conference

Merchant Name | ‘

* temization + | - E

| | attachment v

(] Receipt missing

Remaining Balance 220.00

* * Example: 04/09/25
Type Date Enter a date between 04/08/23 and 05/09/25, |\ MOURHGEF) Personal Remove
i I Conference fees v | 18/06/25 | 0.00+ 0.00+ ] X

Merchant Name I ‘

Description

~

Account ‘10.10031.431201.999999993999.99995 ==
Project Number I Q.I
Approver (* required for projects only) I | v J
Task Number
Expenditure Organization | ‘ v j

Contract Number

Funding Source

* Business reason ‘
for expense

* Start Date ‘ dd/mm/yy

* End Date ‘ dd/mm/yy

* Town and City ‘

* ConferenceiCourse ‘
Fees

17  The "Remaining Balance" shows the total still to be claimed.

Training & Conference 01/07/25

* Date | 01/07/25 [ ‘

* Type | Training & Conference V‘

* Expense Location | United Kingdom ‘ v l
* Amount | GBP | 220.00 |

Reimbursable Amount 22000 GBP

Description conference

Merchant Name | ‘

* temization o | v B
* Type * Date Daily Amount Days

4 | Conference fees V| ‘ 18/06/25 | 0.00 |

Merchant Name | ‘

Description

4

==
£,

Account ‘1040031,431201,Aoouoooofoopsfaees

PPN [P p— al
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Attachments

Save and Close ¥

Drag files here or click to add
' attachment v

|| Receipt missing

Remaining Balance 22000

* Amount (GBP) Personal Remove
0.00 | ] X
* Contract Number | 102044 |
* Funding Source \ University of Glasgow l

* Business reason

for expense ‘ attendance at conference

* Start Date ‘ 18/06/25




18 The following box will appear. From the Analysis field drop down menu, select
A0000000 at the top of the list.

Account

E]rllde Segments
School of Medicine
Cost Centre | 10081 (School-wide)
Detail Code 0

Analysis

19 Click the drop down menu in the "SOF" field. There will only be a choice of one.
Select "DOPS"

Account

A Hide Segments

School of Medicine
Cost Centre | 10081 n (School-wide)
Detail Code | 431201 Conference costs

Analysis AQQQDQQ mr;::ed
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20 Click "OK"

Account

4 Hide Segments

School of Medicine
Cost Centre | 10081 (School-wide)
Detail Code | 431201 Conference cosls
. Academic
Analysis | AOD00000 u Unanalysed

Spare Default - Spare

21 Type the amount of the conference fee
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22  Click the "Project Number" field and enter the project code to be charged.

PLEASE MAKE SURE YOU ARE CHARGING THE CORRECT CODE.

Drag files here or click to add

® Type | Training & Conference V‘
attachment
* Expense Location | United Kingdom ‘ v |
* Amount | GBP 20|

L] Receipt missing
Reimbursable Amount 22000 GBP

Description
i conference

Merchant Name |

% ——
Itemization + - B Remaining Balance 000

* Type * Date Daily Amount Days * Amount (GBP) Personal Remove
4 Conference fees V| ‘ 18/06/2025 | 0.00+ 220.00 | ] X

Contract Number

Merchant Name |

Funding Source
Description 3

* Business reason
for expense

#

* Start Date ‘ dd/mmy,
A 13 ) f
coour ‘ 10-10081-431201-A0000000-DOPS Project Number

T * End Date ‘ dd/mmiyy

Project Number || |q
* s
Town and City |
vt noursarrooao | [l Pt
‘ *
Task Number Conferencelcu:erzi

Expenditure Organization | ‘ v ‘

23 Click drop down menu in the "Approver (* required for projects only)" field. THere
will only be a choice of one, select this. This is the person who is assigned to

approve the expense.

t Drag files here or click to add

* Type | Training & Conference v‘
attachment
* Expense Location | United Kingdom ‘ v |
* Amount | GBP 220.00|

L Receipt missing
Reimbursable Amount 220.00 GBP

Description
pe conference

Merchant Name |

*ftemization | v [§ Remaining Balance 000

* Type * Date Daily Amount Days * Amount (GBP) Personal Remove
F Conference fees V| ‘ 1810612025 | 0.00+ 220.00 | ] X

Contract Number

Merchant Name |

Funding Source

Description
* Business reason
z for expense
- W
Start Date ‘ dd/mm/
Account ‘ 10-10081-431201-A0000000-D0PS  prgiect Number ¥ )
T * End Date ‘ dd/mm/
Project Number I 10004776 |0. Bt
* .
Approver (" required for projects only) \:E‘ emand City ‘
) * Conference/Course
Task Number Fees

Expenditure Organization | ‘ v ‘
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24  Click the "Task Number" field and enter "1".

