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CLAIMANT REVIEW

When a T1 expense claim is created by someone other than the claimant, it needs to be checked by the
claimant for accuracy.

This is called a Claimant Review and there are three ways to carry it out:

Email
*  Tlsends a Claimant Review approval email to the claimant’s exeter.ac.uk email address.

*  Check the claim details and budget code(s) used are correct.
*  Use the approve/reject buttons within the email to reply back to T1.

NB This method cannot be used if the T1 email has been forwarded on to a private email address.

T1My Tasks

* Loginto T1- - https://exe.tlcloud.com/

*  Openthe ‘My Tasks’ function on the Home page.

. Locate the task and check the details.
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Process

*  Select ‘Approve’ifitis correct.

*  Select ‘Reject’ from the orange drop-down menu if incorrect or is no longer required and add
comments on why it's being rejected. This returns the claim to the creator who can change or
delete the details.

* Do notselect ‘Cancel TSE Document’ as this is for admin use only.

CONTACT US


https://exe.t1cloud.com/
https://www.exeter.ac.uk/departments/finance/training/contactus/
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T1Travel and Expenses Function
* Loginto T1- https://exe.tlcloud.com/

*  Openthe ‘My Travel and Expenses’ function on the My page.

*  Locate the expense claim and select ‘View’.
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e Check the claim details and any receipts have been added as attachments.
*  Select ‘Approve’ifitis correct.

*  Select ‘Reject’ from the orange drop-down menu if incorrect or is no longer required and give
details in the comments box why it’s being rejected. This returns the claim to the creator who can
change or delete the details.

* Do not select ‘Cancel Document’ as this is for admin use only.
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