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												For Teachers & Principals

	  

	Submitting a Mileage Claim



	NOTE
	Please read the below guidance carefully before making a claim on the system.
If you are a temporary teacher, please refer to the separate Temporary Teacher’s Mileage Job Aid.
Please key individual days when making a mileage claim on the system. 
In cases where this is not feasible (such as when you have a large volume of individual journeys over a claim period), please key one summary claim for the total mileage of the claim period. Then attach the standard TSE form detailing out your journeys.
Please follow the below steps as required, with the following additional points:
· For keying multiple days in a single transaction, guidance is on Step 10.
· For keying a summary claim, follow the core process but put through the total mileage of the claim period in one form (e.g. the total miles of journeys taken in a month). Then when you go to submit, attach your required evidence with the claim. This is detailed in Steps 13 & 14.
GUIDANCE BY INDIVIDUAL STAFF TYPE:
· For Permanent Teachers: please ensure your line manager is correct on the system when processing your claim. If you are making a summary claim, include the TSE form as an attachment.
· For Principals: your claim will be processed by the Accounts team. Further details of this are on Step 15. For all claims, you must attach a signed proforma from your school’s Board of Governors approving your mileage. For summary claims, include the TSE form as an attachment.

	1
	On the Oracle homepage, select the relevant teaching self-service option. Our demo version is called Teachers Self Service, Education Authority BG. Yours will either be DE Permanent Teacher Self Service or DE Principal and Temporary Teacher Self Service (for Temporary Teachers on the Permanent Payroll).

[image: Example of the Teacher's Self Service responsibility on the Oracle homepage.]
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	After selecting the responsibility you can now view the drop-down menu. Select Payroll Information and then Mileage Claims.

[image: Example of the Payroll Information responsibility, featuring the Mileage Claims option at the bottom of the list.]
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	The Mileage Claims window will be displayed. Please read the Terms and Conditions in red carefully. To start a new claim, click Mileage Claims. 
[image: Example of the Mileage Claims homepage, featuring the Mileage Claims button to start a claim. This is circled in the centre-left of the screen.]
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	Again, read the Terms and Conditions in red on the window that opens. Set the claim type to Mileage. Then select the type of vehicle you are claiming mileage for in the Mileage Type field.
[image: Example of how to select the appropriate criteria for the claim, with Mileage and Car Mileage options selected at the bottom of the screen.]
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	Once you’ve done this, a form will open below. Begin to fill out the form as required. Starred fields are mandatory. 
Select the appropriate rate type field.
For Location from, Location To and Via fields the name of the location must be clear.
Rates will be applied based on Claimed Mileage. Claimed Mileage is the shortest route. Actual Mileage is the mileage which you have actually travelled but may not be the shortest route. 
When you get to the Purpose field, click the Search button (indicated below).
[image: Example of the start of the mileage form for an individual journey, with the Rate Type, Claim Start/End Date, Claimed/Actual Mileage and Location From/To fields completed. The magnifying glass on the Purpose field is circled in the bottom-right of the screen.]

For a summary claim for multiple journeys, your claim will look more like the below:
· Your start and end dates should be the dates of the first and last journeys
· Your claimed and actual mileage will be your total shortest route mileage and actual mileage respectively for the journeys
· Your location from and to should be ‘Multiple sites – in attached form’

[image: Example of the start of the mileage form for a summary claim, with the Rate Type, Claim Start/End Date, Claimed/Actual Mileage and Location From/To fields completed.]
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	Click Go.
[image: Example of the Search and Select function, where the Go button is circled in the centre of the screen.]
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	Select the appropriate option from the list and click Select. 
 [image: Example of Office-to-Office being selected in the centre of the screen, with the Select button also highlighted in the top right of the screen.]


	8
	Continue to fill out the form with the required information. 
NOTE -  Please use exact CC (do not round) in the engine capacity field for correct calculation of rates.
 [image: Example of the remainder of the form filled out, with Vehicle Reg No., Engine Capacity, Fuel Type and Purpose of Journey/Comments completed.]
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	Once you’ve completed the form, click Apply (located in the bottom right of the screen). 
[image: Example of the Apply button, featured in the bottom right of the screen.]
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	This will enter the mileage claim on your record. 
To add another day to the same claim, click Mileage Claims again and repeat the previous process from Steps 4-9.
[image: Example of the Mileage Claims homepage with a draft claim entered ready for processing. The Mileage Claims button is featured in the centre-left of the screen.]
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	All unsubmitted claims will display like the lines in the picture below. 
[image: Example of multiple unsubmitted mileage claims in the Future and Ongoing Transactions table.]
To submit the claim to your line manager for approval, click Next.
[image: Example of the Next button, available both in the top-right and bottom-right of the screen.]
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	This will provide you with a summary of your claim. Review this information to make sure it’s correct.
You’ll see one of these for each day you’ve entered.
[image: Example of the summary for a single-journey mileage claim, recapping the information recorded in Step 5.]
If you’re entering a summary claim, you’ll see one summary of the total miles you entered for the claim period like below.
[image: Example of the summary for a multi-journey summary mileage claim, recapping the information recorded in Step 5.]
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	If you need to attach evidence to your claim, such as when making a summary claim for the month, click the Green Plus button under attachments.
[image: Example of the green plus button required to attach evidence to the claim, featured in the bottom-right of the screen.]

