Skills

Development
Scotland

FIPS QUICK START GUIDE

STEM Bursary Claim Submission

This guidance document will cover how to create a Bulk Expense Authorisation and how to submit
claims for STEM Bursary against this using the Expense Claim extension in FIPS.

1. Onthe Workplace Extension menu, select the Bulk Expense Authorisation entity:

< Bsavens New X Clear Default () Refresh All

Individual Search

B
Training Provider Dashboard ~

R Individuals

8

Organisations _ .
Open Alerts for Me and My Training Pro... ~ = Select Announcements Active

= Select
Extensions E -
New Employ
e e b created and Unconfirmed Assignment
B Additionsl Suppor.. A new employer record has been created and re.. -
B, Adopt An Apprent. El
B Adop @ New Employer Created @ Inconfirmed Assignment
& perts A new employer record has been created and re... ;r“:j’” ned fesanment
us
B Applications ;
Employ firmed Ass nt
B ASN Claims ver record has been created and re. j:"”'": festgnment
SMs
2 Assignments -
oyer Created : . .
I Ik Expence Aut I Unconfirmed Assignmen
3. Bulk Expense Auth. @ ployer record has been created and re. Q - B
= Bulk YPA Claim L .
@ Change of Circum. @ has been created and re : @ Confirmed Assignment
as been created and re... e
& Change of Circum..
New Employer Create MA
@ Contract Change R @ ew Employer Created @ Confirmed Assignment
A new employer record has been created and re.. e
B SMS
¥ Contract Milestones
B Contracts MM rew Employer ¢ x [ R — >
IS Electris Validations ABC & & Page - - ABC & Page -
' Expense Authorisa...
Active Applications E Select Activated Contracts = Select Active Expense Claims ~ = Select

B Expense Claims

MA

M F . : H M vid Relief Grant - Sept
W Forecasts : -
@ Draft @ £9,026.

Incentive Claims

2. The view will default to Active Bulk Expense Authorisations. This screen should be used to
create a new Bulk Expense Authorisation. Click on New to open the form:

= « @snuwcmnl + New ! Delete | v (D Refresh [ Emailalink | ¥ 2 Flow ~  [#] RunReport ~  H Excel Templates ~ @3 ExporttoExcel | ~ @ Import from Excel v

[ Individual Search o
a Active Bulk Expense Authorisations v Y | Search this view
Individuals
Organisations | Nature of Expense ™ Amount (for contract) Contract ¥ v Expense Type Programme V| Status Reason CreatedOn | v
testjo £10.00  NTP HUB DEMO ONLY - EF - 2019 NTTF Output Supplementary Payment  EF Draft 09/12/2020 10:52
Extensions
5 covid test £10.00  NTP HUB DEMO ONLY - MA - 2018 MA Covid Relief Grant - October MA Draft 09/12/2020 10:52
®) Additional Suppor..
WL Adopt An Apprent TEST NTTF Output supplementary payment £20000  NTP HUB DEMO ONLY - EF - 2019 NTTF Output Supplementary Payment  EF Authorised 09/12/2020 09:54
% Adopt An Apprent...
& Alerts TEST ONLY £1.00 NTP HUB DEMO ONLY - MA - 2018 Travel MA Authorised 03/09/2020 11:25
B Applications EF Covid Test £10.00  NTP HUB DEMO ONLY - EF - 2019 EF Covid Relief Grant - July EF Authorised 05/08/2020 16:13
Bl ASN Claims SDS COVID-19 Relief Grant June £200 NTP HUB DEMO ONLY - MA - 2018 MA Covid Relief Grant - June MA Authorised 04/06/2020 12:04
B Assignments . - .
SDS COVID-19 Relief Grant £10.00  NTP HUB DEMO ONLY - MA - 2018 MA Covid Relief Grant - April MA Authorised 04/06/2020 09:49
& Bulk Expense Auth,
! Travel Example £2500 NTP HUB DEMO ONLY - MA - 2018 Travel MA Submitted 03/09/2019 16:32
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1. When the form opens, the blank fields can be populated. All fields that show a red asterisk
(*) must be completed as these are mandatory fields:

