How to Create an Advance Claim
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1 Logging on to the system

Go to the website https://pssc.gov.ie/

Select the Option ‘Submit/Approve Expenses’
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Online Payslips

Select your Department from the list:
Online Employee Payslips

To view your online payslip, please click on your
home organisation
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https://pssc.gov.ie/

Enter:
e Username which is your registered email address

e Password
e Thenclick signin
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SIGN IN

Register for an account

Forgot password or security question

- 1w Queries: If you have any queries please contact the helpdesk@pssc.gov.ie or 076 100 2702

One of your 3 registered security questions should appear in a new window. Enter the answer and
click sign in

Security Question

Two step authentication is enabled, each time you sign in you will be

requested to answer one of your security questions.

‘Where did you meet your spouse/significant other

[




2 How to create and submit an Advance claim

When you log on, you will initially see the Employee Dashboard — select the “EXpenses”
tab along the side of your screen

If you are an Approver inputting your own claim you will need to select Employee Dashboard
from the Dashboards option.

e Inthe Expense Screen click on NEW ADVANCE in the My Advances section.
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The following screen will appear:
&  Employee Dashboard o4

Create Advance

employee Dashboard » Create Advance

Advance Type* Advance Date*

Credit Transfer - Reason* 09-0ct-2020 )  RepayDate B

Euro - Value* - Approver*

e

Enter:
e Advance Type - will always be Credit Transfer

e Reason — enter a detailed description of the reason for the advance

e Advance Date — date of application for advance = current date*

e Repayment Date — the advance recoupment will not attach to a claim until after this date

e Currency - will always be Euro
e Value — the advance amount
e Approver — select the relevant Approver

*Please ensure that the claim is submitted and approved by close of business on Friday to be paid

the following Friday.

Press ‘submit’.



The advance claim is now displayed in My Advances - Submitted to Manager

= Employee Dashboard ~

D Expences 500

<« Other Products

Once your manager has approved the Advance, it will be displayed in My Advances - Approved by
Manager.The claimant will receive an email saying the advance claim request has been approved.

My Advances NEW ADVANCE

€500 Submitted 22-Oct-2020

Repayment 30-0ct-2020
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You can view the details by clicking the Widget and click “View Details”:
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Unsubmit

Once the Advance is processed and paid, this will be displayed in My Advances - paidand the
Outstanding Balance will reflect the amount.

The claimant will receive an email saying ‘Your recent claim has been processed and your bank
account will be credited with payment in the coming days’.

You can view the details by clicking the Widget and clicking “View Details”.

€500 Submitted 22-0ct-2020
Paid Repayment 30-0ct-2020




3 Claiming Expenses when you return
N.B. Do not create the Expense Claim until AFTER the Trip End Date.

Ensure that the START date in the Expense claim matches the REPAYMENT date already provided in
the Advance Claim.

(If there is any difference between trepaymentdate in theAdvance Claim and the date you wish to
enter the expense claimplease email the Expenses team for assistanegm@inses@nsso.gov.ie)

Once you enter and save the details in the first part of the screen, the Core system will automatically
recognise that an Advance claim exists and needs to be deducted.

Expense Report
s ¥ Expe

Required Fields

Z2-001- 2030 Testing

Additional Options


mailto:expenses@nsso.gov.ie

Select “New Expense Item”

Expense ltems

NEW EXPENSE ITEM

Expense Type Start Date End Date From To Un Value
Outstanding Advance 20-0ct-2020 20-0ct-2020 1 -150.00 :
Outstanding Advance 05-0ct-2020 05-0ct-2020 1 -250.00 :

SAVE SUBMIT

Enter the full details of the expenses as normal. The Core Expense system will deduct the Advance
from the Expenses. When you have completed all your expense items select “submit” and your claim

will be submitted to your manager for approval.

Expense ltems

NEW EXPENSE ITEM

Expense Type Start Date End Date From To Units Value
1.6 Taxis 22-0ct-2020 24-0ct-2020 Athlone Dublin 500.00
Outstanding Advance 20-0ct-2020 20-0ct-2020 1 -150.00
Qutstanding Advance 05-0ct-2020 05-0ct-2020 1 -250.00

10