	14
	Give your attachment a name to make it clear what it is, e.g. “Summary of Journeys April 2023” and click Choose File to upload the document from your computer.
Once you’ve done this, click Apply. This will return you to the submit page. 
[image: Example of the criteria to record when attaching a file to support your claim, including the Choose File button at the bottom of the screen, and the Apply button in the top-right of the screen.]
Repeat this process for any additional attachments – such as approvals from your Board of Governors.

	15
	Your supervisor (Approver) will be listed below. If the supervisor appearing is incorrect, contact eaonehelpdesk@eani.org.uk to correct it before making the submission.
[image: Example of the approver page for Permanent Teachers, where the user's Principal is listed in the top-left of the screen.]
For Prinicpals and Temporary Teachers, this should be Accounts with the 4 staff listed as approvers for your claim. If you are seeing this and are one of these types of staff, you can continue with the claim. If you are seeing something different, please contact eaonehelpdesk@eani.org.uk.
[image: Example of list of approvals for Principals and Temporary Teachers.]
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	You can also leave a comment for the approver if required. Once you’re ready to send the claim for approval, click Submit. 
[image: Example of a comment left on the Mileage Claim prior to submission, in the bottom-left of the screen.]
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	You will receive a notification to confirm that your mileage claim has been successfully sent to your line manager for approval.
[image: Example of the confirmation message to the user when a claim has successfully submitted for approval.]


	18
	Once a decision has been made on your claim, a notification will appear on your Oracle homepage as shown below.






Page 1 of 5


Page 5 of 5

image1.png
» Bl Teachers Self Service, Education Authority
86




image2.png
4 Em Payrol Information
DE Online Paysiip
DE Online P60
Assignment Level Paysiip
Bank Details
P80
Mileage Claims




image3.png
1. The venicle which | used to make the journey(s) claimed for is insured:
The policy -

(2) allows me to use the vehicle on my employers business.

(b) allows me to accept the mileage allowance that | am claiming.

(<) will meet the cost of any claims made against the Education Authority by third
parties.

(d) will be produced for inspection, by the Education Authority, if requested.

2. The journeys claimed for were made on Education Authority business and do not
include any home to base travel.

3. The stated mileage is correct.
By submitting this claim | confirm that | agree to the conditions specified above.

Mileage Claims

@TIP Ciaims for the previous tax year i.e. before 6th April must be made before 31st December. If you have a claim before this date please contact your Payroll Office.
@TIP Please enter the exact cc of your vehicle you can check using the link provided Website:
https:/ivehicleenquiry.service.gov.uk




image4.png
1. The vehicle which | used to make the journey(s) claimed for is insured:
The policy -

(2) allows me to use the vehicle on my employers business.

(b) allows me to accept the mileage allowance that | am claiming.

(<) will meet the cost of any claims made against the Education Authority by third
parties.

(d) will be produced for inspection, by the Education Authority, if requested.

2. The journeys claimed for were made on Education Authority business and do not
include any home to base travel.

3. The stated mileage is correct.

By submiting this claim | confirm that | agree to the condtions specified above.
Selecta Type

* Claim Type  Mileage v
Mileage Type  Car Mileage v




image5.png
Details

@TIP Engine Capacity needs to be numeric e.g. 1997

Currency = GBP unless othenvise noted.

* Rate Type

* Claim Start Date
* Claim End Date
* Claimed Mileage
Actual Mileage

* Location From
* Location To

Via

* purpose

P

HMRC Rates (Teachers) v

06.11.2023 Y
06.11.2023 Y
21
u
Nendrum College

EAHQ Academy St, Belfast




image6.png
* Rate Type

* Claim Start Date
* Claim End Date
* Claimed Mileage
Actual Mileage

* Location From
* Location To

via

HMRC Rates (Teachers) v
02.10.2023 &
16.10.2023 ®
2001
2147
Multiple sites - in attached form
Multple sites - in attached form




image7.png
Search and Select: Purpose Cancel  Select

Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
Search By Purpose[V| Go

Results

Quick Select Purpose
No search conducted.




image8.png
@ Search and Select List of Values - Google Chrome. - o x

& ebsoci6.int.erp-sop.co.uk/OA_HTML/cabo/jsps/ajsp?.

7508 minHeight:

Search and Select: Purpose Cancel  Select
Search

To find your item, select a iter item in the pulldown It and enter a value in the text feld, then select the "Go” button.