<« Save @' Save & Close New 2 Flow ~

New Bulk Expense Authorisation Draft
Oumer Status Reason
General

Nature of Expense

Amount (for

contract]

Programme Expense  *
Rule

B Expense Type

2. Click into the Nature of Expense field and enter the relevant information for the claim.
This is a free text field and must be manually typed into, clearly indicating which tranche
payment you are claiming for. In the Amount (for contract) field enter the value of the
claim. (This cannot be more than the expense value agreed in the Grant Award letter:

New Bulk Expense Authorisation - unsaved

General

Nature of Expense Tranche One Payment

Amount (for

contract) £750.00
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3. Use the magnifying glass lookup to select STEM from the Programme field. Select the
relevant contract from the list and the related Programme Expense Rule:

New Bulk Expense Authorisation - Unsaved Draft

~
tatus Rea:
General
Nature of Expense * Tranche Payment One
Amount (for
) £750.00
contract)
Programme * L STEM
Contract * [® UNIVERSITY OF LIFE - STEM - 2021
Programme Expense *
Rule STEM - STEM Bursary Payment
& Expense Type * B3 STEM Bursary Payment

4. When all the fields have been completed, the Expense Type field will automatically

populate. In this example, the Expense Type shows as STEM Bursary Payment. Click on
Save at the top of the ribbon bar:

S =] Save |J Save & Close -+ New 2 Flow

New Bulk Expense Authorisation - unsaved

General

Nature of Expense *  Tranche One Payment

Amount (for *

contract) £I5000
Programme * L3 STEM
Contract *  [3 UNIVERSITY OF LIFE - STEM - 2021

Programme Expense *

Rule E¥ STEM - STEM Bursary Payment

& Expense Type * &% STEM Bursary Payment
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5. The screen will refresh. Within the General tab, the evidence requirements will now be
displayed:

cf @ Save @ Save & Close New

€y Check Access A, Assign (] Emailalink & Flow 8 Word Templates [H Run Report

STEM Bursary - saved

Bulk Expense Authorisation

Draft
Submission / Authorisation / Rejec...  General Related
MawreofBpense  * Tranche One Payment
mount (f
£750.00
B3 STEM

[3 UNIVERSITY OF LIFE - STEM - 2021
Role [} STEM - STEM Bursary Payment

8 Expense Type [ STEM Bursary Payment

Evidence (Bulk Expense Authorisation)

fresh “ Flow [E  RunReport @& Excel Templates
MName Evidence Request Text “* Type Linked To Paymegt CI.. Payment P, Expense CI Status Reas.

STEM Bursary Evidence Please upload required STEM Bursary p. Document Upload Bulk Expense Authorisations (all)

Requested

- Click on the hyperlink to open the evidence request:

Evidence (Bulk Expense Authorisation)
O Mame v

STEM Bursary Evidence

6. The evidence upload screen will open. Use the paperclip to open the upload wizard:

of Seve B Save @Close  [3 Deactivate  [i] Delete (O Refresh @ Check Access &, Assign ) Email a Link 2 Flow 5 Word Templates

STEM Bursary Evidence - saveq

Evidence : Submission (Training Provider)
Information  Document Uploads  Calling Record  Related

Timeline
O Search timeline

5
& Enter a note...

