
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



What is “Batch T&E Access” and why use it? 

Managers are being given Batch Time & Expense (T&E) Access, which simplifies the 

process if submitting time and expense claims on behalf of your employees: 

• It allows you to create and submit a claim in one step. 

• When you click “Save”, the claim is automatically authorised. 

• This means you no longer need to go back and authorise the claim separately - 

saving time and reducing steps. 

 

If you're a Manager or Business Manager submitting a Time & Expense claim for an 

employee who only has Read-Only ESS access, follow these simple steps: 

 

1. From the Manager Dashboard, navigate to "Your Staff" to view the list of employees 

under your management. 

 

 

2. Use the left-hand search pane to find and select the employee whose records you need 

to view or update. 



 

 

3. Scroll to the Links section and click on “Time & Expenses”. Click “Batch Time & 
Expenses”. 

 

 

4. From the Time & Expenses List, select the claim type that corresponds to what you 

need to enter. For example, choose ‘Support Staff Claim’ to record additional or 

overtime hours for a school support staff member, ‘Teacher Claim’ to record extra hours 

for a teacher, or ‘Mileage and Expenses’ to submit mileage and expense claims. 

 

Please note: If you wish to submit a mileage claim on behalf of your employee, you will 

need to add a vehicle for them first. Please follow the steps in the Managing Employee 

Records guide to do this if you haven’t done so already. 

 

https://deltservices.com/wp-content/uploads/2025/05/Manager-Guide-Managing-Employee-Records.pdf
https://deltservices.com/wp-content/uploads/2025/05/Manager-Guide-Managing-Employee-Records.pdf


 
5. Enter the Effective Date for the claim. 

 

 

 

6. Enter the employee’s Surname or Personal Ref again and click “Search”. 



 

7. Scroll down to the bottom section of the page. The claim template will automatically 

populate with: 

• Employee’s Name 

• Job Title 

• Start Date 

Click “New” to create a new claim entry. 

 



 

 

8. The form will open (this is an example of a mileage, and expenses claim) – complete all 

required fields. Don’t forget to open all the pages available.  

 

 



 
 

9. For reference, the below is an example of the time claim form. There are three separate 

pages on this form. 

• Page 1 is for additional/overtime hours 

• Page 2 is for cash claims e.g. standby cash. (This is only applicable for certain 

employee groups) 

• Page 3 is for occurrences/units of standby etc. (This is also only applicable for 

certain employee groups). 

 

      Make sure to complete all relevant pages before submitting. 

 

 
 

10. Once done, click “Save”. 

 

 

Note: Saving the form will also authorise it. The claim will now be sent to the Payroll Team 

for processing. 

 

 


