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BACKGROUND
If a student paid for TAAC expenses with their own money they follow this process.
Only students with UK bank accounts can use the new system.
Expenses must be claimed within 93 days of the date on the spend receipts. Can’t submit receipts with dates in the future.
Spend/receipts that are over the agreed 93 days, the student should submit this under the ‘Other’ category – anything under this category needs to have an additional note in the budget holder pre-approval given to the student to approve this ‘out of policy’ spend.
An extra note with an explanation can be given to the student to attach to the claim.  The student would then pick a date within the 93 days using this ‘Other’ category to get it through.








Student logs in to their MyGlasgow Student Portal and clicks on the student expenses tile.
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The following page opens:
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The student types in one of the expense descriptions:
· TAAC – Conference Funding Claim
· TAAC – Skills Training Funding Claim
And clicks create a claim.

PRE-APPROVAL 
All four stages on the left need to be ‘complete’ before submitting. Submissions go to the school where the plan code belongs, which may not be the school they’re actually in. If this happens, the PGR school admin can make a request to redirect the claim to another PGR admin in another school.
They can be completed in any order, and must do terms and conditions.
The student needs to upload approval for their claim.
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Approval need to be an email from the Graduate School.
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CLAIM DETAILS:
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The admin checks all the receipts are correct. The dates are not in the future. The dates are within 93 days of the dates on the receipts.
Sub-project codes need to be put into sub-project section. This should be the school/supervisors project code. The Grad School then reimburses this project code.
If any part of the claim details are incorrect, the whole claim must be rejected and sent back to the student with a reason.
If their receipts add up to more than the total award given, that’s ok. The cost(£) amount column must add up to what the total amount of the award is, regardless if the receipt states it’s more than the max amount.
Example:
1. We award them £750 funding towards conference attendance. Their hotel receipt is for £950. Student completes the cost(£) column with £750, not £950.
2. We award them £1500 funding for a skills training course. They have several receipts adding up to £1750. Student adds all receipts and 
completes the cost(£) column with amounts, that when totalled, match £1500, regardless.
3. If we award them £750 and they pay for travel/accommodation at £500 using a project code and use the other £250 for extra travel/other costs with their own money, the students needs to let us know of the project code/transaction numbers and also completes a student expenses claim on MyCampus using the project code they used for travel/accommodation. We then complete a non-reversing journal form for the total amount of £750.
Admin are notified that there is a claim to review.
Students can update/delete saved claims:
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Students can see their submitted claims and status in their student portal:
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Students can view all previous claims:
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Claim Details
Below is the expense and supporting documentation that has been submitted for approval by the student.

Please review each transaction, and supporting document. The subproject that is chargeable to should be entered nextto each claim tem.

Document(s) Sub-Project Sub-Project Descr Category Description Reason for Expense Cost(e) ReceiptDate  Vehicle Type Mileage
| Roue_Piamneripg | al Wileage (own vehicie) LR it == 3375 0512012024 Caror Van 75
[ hoteLreceipting | | Q) Hotel & Accom UK R W G 17500 0572012024
P / /

meal_receiptpng [ al Meals/Subs UK (0 o 2650 052012024

The student has declared that they hold a full driving licence and able 1o drive in the UK, and is fully insured to use the vehicle for the purpose of University business.

Confirm Insurance & Licence | Yes
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Create New Claim

Update/Delete Saved Claims
Submitted Claims

View All Pravious Claims

2

Student Expenses
1D: 2117227 Test Student 4

View, Update or Delete previously Saved Claims

« Saved Claims are:
© Claims started and not yet submitted for approval

 Claims rejected by the School - reason for rejection and action required will be provided by the School
« Saved Claim Options:

o Delete - to remove the claim

© View/Update - to amend and submit your claim.

Claim D Claim Date Claim Value (£) Expense Description Reject Reason (if applicable)
3 261042024 4500 Test3 Pre-approval missing - Project Code Issue

9 291052024 Test

View/Update

View/Update

View/Update

Delete
Delete
Delete

Ja
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< Student Homepa Student Expenses
Create New Claim 1D: 2117227 Test Student 4

Update/Delete Saved Claims 2 | View the Status of Submitted Claims.

Submitted Claims 3 + Below are your subitted claims

« Submitted claims can be viewed, but no amendments can be made.
View All Previous Claims. 3

« Expense Status shows current stage in the approval and payment process.

ClaimID  Claim Date Claim Value Expense Description
4261042024 25000 Test4
6 221052024 1500 London Trip
7 221052024 50000 Italy Event

Expense Status

‘Submitted - Pending Approval

Assigned to School

Assigned to School

View
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Create New Claim

Update/Delete Saved Claims

Submitted Claims

View All Previous Claims.
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Student Expenses
1D: 2117227 Test Student 4

View all Previous Claims

Here are all of your previous claims that have a status of ‘Approved - Awaiting Payment, Approved - Refund Processed, or Rejected

You can't make any amendments to these claims. N
Claim 1D Claim Date Claim Value Expense Description Expense Status
1 24042024 189.00 Test Approved - Refund Processed
2 26042024 19500 Test2 Approved - Refund Processed
8 220612024 750 Giasgow Uni Event Rejected

Breakdown of Expense Claims by Status

Reject Reason (if applicable)

Claim Not Valid
Unauthorised Expense |

View

View

View
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Create New Claim

Update/Delete Saved Claims

Submitted Claims

View All Previous Claims.

: 2117227 Test Student 4

Create a New Expenses Claim

+ Al expense claims must be:
o in line with Student Expenses Policy.

o pre-approved by your SchoolProfessor

View Student Expenses Policy

From Date

20/0512024

Academic Career

Academic Plan

Expense Description

Student Expenses
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entistry,BDS v

Create a Claim

Crgfe @ Claim
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< Student Expense Student Claim Form

Pre-Approval of Claim p
Not Complete
Personal Details P 1 of Clai
o eta re-Approval of Claim
Bank Account

Not Complete Student Expenses Roles and Responsibilties

Claim Details
Not Complete

: 2117227 Test Student 4

« As per Student Expenses Policy, pre-approval from Budget Holder/Budget Approver s required.
Terms and Conditions

« Required detailis in the Student Expenses Roles and Responsibiltes document
Not Complete

« Upload pre-approval documentation using the 'Upload Document’ button.
 You can drag/drop fles or se the My Device option tolocate files from your device.

o Maximum file name length within the system for uploaded documents is 24 characters (which includes the dot and fietype).
o Once documents uploaded, select ‘Confirm’

ioad D

ument
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Budget holder approval

Nicola Casey
o © Nicola Casey.

Dear Student

Ihearby approve all claimed expenses from sub-projact 134861-01.
Best Wishes

Budget holder




