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Frequently occurring notifications in expense claims 

 

Red notification - Out of policy/location of stay does not match. 
In order to process the expense claim correctly, hover the mouse over the red notification to read what needs to be changed. 

 

In this case, the location entered does not match the location where you stayed. 
Open the line by clicking the expense category, and change the destination to the correct location. 
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Click (1) ‘Save’ and (2) ‘Close’. 

 

Red notification - Out of policy/for this expense category, approval and a comment are required. 

Explanation: If the hotel costs more than the standard rate, the expense claim must include a reason. 
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Open the expense claim by clicking the relevant field (in this case ‘Hotel name’). 

1. Enter the reason in the ‘Comment’ field. 
2. Click the checkbox to confirm that the competent authority has approved exceeding the standard rate. 
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Then click (1) ‘Save’ and (2) ‘Close’. 
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The notification in the Transaction List is now coloured orange. 

However, this is only a notification and by no means an obstacle to submitting the claim for approval. 
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At the top of the screen, you will see ‘In accordance with policy’ (Conform beleid). This means that you can now submit the expense claim. 
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