
How to Submit a Digital Claim Form – as at 03.03.22 
 
Click on the Claims Form link from the Committee Portal -> Finance -> Spending Society Funds (You can also click on the 
hyperlink above). 

You will be taken to the following screen. On here please enter the following: 

1. Name of the Claimant (either yourself or if you are completing for 
someone else, enter their name) 

2. Email address of the Claimant 

After this you will need to enter the details of the committee person who is 
authorised to sign the claim. Please note, this currently stands as the President, 
the Treasurer or the Secretary of the society (If you do not have one of these 
positions on the committee, and wish to nominate another committee member 
to sign off the claim form, please email activitiesadmin@shu.ac.uk to confirm 
this). 

1. Name of the Committee Member who will authorise the claim 
2. Email address of the Committee Member who will authorise the claim 

Please note, you CANNOT authorise your own claim form, even if you are able to 
sign them off (e.g. if you are the society president, the claim must be sent to 
either the treasurer or the secretary to sign off. If you self authorise your claim, it 
will be rejected.). 

Once you have entered these details, please click on Begin Signing. 

 

Filling Out Claim Form 

You will then be taking to a copy of a blank claim form for you to complete. You must click on the Continue button to the 
top of the web page before starting to fill out. You will then need to fill out the claim form in the text boxes provided 
(please note, any text box with a red line around is mandatory and must be completed). Below is a rough guide of how to 
complete: 

1. Payable To: - This is who the claim will be paid to (this should be the same as the claimant details entered in on 
the opening page). 

2. Email – This will have automatically populated from the previous page. 
3. Date – Please enter the date the claim form was completed. 
4. Society – Please enter the name of the society for which the claim will be taken from 
5. Claim Description – This is where you will need to enter the description as to what the claim is for. 

a. Please enter as much detail as you can (do not put something generic like “Tesco/food shop”, it needs to 
include detail as to what the expenditure was for (such as food for event on DD/MM/YY)). 

b. You can split this over multiple lines if you wish. However, you don’t need to split each individual item 
up on a receipt if the items are all for the same thing (e.g. if you have bought various types of food for 
an event, we don’t need an itemised description of each item but, but rather a description of what the 
food has been bought for). 

c. If you have multiple receipts, please split these up by lines on the claim form. This makes it easier for 
the societies team & finance to check that the receipts tally up to the amount claimed. 

6. Amount – Please enter the amount into this column. 
a. As with above, if there are multiple receipts to claim, please ensure that the amounts are not just 

grouped together but are split up to make checking easier for the societies team & finance. 
7. Payment Details – Please enter the bank details of the claimant. 



a. Please ensure that the Payee Name and the name of the claimant are the same. 
b. Please enter an account number (this is the 8 digit number) 
c. Please enter a sort code (this is the 6 digit number in the format 00-00-00) 

8. Attached Receipts – Click on the button with a downwards arrow above a paper clip 
a. This is where you will add the backup for the claim. This can be in the form of a receipt or an 

email that confirms the amount. This is a mandatory field so you need to make sure that you 
have a copy of the backup to attach  

i. Scanning apps, such as Adobe Scan/Microsoft Lens are good ways to scan receipts when you 
need to upload them. 

b. You can upload more than one receipt. 
c. Please ensure that each receipt/email confirmation clearly outlines the amount spent and the total 

amount tendered. Therefore it is vital that the whole document is visible and not just part of a 
document. 

d. Please try to upload these documents in the same order in which you completed the claim form. If they 
are in the same order, it makes checking the document quicker for us which can also lead to the claim 
being processed quicker. 

9. Claim Form Submission – Click on the Sign button once you are ready to submit your claim. 
a. Once you have clicked the sign button, you will be required to enter a signature. 

You can either draw a signature if you prefer, but the auto-selected style is also 
accepted.  

10. Finish – Once the form has been signed, and all mandatory fields are completed, please click on Finish. 

The claim form will then be automatically emailed to the committee authoriser you entered when starting the form. 
Please note, there is no need to download and email the claim form to anyone as this is automatically done through 
DocuSign. 

Once the committee authoriser has checked and signed the claim, it will then sent onto the Societies team at the HUBS, 
to further check that the claim is correct and that the society has enough funds in their account to cover the cost. Once 
approved, you will receive a notification from DocuSign to inform you that it has been approved and the claim will then 
be paid at the next available payment run. 

Rejected Claim 

If a claim has been rejected for any reason, you will receive a notification from DocuSign informing you that the claim has 
been rejected. Furthermore, you will receive an email from the Societies team to explain the decision as to why the claim 
was rejected and what steps you should take now. Rejection does not mean that the claim will never be paid as it could 
be a case that something was entered incorrectly on the form and that you may just need to resubmit with the right 
corrections. 

The claim may get fully authorised but Finance may also spot an error with the claim once we process. This is usually if the 
bank details that have been provided don’t pass the validation checks when performing the payment run. If this is the 
case, Finance will be in touch to gather the correct details required to complete the claim. 

  



Authorising Claim Form – Committee Member 

Once a society member has submitted a claim form and sent to you for authorisation, you will receive an email from 
“DocuSign EU System” with a subject title Society Claim Form. There is a link in the email body to Review Documents. 
Please click on this. Once the webpage has been loaded, you will need to click on Continue to proceed. 

1. Please review and check the claim form that has been provided. You need to ensure that all the details match up. 
Things to look out for (and not limited to) should be: 

a. Check who the claim is payable to and that you know who they are. 
b. Check that the society name that has been provided is the society that you are a committee member of 

which the responsibility of signing off expenditure. 
c. Check the claim details and the amounts to the receipts attached. 

i. Make sure that the amounts entered on the claim tally up to the receipts provided. If they 
don’t match up then you should reject the claim. 

d. Check that the Payee Name is the same as who the claim is Payable To. 
e. Check that all receipts have been provided and that nothing is missing. 

Accepting Claim 

If you are happy that the claim submitted has been submitted correctly and that you have checked it thoroughly, then 
you will need to authorise the claim. To do this you must: 

1. Claim Form Approval - Click on the Sign button towards the bottom of the sheet once you are ready to authorise 
a. Once you have clicked the sign button, you will be required 

to enter a signature. You can either draw a signature if you 
prefer, but the auto-selected style is also accepted.  

2. Committee Position – Please enter your position on the committee. 
3. Finish - Once the form has been signed, and all mandatory fields are completed, please click on Finish. 

Rejecting Claim 

If you have checked the claim and you have found errors in the submission, or don’t believe that what has been sent 
should be claimed back, you can reject the claim. To do this: 

1. Other Actions – Click on the Other Actions at the top right of the page.  
2. Decline to Sign – Click on Decline to Sign and then on Continue 

a. It will ask you for a reason as to why you have decline, please enter this in 
here. 

The document will now have been rejected. Although you will have provided the reason as to why you have rejected the 
claim through DocuSign, unfortunately this reason is not provided to the initial claimant. Therefore it is also 
recommended that you contact the claimant directly to explain your reasoning behind rejecting the claim and to what 
they need to do in order for it to be approved. 

Final Steps - Payment 

Once all parties have authorised the claim, a copy is automatically sent to the finance department to process. 

1. Finance will receive a copy of the Claim Form. Once received, they will process this through the societies 
accounts. 

2. Payment will be made at the next available payment run. 
a. Any claim fully authorised before 14:00 on a Tuesday will be processed in the payment run that week. 

The payment run is processed on a Wednesday and payment will be made into the claimants account 
on the Friday. 

b. Any fully authorised claims submitted after this, will not be paid until the following week. 


