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How to...approve a new time & expense claim 
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Purpose: 

 

This guide will show you how to approve a new time & expense claim in the Your HR 

people manager self-service system. 

 
Logging in to Your HR: 

 

To log into Your HR, please refer to the How to...Log in to Your HR Guide (ESS 1).  After 

login you will be presented with the People Manager Self Service Homepage. 

 
 

Important Notes:    

• There is no automatic escalation in the Your HR system if you do not approve a task 
from your employee(s).  

 

• Time and expenses will be paid in the pay period depending on when the claim is 
authorised (not when it is submitted by the employee).  If it is authorised after the 
manager’s deadline, it will be paid in the next pay period. 

 

• Managers cannot amend claims submitted via Employee Self-Service.  If there are 
any inaccuracies with a claim, you must ‘Not authorise’ it and the employee is 
required to amend and resubmit it for your review. 

 

There are two ways you can authorise a time & expenses request:- 

The quickest and recommended way: 

 

● When an employee submits a claim, you will receive an email notification (a task will also 

appear in your ‘to do list’ in People Manager).  The email will contain provisional values 

for the claim. 

● Open the email Time & Expenses Claim request and click on View Details as shown 

below at the bottom left of the email: 
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● If you are prompted to select in Role at the Your HR login screen, select People 

Manager and click on Login 

● If you aren’t immediately taken to the time and expense claim, you will now want to 

select Your People and then click on the correct employee on the left, if you are then 

please see the claim details section at start of the next page 

 

 
 

● Now you will want to select Time and Expenses from links and then View Previous 

Time and Expense Claims 
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● Now select the correct time and expense claim from the drop-down menu on the left 

 
● The claim details, as entered by the employee, are now displayed: 

 

 

 
 

● You are responsible for ensuring that the employee has attached all relevant documents 

to support the claim e.g., claim details and receipts.  If these are not attached, you must 

select ‘Not authorised’ from the drop-down list next to the Authorisation status field 

and enter a reason for this.  If documents have been attached, the paperclip icon will be 

highlighted in blue in the top right of the claim.  Click on the icon and then on Document 

attachments and they will be flashing in the left-hand side of the screen.  To view them, 

click on the attachment name and then on the Download option 
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• To return to the claim click on the Time & Expenses claim link on the left to the 

employee’s name as shown above  

 

● If the claim details are accurate and all relevant documents are attached, click on the 

drop-down arrow next to the Authorisation status field and select ‘Authorise’ and then 

click Save 

 

 

 
 

You can also authorise a mileage and expenses claim from the ‘to do list’ 

 

Note:  this method assumes you have already viewed the claim details and ensured that all 

required documents are attached. 
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• On the Homepage, you will see your To do List along the bottom of the page. 

 

• When clicked, the below screen will appear, highlighting your tasks. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

● You can use the ‘Search existing results’ option to search for tasks from a specific 

employee by entering their first name or surname and clicking on the magnifying 

glass 

 

● Any tasks that need authorising will say Requires Authorisation as above 

 

● Click on the box just below the person icon and a tick will appear 

 

  

 
 

● Click onto Actions which gives two options Authorised or not authorised 
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● Managers will be able to “select all” and authorise all tasks if required. Once 

selected, users will need to click on “Actions” then either “Authorised” or “Not 

authorised”. 

 

● Click onto the action you require           

 

● Once actioned, the task is removed from your ‘to do list’.  If you do not action a task 

within the required period, then an ‘overdue’ message will be displayed against the 

task and you will also receive an email reminder 

 

● You are also able to click on to the task which takes you to the details screen and 

you are then able to authorise the claim there. 

 

 

Please note:  there is no automatic escalation within Your HR to your manager if you do 

not action requests. 

 

 
 

Viewing Time & Expenses Claims 

 

● Click on Your People in the top right menu  

 
 

● Select the required employee from your list of direct reports which will be presented 

on the pane on the left-hand side of the screen: 

 
 

● Click Time and Expenses and then View Previous Time and Expenses claims 
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• The next pop-up screen will list the Travel & Expenses Claims being claimed on the 

pane on the left-hand side of the screen.   

 

 
 

 

● If you hover over the time & expenses claims, brief details about the claims will be 

shown. To view more information, click on the claim to be viewed - use the claim 

reference number to ensure you select the correct one. 

 

 
 

 

To view an expenses claim 

 

● Click on Page 2 and the next pop-up screen will show you the expenses being 

claimed  

 

 
  

 
 

Returning to People Manager Homepage 
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● Click the Logo in the top left hand corner of the screen  

 
 

Redirecting claims 

 

● If you wish to redirect the task then click Redirect in the to-to-list and then type in the 

cost centre manager ID (Recipient) you wish to redirect to.   

● Alternatively click search and select ID name and click green Save button. 

 

 
 

● You have now completed the task. 

 
 

Returning to People Manager Homepage 

 

● Click the Logo in the top left hand corner of the screen  

 

 
 

 

Notifications 

• When you have approved a claim, the employee will receive an email notification.  

This will notify them which pay period the claim will be paid in and is dependant upon 

the approval (not employee submission) date. 

• If you ‘Not authorise’ a claim, the employee will receive an email notification.  They 

must amend and resubmit it for your approval. 

 
For further information or support please refer to Your HR on the Intranet or please 

raise a request through the HR Service Desk or phone on 01926 738444  
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