> Expense Location | United Kingdom ‘ v I

* Amount | GBP | 220.00]

Reimbursable Amount 22000 GBP

BesErpton conference

Merchant Name

*temization 4| v B

* Type * Date

[ Receipt missing

Remaining Balance 0.00

Daily Amount Days * Amount (GBP) Personal Remove

A |Conferen:e fees V| ‘ 18/06/2025 |

0.00+

220.00 ] X

Merchant Name |

‘ * Contract Number ‘ 102044 |

Description

* Funding Source ‘ University of Glasgow |

4 * Business reason

for expense

Account ‘10—10081—431201-A0000000-DOPS-999!

5
=

* Start Date ‘ ddimmiyy

Project Number l 10004776

Approver (* required for projects only) Lkris@st-andreq w * Town and City ‘

Ql * End Date ‘ dd/mm/yy

Task Numbéer |

‘ v ] * Conference/Course ‘
Fees

Expenditure Organization |
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25 The Contract Number and Funding Source will auto populate.

Click the "Business reason for expense" field and enter a reason, e.g. name of

conference.
* Expense Location | United Kingdom ‘ v I
* Amount | GBP ~ | 220, 00|

Reimbursable Amount 220.00 GBP

ription
Description | erence

Merchant Name | ‘

* |temization + i - =]

* Type * Date Daily Amount Days

4 | Conference fees V| ‘ 18/06/2025 | 0.00+

Merchant Name | ‘

Description

#

=1
Eo
ES,

Account [10.10031.431201-A0000000-Dops-999!

Project Number I 10004776 QI

Approver (" required for projects only) kr16@sl-andre% v ‘

[ ] Receipt missing

Remaining Balance 0.00

* Amount (GBP) Personal Remove

220.00 ] X

* Contract Number ‘ 102044 |

* Funding Source ‘ University.of Glasgow |

* Business reason
for

* Start Date ‘ dd/mmiyy

* End Date ‘ dd/mmiyy

* Town and City ‘

1

Task Number

1 Expenditure Organization

rence/Course
Fees

Expenditure Organization [l ] v ]

26 Enter the start and end dates of the conference.

* Expense Location | United Kingdom ‘ v I

* Amount | GBP | 220.00|

Reimbursable Ameunt  220.00 GBP

ription
Description | o/ ference

Merchant Name | ‘

* |temization + i - =]

* Type * Date Daily Amount Days

4 | Conference fees V| ‘ 18/06/2025 | 0.00+

Merchant Name | ‘

[ Receipt missing

Remaining Balance 0.00

* Amount (GBP) Personal Remove

220.00 O X

* Contract Number ‘ 102044 |

Description

#

E
=

Account [ 10-10081-431201-A0000000-DOPS-999¢

Project Number I1UDO4?76 QI

Approver (* required for projects only) kr16@sl-andre% - ‘
Task Number |1 ‘ v
Expenditure Organization | ‘ v ‘
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‘ Business reason for expense

University of Glasgow |

*Business reason

for I attendapee at-conference

* start Date ‘ dd/mmafyy

* End Date ‘ dd/mmiyy

* Town and City ‘

* Conference/Course ‘
Fees

14



27

Enter the location of the conference in the "Town and City" field.

> Expense Location | United Kingdom ‘ v I
* amount | 6aP | 220.00]
[ Receipt missing
Reimbursable Amount 220.00 GBP
Description | o/ ference
pA
Merchant Name ‘

*temization 4| v B

Remaining Balance 0.00

* Type * Date Daily Amount Days * Amount (GBP) Personal Remove
| Conference fees V‘ ‘ 18/06/2025 | 0.00+ 220.00 j X
Merchant Name ‘ ‘ * Contract Number | 102044 | v I
Description * Funding Source | University of Glasgow | v I
£ *
attendance at conference ‘
Account ‘ 10-10081-431201-AD000000-DOPS-999¢ | EB, | g
= End Date 18/06/25 E‘e]
Project Number [ 10004776 Q] e Dae [20,03,25 E'i’]
sprover (* required for projects only) kr16@5(—anﬂre% - * Town and City | ‘
Task Number | 1 ‘ v l * ConferencelCourse | ‘
Fees
Expenditure Organization ‘ ‘ v l
-
8 n n £
28  Click the "Conference/Course Fees" field.
> Expense Location | United Kingdom ‘ v I
* amount | GaP | 220.00]
|| Receipt missing
Reimbursable Amount 220.00 GBP
DESO"WO" conference
£
Merchant Name | ‘
*temization | v [H Remaining Balance 000
* Type * Date Daily Amount Days * Amount (GBP) Personal Remove
| Conference fees V‘ ‘ 18/06/2025 | 0.00+ 220.00 j X
Merchant Name ‘ ‘ * Contract Number | 102044 | v I
Description * Funding Source | University of Glasgow | v I
Wi
< Buslr;_;:s re3SON | attendance at conference ‘
Account =] e 5
‘ 10-10081-431201-A0000000-DOPS-999¢ | EC, * Gtart Date I 18106125 Ele]
Project Numbe [10004776 ]
SHERTeT a Town and City |20/06/25 EBI
yprover (" required for projects only) 6@sl—andre% * Town and City IGIasgow I
Task Number ‘ 1 ‘ v l * Conference/Course ‘
Fees
Expenditure Organization ‘ ‘ v l

