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EQA 10: ONLINE EXPENSES 

OVERVIEW

This section of the guide will your show how to manage your expense claims on Walled Garden. Here is a 
detail of what you will find in the following pages.

1 – SUBMITTING A CLAIM
How to submit expenses for the Quality teams to process.

2 – VIEWING OUTSTANDING CLAIMS
How to view a list of submitted expenses that have not yet been processed by the Quality Teams.

3 – AMENDING AND RESUBMITTING A CLAIM
How to amend and resubmit, or delete a claim before it has been processed by the Quality Teams.

4 – VIEWING PROCESSED CLAIMS
How to view a list of expenses that have been processed by the Quality Teams, and whether they 
have been approved or rejected.
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Select Quality

Select  Quality System

Select Submit Expenses from the ‘Show 

me’ dropdown menu

1

1

2

3

Select Today from the ‘For period’ 

dropdown menu.
4

1/10 SUBMITTING A CLAIM
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Click Search5
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This section will not 

populate until 

expenses have been 

entered and ‘Update 

Totals’ clicked.

(See next slides.)

2/10 SUBMITTING A CLAIM

‘Claim Submission 

Date’ will populate with 

the date you are 

entering your expenses.

‘Expense’ field will be 

pre-populated as 

shown. You will then be 

able to select the 

correct item from the 

dropdown menu. 

This page will open on 

the right hand side.

1

2

If you select a different time period, the screen 

on the right will populate with any expenses 

you have previously entered, but have not yet 

been approved by the Quality Team.

2
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Select the type of expense you are claiming for from the drop down box.

Enter the Transaction No.

Enter the Amount or number of miles for each item

You won’t be able to edit the following fields. They will self-populate in the next step:

• Actual visit date 

• Rate (£)

• Total (£)

Enter a clear description for each item being claimed

EQA 10: ONLINE EXPENSES 
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5

The claim submission date will self populate with 

the date you are entering your expenses

5

3/10 SUBMITTING A CLAIM
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1 Select the correct description for each item from the drop 

down box

As you enter your expenses click, on ‘Update Totals’ at 

the bottom of the page to refresh your claim totals
2

Note that you can enter more 

than one activity at a time

PLEASE NOTE

At this stage your expenses will not 

be saved.

3 3 3

4/10 SUBMITTING A CLAIM

1

The following columns will self-populate:

• Actual visit date

• Rate 

• Total 

3

2
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This section will also populate when you click 

‘Update Totals’

The amount for each item will populate in the

‘Open Status’ column

5/10 SUBMITTING A CLAIM
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1 Click ‘Submit Expenses’ at the bottom of the screen to save. This 

will make the claim available for the Territory Office to process .

An additional Error Message column will appear on the right, net 

to the ‘Total’. If the claim was submitted successfully, it will say 

‘OK’. Otherwise, it will display an error message.

2

3

6/10 SUBMITTING A CLAIM

1

2

A success message will also appear in red print here, to indicate 

that the claim was successfully submitted. If there are errors, it will 

indicate so.

3
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7/10 SUBMITTING A CLAIM

Now Complete the EQA expenses receipt form available on Aspire

Scan all your receipts and email with the expenses receipt form 

to eqaclaims@cityandguilds.com or qualityilm@i-l-m.com

Please include the following in your email heading;

• 8000 transaction number

• relevant quality team 

Please complete 

ONE expenses 

receipt form for each 

Quality team
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1 Select Submitted Expenses from the drop down box 

Select a date range or period – this selection selects the 

Claim Submission date NOT the Actual visit date

Click ‘Search’

2

3

4

These columns will be after the ‘Totals’ column – you will see 

which claims and been approved, if any have been rejected 

and a reason in the LO note column 

4

8/10 VIEWING SUBMITTED CLAIMS
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9/10 AMENDING AND SUBMITTING A CLAIM

1 Select Submitted Expenses from the drop down box 

Select a date range – this selection selects the Claim 

Submission date NOT the Actual visit date

Click ‘Search’

2

3

To delete an entry tick the ‘delete’ box next to the expense line  4

Click ‘delete’ at the bottom of the claim screen5

1

2

4

3

5

6

6

You will then see a pop box asking you to confirm deletion 
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These are all your expense claims processed by a 

Quality Team, submitted in the selected period. 

You can see if they have been approved/rejected 

(Status) and any notes the Office may have made.
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1 Select My Processed Expenses from the drop down box 

Select a date range – this selection selects the Claim 

Submission date NOT the Actual visit date

Click ‘Search’

2

3

4

These columns will be after the ‘Totals’ column – you will see 

which claims and been approved, if any have been rejected 

and a reason in the LO note column 

4

10/10 VIEWING PROCESSED CLAIMS
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2
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Processed Expenses 


