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6. What are Expense Types? 

Expenses types are set up to simplify the entering of a claim by grouping expense claim items together. There 

are currently four Expense Types; General Expenses, Inter Campus Journeys, Overseas Travel and UK Travel and 

Subsistence. 

7. I wish to edit an error on my expense claim, is this possible? 

Yes. If you open a draft claim you can make changes and save as draft or submit for approval.  

You can still make changes if the claim has already been sent for approval and is in workflow. However, if you 

change the amount, project code, or add a receipt the claim will be resubmitted and enter the approval process 

again from the beginning. 

8. I am responsible for our budget, how do I know when a claim requires approval? 

You will receive a notification email in your email inbox to inform you that there is something to approve. 

9. My approver is away from the office, can someone else approve the expense? 

Approvers should have a substitute configured in the system.  

10. Can I see whether my claim has been approved? 

Yes. You can track your expenses in the Information Pages - My Expense Claims section in UBW. 

11. The system is asking me for a project code, what do I enter here? 

The project code will be the same as you previously used in the paper-based system. 

12. How do I claim Mileage expenses? 

Mileage can be claimed as a General Expense or as part of a UK Travel trip. 
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