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THE UNIVERSITY Submitting a Reimbursement

/ADELAIDE Request e-Form

Introduction

This guide is intended for staff and students that need to submit a reimbursement claim for University
related expenditure incurred through the use of personal funds, in accordance to the Reimbursement
Procedures.

To access the Reimbursement Request e-Form

e Go to Documents, Forms & Policies > Forms > Accounts Payable > Reimbursement Form

e Click on the Kofax button on the Finance & Procurement Services homepage, > Forms >
Reimbursement Form

e Click on the Kofax tile in the Finance System > Forms > Reimbursement.

NOTE, if you are travelling or not on the University network:

o Set up the ADAPT and/or VPN to access Kofax
o Alternatively, please nominate an alternative user in advance to action on your behalf (link)

Procedure

1. a) Staff view — go to Forms drop down and select Reimbursement Form from the drop down list
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WorkQueve  Search = Forms

My Work Queue
C Refresh
Activity Mame Reference Number | Invoice Type Supplier 1D Supplier Name Invoice Number PO Number Inv Date Inv Due Date Total Amount Currency
Business Review KOO03618 Non-PO Invoice 0000000504 (Canon Australia Pty Ltd 8119034257TEST 1/2/2019 822019 288.18 AUD
Business Review K0003615 Non-PO Invoice 0000033274 Fast A-Z Express Couriers 14747TEST 31/10/2012 30/11/2012 46.16 AUD
Business Review K0003621 Reimbursement Form 51612480 Spedding, Andrea APArefrashments 4f4f2012 4/4/2018 67.8 AUD

b) Student view — click on Reimbursement Form

Home  Reimbursement Forms

Work Queue
C Refresh
Activity Name B Nt Tnv Date i o s Total Amount

Submitted Claims
Invoice Reference Invoice Date Invoice Type Ind Amount  Approver Name Status
K0004102 08/04/2019 Reimbursement Form 100.00 Mark De Ritter Validate
K0004101 08/04/2019 Form 100.00 Mark De Ritter Validate

Students see a different view from staff; the top section are claims that need your attention and have yet to be submitted for
processing. The bottom section (Submitted Claims) are either in progress or completed.
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http://www.adelaide.edu.au/policies/3823/?dsn=policy.document;field=data;id=7405;m=view
http://www.adelaide.edu.au/policies/3823/?dsn=policy.document;field=data;id=7405;m=view
https://www.adelaide.edu.au/finance/docs/category.html
https://www.adelaide.edu.au/finance/
https://www.adelaide.edu.au/technology/your-tools/academic/adapt
https://www.adelaide.edu.au/technology/your-services/network-services/remote-access-via-virtual-private-network-vpn
https://www.adelaide.edu.au/finance/delegation/

2. Complete the Claimant Details
a. select Professional, Student or Academic from the drop down list to begin

b. enter the claimant ID (entered in format a1234567) or name by typing directly into the
fields or using the Search function

c. the Approver must be the claimants Line manager (Staff) or Supervisor (Students) or CI
for grant expenditure (entered in format a1234567).

REIMBURSEMENT FORM
This form s used to seek reimbursement of goods and senvices paid or by staf o students using personal funds. Supporting documentaion must be aitached. For intemational reimbursements, provide a copy of the creditfoank statement fo the day the transatfion occured. Atematively the
Universiy rates will be used {0 caleuiate the exchange rate.
Claimant Details Approver Information 0

v ClimantiD Claimant's Name Y Search Approver's Name 4 Search
Reimbursement | Attachments | History
fd/mm/yyyy W 10 " " " 100 AUD ¥
Invaice Date Description Expense Category Business Use%  Dept Project Project Description Account Account Description Ind Amount  Curency

You are able to submit reimbursement claims on behalf of others however the claimant will receive the claim to review
before it can progress — refer to note on last page.

3. Enter each expense as an individual line by entering data into the blank field above the payment
description line, working in order from left to right. There are a mixture of data fields, drop down
lists and look up functions to assist you.

Invoice date Type in the date of expense / receipt

Description Provide a description of the type of expense e.g. taxi to AFBC conference Sydney (this
will show in Orbit* reports)

Expense Category Select the most appropriate category from the drop down list

Business Use Enter the percentage of claimed as business usage

Dept Enter in the 3 digit code — you can type this in if you know it, otherwise use the look up

function, select code and click OK

Project Enter in the 8 digit code - you can type this in if you know it, otherwise use the look up
function, select code and click OK

Project Description This field will be pre-populated based on the project selected
(read only field)

Account This field will be pre-populated based on the Expense Category selected unless ‘Other’
is selected. In this case you can enter an account code if known, otherwise leave blank
and this will be entered for you during the compliance checks.