Made with Scribe - https://scribehow.com
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29 Type " Conference fees"

30 You will see that the remaining balance in this example claim is now £0.00 and the

claim may be submitted.

e e ]
» Type | Training & Conference V‘

* Expense Location | United Kingdom ‘ v |
* Amount | GBP | 2200

Reimbursable Amount 220.00 GBP

Description
s conference

Merchant Name | ‘

* ltemization + | - =]

* Type * Date Daily Amount

| Conference fees V‘ ‘ 18/06/2025 | 0.00+

Merchant Name

Description

%

Account ‘ 10-10081-431201-A0000000-DOPS-999¢

Project Number

10004776 Q ‘

sprover (* required for projects only) kr16@sl-andre% v ‘

Task Number

[~

Made with Scribe - https://scribehow.com

Days

Drag files here or click to add
t attachment

| Receipt missing

Remaining Balance 0.00

* Amount (GBP) Personal Remove

220,00 ‘ ] X

* Contract Number

102044 | v

* Funding Source | University of Glasgow | v |

* Business reason

for expense | attendance at conference ‘

* Start Date | 18/06/25 E"e|

* End Date | 20/06/25 e |

* Town and City | Glasgow ‘

* Conference/Course

Fees IConference fees I

16



31 Ifyou did have additional lines to add, click on the + symbol and repeat

vae | wivines ad =
* Type | Training & Conference v‘ Drag files here or click to add
attachment  ~
* Expense Location | United Kingdom v I
* Amount | GBP v | 220.00 |
[ Receipt missing
Reimbursable Amount  220.00 GBP
Desaripion conference
4
Merchant Name I ‘
* ltemization L+ v J B Remaining Balance 220.00
* Type * Date Daily Amount Days * Amount (GBP) Personal Remove
4 | Conference fees v| ‘ 18/06/25 | 0.00 | ] X
Merchant Name ‘ * Contract Number | 102044 |
Dascription * Funding Source ‘ University of Glasgow |
Fo
2 Euslr;::s g [ attendance at conference
Account ‘ - g - | i 15!
10-10081-431201-A0000000-DOPS-999¢ | EQ, * Start Date ‘ 18/06/25
Project Number | 10004776 QI * End Date ‘ 2010625
Approver (* required for projects only) | kr16@st-andre * Town and City ‘ Glasgow
Task Number | 1 ‘ = ] * ConferenceiCourse
F Conference fees
ees
32 You must upload a copy of any associated receipts
vaw | vnvieven ad =
* Type | Training & Conference ” ‘ Dragfiles here or click to add
aftachment |~
* Expense Location I United Kingdom v I
* Amount | GBP | 220.00 |
(] Receipt missing
Reimbursable Amount 22000 GBP
Description conference
ra
Merchant Name | ‘
* Itemization = | *+ B Remaining Balance 0.00
* Type * Date Daily Amount Days * Amount (GBP) Personal Remove
| Conference fees V‘ ‘ 18/06/2025 | 0.00+ 220.00 ‘ j X

Merchant Name ‘ ‘ * Contract Number | 102044

[~]

Description * Funding Source | University of Glasgow | v I
4 3 Busir;::s ':“Dn I attendance at conference ‘
Account ‘ 10-10081-431201-A0000000-DOPS-999¢ | EB, ¥ et e | 18108125 E‘°|
Project Number ‘ 10004776 0\} * End Date | 20/06/25 Y |
yprover (* required for projects only) * Town and City | Glasgow ‘
Task Number ‘ 1 ‘ v l * Conference/Course | P ——_—

Fees

Made with Scribe - https://scribehow.com
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33

Click "Save and Close"

&84 University of

'€» St Andrews

Create Expense Item

* Date | 01/07/2025 fie ‘

* Type | Training & Conference V‘

¥ Expense Location | United Kingdom ‘ v |

* Amount | GBP 22000 |
Reimbursable Amount  220.00 GBP

Description s

PA

Merchant Name | ‘
* |temization + - B

* Type * Date Daily Amount
| Conference fees V‘ ‘ 18/06/2025 | 0.00+

Merchant Name ‘

Description

34

Click "Cancel"