Filter by

Mo filters available

®

Get started

Capture and manage all records in your timeline.
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7. Locate the approved STEM Bursary evidence — schedules one and two from the Grant
Award letter - from your computer and select it to attach to FIPS:

€ Open
<« v 1 > This PC » Desktop
Organize ~ New folder
~ Name Date modified Ty
v 3F Quick access
@ STEM Bursary Evidence 29/09/2021 11:08 M

[ Desktop

8. Once added to FIPS, the document will appear within the upload wizard. Title the evidence
upload then select ‘Add note’:

STEM Bursary Evidence - saved

Evidence - Submission (Training Provider)

Information  Document Uploads ~ Calling Record ~ Related

<)
il

Timeline

D Search timeline

Create a note

; o | N

Filter by X

- If Add note is not clicked each time a document is selected, it will not be added to FIPS.
Multiple documents can be uploaded and the steps above should be followed for each
document. You cannot upload multiple documents in a single action.

- Once Add note has been clicked, the document will appear under the Document Uploads

tab:
El Read-only This record’s status: Inactive

STEM Bursary Evidence - saved

Evidence - Submission (Training Provider)

Information  Document Uploads  Calling Record  Related

Timeline

L Search timeline

Filter by = Nc'_te. modified by
STEM Evidence

Record type tE STEM Bursary Evidence.docx

- Ifthe incorrect document(s) has been uploaded, hover over the upload and the delete
function will be displayed:
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(5 Reaconly Ths recond s satus: Iractve

STEM Bursary Evidence - saves

Evidence - Submission (Training Provider)

Information  Document Uploads  Calling Record  Related
Timeline

Search timeline

+ v =
& Enter anote. ]
Filter by % @ S Note modified by 7 @
STEM Evidence
Record type B8 STEM Bursary Evidence docx

Delete note

9. Once the evidence upload is complete, click twice on the back arrow to return to the Bulk
Expense Authorisation:

< [

Activate i Delete () Refresh

Q, Check Access A, Assign
I‘j B—————T=—parord's status: Inactive
Go back

2] Email a Link

STEM Bursary Evidence - saved
Evidence - Submission (Training Provider) -

Information  Document Uploads

Calling Record  Related

Timeline

O search timeline

)

10. When the form opens, click into the Submission / Authorisation / Rejection tab to submit

the Bulk Expense Authorisation to SDS for approval:

€ [y Save Save & Cloze T New ]ﬁ[ Delete O Refresh % Check Access A, Azsign CZ] Emailalink 2 Flow & Word Templates ™ Run Report
STEM Bursary - saved

Bulk Expense Authorisation
Submission / Authorisation / Rejec...

General

Related
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11. Click on Submit. Click on Proceed to continue with the submission. Clicking on Cancel will
leave the Bulk Expense Authorisation in Draft status:

Confirmation Process
Confirmation

This will submit the Bulk Expense Authorisation.

12. Once the Bulk Expense Authorisation has been submitted, the status reason will show as

Submitted and the fields will be locked. No further changes can be made and the Bulk
Expense Authorisation will be approved or rejected by SDS:

¢ o Bswe & SweaClose -+ New [ Delete

) Refresh €\ Check Access A, Assign [ Emailalink 2 Flow 8 Word Templates ~  {# RunReport
STEM Bursary - savec

Bulk Expense Authorisation

Submitted

[ Status Reason |
Submission / Authorisation / Rejec...  General Related

Bnawreoitpense  * Tranche One Payment

B Amount (for *
£75000
contract)

8 programme T 03 STEM

& Contract * [ UNIVERSITY OF LIFE - STEM - 2021

& Programme Expense  *
Rule [E STEM - STEM Bursary Payment

B Expense Type *  [B] STEM Bursary Payment

Evidence (Bulk Expense Authorisation)

© Refresh  »° Flow v @ RunReport ¥ @ Excel Templates
Name Evidence Request Text Type Linked To PaymentClai.. *  PaymentPlan “~  Expense Claim *~  StatusReason “  Cn

M Rt T Shs

Any changes made to the record by SDS will generate an alert on the Training Provider
Dashboard.