Account Description This field will be pre-populated based on the account code
(read only field)

Incl. Amount Total amount to be claimed, including GST.

Currency (defaults to | If you provide a copy of the credit/bank statement for the day of the expense, that
AUD) conversion rate will be used, otherwise University rates will be used

*Orbit is a reporting tool, providing financial management of research and non-research projects.
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4. Once you have completed all the data fields click Add. Repeat steps if more lines are required.

REIMBURSEMENT FORM
This form is Used to seek reimbursement of goods and services paid for by staff or students using personal funds. Supporting documentation must be attached. For international reimbursements, provide a copy of the creditibank statement for the day the transaction cccured. Altematively the
University rates will be used to calculate the exchange rate.
Claimant Details Approver Information L/]
Professional v ClaimantID 51612480 Claimant's Name Andrea Spedding 4, search Approvers Name  Margaret Keslan Q search
Reimbursement | Attachments | History
12/02/2019 Training Materials stationery, printing & paper ~ 10810 .. |15888888 | .| |AP_WORKFLOW 2745 . | stationery, Printing & Paper .50 AUD
Invaice Date Description Expanse Catagory Business Use%  Dept Project Project Description Account ~Account Description Incl Amount | Currency
Total : 0.00
I +| Add | Update Delete
Advance Payment
\Was a travel advance paid in relation to any of the above expenditure? i If yes, how much was the travel advance? 0.00

5. Toamend a line(s) click on the individual line to highlight it, make your changes and then click
Update. If you wish to delete a line(s) click on the individual line to highlight it then click Delete.

REIMBURSEMENT FORM

This form is used {o seek reimbursement of goods and services paid for by staff or students using personal funds. Supporting documentation must be attached. For international reimbursements, provide a copy of the credit/bank statement for the day the transaction occured. Aliernatively the

University rates will be used to calculate the exchange rate

Claimant Details Approver Information (/]

Professional ia ClaimantID 21612480 Claimant's Name Andrea Spedding 4 search Approver's Name Margaret Keelan 4 search

Reimbursement it Attachments History
12/02/2018 Training Materials Stationery, printing & paper > 100 || 810 .. |15888888 | .. |AP_WORKFLOW 2745 .| |Stationery, Printing & Paper 86.50 || AUD v
Invoice Date Descrif iption Expense Category Business Use%  Dept Project Project Descriy iption Account. Account Description Ind Amount  Currency
12/02/2019 Training Materiols Stationery, printing & paper 10 810 15888888 AP_VORKFLOW 2745 Stationery, Printing & Paper 850 AUD

Total : 86.50 |
Add I [ update - Delet I

6. Attachments must be provided in order for the claim to be processed (please redact any personal
information not required to facilitate the reimbursement).

a. Click on the Attachments Tab
b. Click browse, select document, click open
c. The file will then appear in the list.

i. To delete, click on the download link and select delete

T

Paymant Information | Attachmants [ History

Uplosd il
E e P Ty Boincad
Ful e phote of woieaon/pll Dowrload ¥

If insufficient documentation is provided, the claim will be pushed backed to the claimant.
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7. Once you have completed all the data fields and attached the required documentation, click
Submit.

8. A pop up will appear with your unique ‘K’ reference number — this is also the voucher number in
the Finance System.

D anlinn A ||1hr\|'it}| FDrn
Your Invoice Reference

! Entert
Please note your Voucher numbser @ KOD04110

OK

Office, | declare that these expenses were incurred by me in re

Additional information

Based on the information you have entered and the type of expense(s) you are claiming, you may be
asked to complete additional fields:

a. Meal Entertainment FBT (Fringe Benefits Tax) Questions — this will only appear if you have
selected meals and entertainment expense categories. If FBT is applicable, it will be charged
back to the area

b. Gifts - enter the name of the gift recipient, noting that FBT will be charged back to the area
for gifts to employees over $300

Advance payment — only complete if you received advanced funds towards travel costs

Documentation Checklist — review to ensure all required documentation has been
completed

e. Reimbursement Declaration — this is a mandatory field, please read and tick the box. If you
are submitting a reimbursement request on behalf of someone else, the claimant will need to
read and tick the declaration.

f. Links — Additional links to assist with providing required forms (where applicable).

Related Quick Reference Guides

If you are submitting a reimbursement claim on behalf of someone else, they will be required to endorse
the claim prior to it being work flowed for processing. The following guide explains the steps involved:

Kofax — Reimbursement Claimant Review

Need help?

For further support or questions, contact Finance & Procurement Services on +61 8 8313 3414 or
finprosupport@adelaide.edu.au
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