&4 University of

'€ St Andrews

Create Expense ltem

* Date | 01/07/25 e ‘
* Type | Training & Conference V‘
L Expense Location | United Kingdom ‘ v |
* Amount |GBP ’ 220_00|
Reimbursable Amount 220.00 GBP
Description conference
PA
Merchant Name | ‘
* ltemization + - =]
* Type * Date Daily Amount
4 Conference fees V.| ‘ 18/06/25 | 22000 |

Merchant Name |

Description

Made with Scribe - https://scribehow.com

Attachments
Drag files here or click to add
t attachment  ~
| Receipt missing
Remaining Balance 0.00
Days * Amount (GBP) Personal Remove
220.00 ‘ L] X

* Contract Number | 102044 I v |
* Funding Source | University of Glasgow | v |

__________ | attendance at conference ‘

Attachments
Drag files here or click to add
' attachment  ~
| Receipt missing
Remaining Balance 0.00
Days * Amount (GBP) Personal Remove
22000 | ] X

* Contract Number \ 102044 |

* Funding Source ‘ University of Glasgow |

‘ attendance at conference

18



35 Click "Save and Close"

Create Expense fem s~ D
* Date | ot/07/2025 fo) Attachments
* Type | Training & Conference v ‘ Drag files here or click to add
t attachment  ~
¥ Expense Location | United Kingdom ‘ v |
* Amount | GBP - 22000 |
| Receipt missing
Reimbursable Amount  220.00 GBP
Deseription | ./ ference
PA
Merchant Name | ‘
* temization o | w B Remaining Balance 0.00
* Type * Date Daily Amount Days * Amount (GBP) Personal Remove
I 1
'l Conference fees V| ‘ 18/06/2025 | 22000 | 220.00 | LJ X
Merchant Name | ‘ * Contract Number ‘ 102044 |
Bescripton * Funding Source ‘ University of Glasgow |
PR
A Bus'?ffs_ffe'} ‘ attendance at conference

This will take you back to the expense report. If you have additional expenses, e.g.
36 i H H H n " H

for subsistence, mileage, train fare etc, click "+ Create Item" as in step 5 and

repeat.

Expense Report: UoStA000022749971 E o

Report Total

220.00cBP

| have read and accept the corporate travel and expense policies.

* Purpose | conference

Missing Images Reason

Status  Saved

Expense Items (1)

Actions v | & Createitem || AddExisting | Apply Project | ¥ || ApplyAccount ¥ | SplitAllocation ¥
\:\ Date v Type = Amount = Merchant « Location + Description « Attachments
\:‘ 01/07/25 Training & Confere v 220.00 cae United Kingdom conference *Add attachment
1 itemization “ Qriginal receipt required
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37

If you are ready to submit, tick the box next to the date. Tick that you have read

the policies, once you have done so (step 39).

Expense Report: UoStA000022749971

m Submit m

* Purpose | conference

Report Total

220.00ceP

Missing Images Reason

Status  Saved

Expense Items (1)

Actions | 4 Createltem | AddExisting | Apply Project

[] pate w Type = Amount «

Rl 1/07/25 Trining & Confere 220.00 cep

1 itemization

38 Click here.

Expense Report: UoStA000022749971

* Purpose | conference

Merchant «

| have read and accept the corporate travel and expense policies.

v  ApplyAccount ¥  SplitAllocation ¥

Location Description « Attachments

=Add attachment
% Original receipt required

United Kingdom conference

m Submit m

Report Total

Missing Images Reason

Status  Saved

Expense Items (1)

220.00cBP

] | have read and accept the corporate travel and expense policies.

| Apply Account ‘ v ‘ ‘ Split Allocation | ¥

Actions v = Create ltem Add Existing || Apply Project
v Date v Type ¥ Amount v
Select MISC 2025-07-01
01707725 L 220.00 cep
1 itemization
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Merchant +

Location + Description « Attachments

*Add attachment
% Original receipt required

United Kingdom conference

20



39 The submit button will then be available for you to click and send for approval.

University of

'€ St Andrews

Expense Report: UoStA000022749971 [ save v | Submit| cancer

" Report Total
Purpose | conference 2!\!\ faVal
£

g Terms and agreement checkbox
Missing Images Reason
|'Rave read and accept the corporate travel and expense policies

Status  Saved

Expense Items (1)

Actions v = Create ltem Add Existing = Apply Project | ¥ | | Apply Account | ¥ | | SplitAllocation | ¥
|

| Date + Type w= Amount Merchant Location w Description « Attachments
v 01/07/25 Training & Confere 220.00 cep United Kingdom conference *Add attachment
1 itemization ' z Original receipt required

@ If you receive any error messages, go back in to the claim and review.

Ensure you have entered your bank details.

If there are still issues, contact medicinefinance@ or the Oracle Expenses Teams
channel for assistance.
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