Once the Bulk Expense Authorisation has been approved, STEM bursary expense claims
can be processed against this.
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13. To process a STEM bursary claim, click into the Expense Claims entity on the Workplace
extension menu. When the screen loads, click on New:

i Skills. :
: Devciopment i SDS FIPS

¢ | Bdshowchart] + New [ Detete | v (D Refresh [E Emailalink | ~ 2 Flow ~ {8 RunReport “ M Excel Templates ~  E¥ Export to Exc

@

Applications Active Expense Claims v

ASN Claims
| Expense Description “ Amount Individual {Assignme... v | Expense Type ~v Status Reason Decision Rationale
Assignments
Lodgings & Travel for September 2021 £4,686.35 -— Travel & Lodgings Approved -—-
Bulk Expense Au...

\ o - | . -
Bulk YPA Claim Travel and Lodgings £1,790.00 Travel & Lodgings Approved

Change of Circu...

©® ® m % o

Change of Circu...

Contract Change.

Pl

Contract Milesto...

@

Contracts

Electris Validations

<

Expense Authori...

Expense Claims

[

Forecasts

Incentive Claims

iy -

14. The Expense claim submission form will open:

« o Save [@° Save&Close < New 2 Flow

New Expense Claim
Expense Claim - Expenses

General

Expense Description *
Amaount -
From Financial Period * -
To Financial Period —
Programme R—
Contract R

Bulk Expense Claim Yes

Bulk Expense =
Autharisation

&) Expense Type -

Cuwiner © R stEMTP

8 Young Persons
Allowance Claim

Evidence

Outcome

Decision Rationale .
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15. All fields that contain an asterisk are mandatory and must be completed before the claim
can be submitted. Input the description of the claim clearly indicating which tranche
payment you are claiming for. Select the financial period for the claim; the from and to
fields must be the same. The Bulk Expense Claim field must be set to Yes — the relevant
Bulk Expense Authorisation can now be selected from the lookup. This must be the BEA
that was created prior to submitting the claim. The value of the BEA and the value of the

Expense claim must be the same.

New Expense Claim - unsaved

Expense Claim - Expenses

General

Expense Description  *

Amount

From Financial Period *

To Financial Period
Programme
Contract

Bulk Expense Claim

Bulk Expense
Authorisation

B Expense Type
Gumer

& Young Persons
Allowance Claim

Tranche one payment

" £150.00

Sep-21

© B sepat
* g STEM

N I:] STEM University - STEM - 2021

Yes

: |Look for Bulk Expense

Bulk Exps

STEM Bursary - Tranche One Payment

£150.00

New Bulk Expense Authorisation
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- When the Bulk Expense Authorisation has been selected, the Expense Type field will
auto populate. Once all the fields have been populated, click on Save:

“— 7 save | @ Save&Close -+ MNew 2 Flow ~

New Expense Claim - unsaved
Expense Claim - Expenses -

General

Expense Description  *  Tranche one payment
Amount © £150.00
From Financial Period *  F&] Sep-21

To Financial Period * K3 sep-21

Programme * LCJ STEM

Contract h @ STEM University - STEM - 2021

Bulk Expense Claim Yes

Bulk Expense -

Autharisation .z. STEM Bursary - Tranche One Payment
8 Expense Type v @ STEM Bursary Payment

Owner * R stEmTP

£ voung Persons
Allowance Claim

Evidence

16. Accept the declaration to submit the claim:

Declaration

AcceptDeclaration

On behalf of the Provider | represent, | submit this claim on the basis that | am authorised to do so and confirm that: Expense claims are for legitimate travel and/or lodgings as appropriate and are in
accordance with agreed contract terms. All documentary evidence required by the STEM Programme Rules pertaining to this claim match STEM Programme Rule requirements and can be uploaded to
FIPS if requested by SDS within 1 Working Day.

Accept Declaration Do not accept Declaration

- The value of the claim will be added to the Pre-Posting run in FIPS awaiting payment.
The claim will be transferred by SDS Finance the week following the claim submission.
That completes the Bulk Expense Authorisation and claim submission process for the
STEM bursary.
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