
1 To find the default VAT code for each budget centre/project, use the T1 Item Code Dashboard 

Search with any part of the
budget’s name or number or
the Budget Holder’s name here

The default VAT code for the
budget centre/ project is shown here

The VAT code is set to OS (Outside Scope) by default for all expense and purchase card matching claims
created in the My Travel and Expense function in T1.

If a different VAT code should be used (for example there is a UK VAT receipt for the transaction or a
reverse charges arrangement is in place), then it can be amended before the claim is sent for approval.

If unsure which VAT code to use, leave the default as OS or contact VAT@exeter.ac.uk for advice.

2 Once the correct VAT code is known, click on the Costings tab and select ‘Edit’ on the line to be amended:

AMEND VAT CODE 
ON T&E CLAIMFINANCE SERVICES

CONTACT US  https://www.exeter.ac.uk/departments/finance/training/contactus/

https://exe.t1cloud.com/T1Default/CiAnywhere/Web/EXE/BusinessIntelligence/Dashboard/RetrievePortlet?PortletName=ITEM_CODES_V2&h=29G1QOc7yZ&t=11042C13&f=ALL_USERS_DB.DSH&suite=CES
mailto:VAT@exeter.ac.uk
https://www.exeter.ac.uk/departments/finance/training/contactus/


3 Select the required rate from the drop-down list in the ‘VAT Rate Code’ field. Then ‘Save’ the change.  

Do not amend any other fields here.

4 Repeat Steps 2 and 3 for any other lines on the claim that need to be amended, then ‘Submit’ for 

approval once all changes have been made.

5 Use the ‘Approval History’ field to see if the claim needs to be checked by the VAT team:

6 Once the claim has been fully approved and the status has updated to ‘Completed’, the claim is ready to 

be matched to the statement.

Other T1 purchase card crib sheets Tax and VAT advice: VAT@exeter.ac.uk

HELP & SUPPORT

CONTACT US  https://www.exeter.ac.uk/departments/finance/training/contactus/
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