‘Search By Purpose v Go
Results
Select. Quick Select Purpose
o = Home to Permanent Place of Work
Y Home to Temporary Place of Work
Y Home to Training Course

e}
e}
®
e}
e}
[e]

Office to Offce.

Office to Training Course

Other

School to School





image9.png
* Vehicle Reg Number | ABC 1234
* Engine Capacity 1199
No of Passengers
*Fuel Type  Petrol
* Purpose of Journey or Comments _ Attending meeting




image10.png
Apply | Cancel




image11.png
1. The vehicle which | used to make the journey(s) claimed for is insured:
The policy -

(2) allows me to use the vehicle on my employers business.

(b) allows me to accept the mileage allowance that | am claiming.

(<) will meet the cost of any claims made against the Education Authority by third
parties.

(d) will be produced for inspection, by the Education Authority, if requested.

2. The journeys claimed for were made on Education Authority business and do not
include any home to base travel.

3. The stated mileage is correct.
By submitting this claim | confirm that | agree to the conditions specified above.

Mileage Claims
@TIP Claims for the previous tax year i e before 6ih April must be made before 31st December. If you have a claim before this date please contact your Payrol Office

@TIP Please enter the exact cc of your vehicle you can check using the link provided Website:
https:/ivehicleenquiry.service.gov.uk

Future and Ongoing Transactions

ROoofvm
Effective End Date Type Option  Value Units Occurrences Status UpdatelView Delete/Discor
As so0n as possible Mileage Car Mieage [ New @

@TIP Transactions with status of Awaiting Approval and Suspended can not be updated or deleted.

Cancel || View History | Save For Later | Back  Next




image12.png
Mieage Claims.
©TP G o i previos ax year . beor n Ap s e made efre 31stDecember 1y hve  cim befre i e peasecontac your
@T1P Piase aie e exacc of your vetic you can check usg ek provded Wiste:
https:ivehicleenquiry.service.gov.uk

Future and Ongoing Transactions

VOB @
Efecive  EndDate Typo Opion  Value Ui Oecurnces Sats Uptstvew DeesDcontine
sesmmpme W Cowens  GBP o e - B
somssbe  Miss CxMime OB One  her ” @
somsbe  Misse CaMie  GBP One  gyhew , @
Asomssousss Missg CaMesge  GB One  gghew ’ [




image13.png
Cancel || View History | Save For Later | Back | Next




image14.png
Proposed
Effective 21112023
Type Car Mileage
Rate Type HMRC Rates (Teachers)
Claim Start Date 06 112023
Claim End Date 06 112023
Claimed Mileage 21
Actual Mileage 24
Location From Nendrum College
Location To EA Belfast HQ, Academy St
Purpose Offce to Offce
Vehicle Reg Number ABC 1234
Engine Capacity 1199
Fuel Type Petrol
urpose of Journey or Comments Atiending meeting
Occurrences One




image15.png
Proposed
Effective 21112023
Type Car Mileage
Rate Type HMRC Rates (Teachers)
Claim Start Date 02.10 2023
Claim End Date 16.10 2023
Claimed Mileage 209
Actual Mileage 214
Location From Muttple sites - in attached form
Location To Mutiple sites - in attached form
Purpose Offce to Offce
Vehicle Reg Number ABC 1234
Engine Capacity 1199
Fuel Type Petrol
Purpose of Journey or Comments Multple site visis - n attached form
Occurrences One.





image16.png
Additional Information

Attachments

“To help approvers understand the request, you can attach supporting documents, images, of links to this action.

+




image17.png
Add Attachment
Add Deskiop File/ Text/ URL v

Attachment Summary Information

Title | Summary of Journeys - April 2023
Description

Category  Miscellaneous.

Define Attachment

Type® Fi ([Chogss P oumeys042023 xisk
O URL
P

Cancel || Add Another | Apply.




image18.png
Approvers

PERSROR o R i)

Details Line No Approver
» 1 Smith, John
) Add Adhoc Approver

Comments to Approver

Approver Type
HR People

For attending meefings in Dundonald.

Order No

Category
Approver

Cancel

Status. Delete

Printable Page | Save For Later | Back | Submit




image19.png
Approvers

OOy m
Details LineNo  Approver
| 'SENIOR CLERICAL OFFICER - ACCOUNTS PAYABLE BALLYMENA 108298
> 2 'SENIOR ADMIN OFFICER - ACCOUNTS PAYABLE BELFAST101748
| ] EXECUTIVE OFFICER - ACCOUNTS PAYABLE BALLYMENA 101701
> e SENIOR EXECUTIVE OFFICER - ACCOUNTS PAYABLE BALLYMENA 659757




image20.png
[El, Confirmation

Your changes have been submitted for manager approval




image21.png
ORACLE'





image22.jpeg
Jea




