
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Schools OBO - Claims Form 
 
 
 
 
 
 
 
 
 
 



Schools OBO - Claims Form 

Gloucestershire County Council     2     2025-03-28 

 

Schools OBO - Claims Form 

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

• Complete the Claims Schools E-Form 

 

 

(1) Click on the E-Forms tab. 

 

(2) Click on the Claims Form tile to access the Claims 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 scroll down. 

 

(4) Click on   to select the month for which you are making the claim. 
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(5) In this example, we will select March 2025. 

 

 

Note the Claim End Date defaults to the end of the month and is populated automatically. 

  
(6) Click on   to scroll down. 
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Here you need to specify the Employee name, the Claim (Wage) type as well as the Amount and/or 
Units/Hours for the claim. 
 
Note you can add lines and complete a claim for several employees on the same Claims E-Form. 

 

  
(7) Click on  to select the name of the employee you are making a claim on behalf of. 

 

(8) In this example, we will select Davis Sara. 
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(9) Click on   to select the Wage Type. 

 

 

The Wage Type list may vary depending on the employee selected. 

  
(10) In this example we will select Overtime @ 1.5 (TNP) NC.  
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Depending on the Wage Type selected, you may need to enter the number of Units/Hours only or the Amount and 
Units/Hours. 

  
(11) Enter the number of hours worked in overtime, i.e: 2, in the Units/Hours  field. 

 

 

The Show field allows you to enter comments for a specific line. 

  
(12) Click on Show . 
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(13) You can add your comment(s) in the Comments field. 

 

(14) Click on Close. 
       Your comment will be saved automatically. To view the comment, click on Show again. 
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(15) Click on Add Row to add a new line. 

 

(16) Click on   to select the Employee's name from the list. 
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(17) In this example, we will select a different employee, Davies Branwen.  

 

(18) Click on   to select the Wage Type. 
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(19) In this example, we will select 3993 - 1 to 1 Tuition (TNP). 

 

 

Note for this type of claim, the Amount and Units/Hours can be entered. 

  
(20) Enter the Amount in the Amount  field. 
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(21) Enter the number of Units/Hours in the Units/Hours  field. 

 

(22) Click on  to scroll down. 
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You can also add comments for the entire E-Form. 
 
Note these comments are for internal-use only. 

  
(23) Click on Add Comment to save your comment. 

 

(24) Click on  .to scroll down. 
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(25) 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. 

 

(26) 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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(27) Click on OK to submit the E-Form for approval. 

 

(28) Click on OK. 
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You have successfully completed a Claims Schools E-Form. 

  


