
STAFF CLAIMS 

STEP 1: Create staff records for the staff in the business 

 

 

 

 

 

STEP 2: Prepare Staff Claims under “Add New” OR “My Supervisees – Submit” 

 



 

And review the claim form information. 

 

 

 

STEP 3: “View List” and select “Approve” to approve the Staff Claims. 

 



 

Note: Payment should not be updated at Claims level. Doing this will lead to no import item 
detected for import from Finance PVs into Accounting. 

STEP 4: Prepare Payment Voucher for the staff claims to transact the payment 

 

STEP 5: Approve the Staff Claims Payment Voucher according to the approval levels. 

 



 

There are two levels of approval for Payment Voucher (PV). 

STEP 6: After approval, update payment status by selecting “Details” and “Update Payment Status”. 
Proposed that PV signed off hardcopy of PV by staff on collection of money by staff for filecopy and 
reference. 

 



 

 

Finance Module on Claims and PVs completed! 

---------------------------------------------------------------- 

STEP 7: Accounting Module 

Import from Finance Module to Accounting Module 

Make sure that the debit and credit entries are correct for the imported transactions 

Approve the transactions 

View the Account’s General Ledger to verify accuracy and reliability. 

 

GNZ. 


