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Schools OBO - Expenses Form 

 
In this step by step guide, you will learn how to: 
  

• Complete the Expenses Schools e-Form 

 

 

(1) Click on the E-Forms tab.  

 

(2) Click on the Expenses Form tile to access the Expenses E-Form. 
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Your details will display in the Header section as the initiator of the E-Form. 

  
(3) Click on   to select the month for which you are making the claim. 

 

(4) In this example, we will select April 2025. 
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Note the Claim End Date defaults to the end of the month and is populated automatically. 

  
(5) Click on to scroll down. 

 

 

 
Here you can enter Mileage Claims (Section A) and Expenses claims (Section B). 
You can make several claims for the same employee and/or add claims for other employees on the same E-Form. 
  
Note if you are claiming on behalf of Supply staff, go to Sections C and D instead. 

 

  
(6) Click on  to select the employee you are making a mileage claim on behalf of. 
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(7) In this example, we will select Alexander Rhian. 

 

(8) Click on  to select the vehicle type for the mileage claim. 
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(9) In this example, we will select Casual LGS (CB) CR2. 

 

(10) Enter the mileage in the No of Miles field. 
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The Show field allows you to enter comments for a specific line. 

  
(11) Click on Show. 

 

(12) You can add a comment(s) in the Comments field. 
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(13) Click on Close. 
 
Your comment will be saved automatically. 
You can click on Show again to view the comment again. 

 

(14) Click on Add Row to add a new line. 
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(15) Click on  to select the Employee from the list. 

 

(16) In this example, we will select another employee Alex Eleri.  
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The Vehicle Type defaults to Casual LGS (CB) CR3 but can be changed in the dropdown list, as shown in the 
mileage claim line above. 

  
(17) Enter the mileage in the No of Miles field. 

 

(18) Click on   to scroll down. 
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In the next section, you can enter Expenses claims such as a hotel bill. 

  
(19) Click on  to select the Employee from the list. 

 

(20) In the example, we will select Alexander Rhian for the expenses claim. 
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(21) Click on  to select the Expense Type from the dropdown list. 

 

(22) In this example, we will select Hotel. 
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(23) Enter the amount for the Expense claim. 

 

 

Note you can also add or delete lines, as shown above in Section A, to add or remove a claim for the same 
employee and/or for different employees on the same E-Form. 

  
(24) Click on   to scroll down. 
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These next sections (Section C - Supply Mileage and Section D - Supply Expense) are used for Supply staff but 
are not available to all schools. 
  
Therefore Sections C and D may not appear on your E-Form. 

  
(25) Enter the Personnel Number of the Supply staff you want to enter a Supply Mileage claim on behalf 
of, in the Personnel Number field. 
  
Press Enter. 

 

(26) Click on  to select the vehicle type for the mileage claim. 
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(27) in this example, we will select Casual LGS (CB) - CR2. 

 

(28) Enter the mileage in the No of Miles  field. 
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You can add or delete rows, to add/remove claims for the same employee and/or for different employees on the 
same E-Form. 

  
(29) Enter the Personnel Number of the Supply staff you want to enter a Supply Expense claim on behalf 
of, in the Personnel Number field. 
  
Press Enter. 

 

(30) Click on  to select the expense type from the dropdown list. 
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(31) Click on   to scroll down the list. 

 

(32) In this example, we will select Parking. 
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(33) Enter the amount in the Amount(£) field. 

 

(34) Click on   to scroll down. 
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You can add comments in the Your Comments field, for the entire E-Form. 
Note these comments are for internal-use only. 

  
(35) Once you have added a comment, click on Add Comment to save it. 

 

(36) Click on   to scroll down. 



Schools OBO - Expenses Form 

Gloucestershire County Council     20     2025-04-09 

 

(37) Tick this checkbox if you wish for a notification email to be sent to the approver notifying them the E-
Form has been submitted for their approval. 

 

(38) Click on Submit to submit the E-Form to your approver. 
  
Alternatively, you can cancel, delete or save the e-Form as a draft. 
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(39) Click on Yes to submit the E-Form for approval. 

 

(40) Click on OK. 
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You have successfully completed an Expenses Schools E-Form. 

  


