Intrepid User Guide

In this guide you will learn how to:

e To apply for the study leave estimated costs - page 1
e Attach evidence / documents — page 4

e Claim expenses after the event — page 6

e Learn the correct format for bank details — page 10

TO APPLY FOR THE STUDY LEAVE ESTIMATED COSTS

Step 1: When you first enter your leave claim you will enter ‘estimated’ costs.

Example 1 —
==
HESWlive. O - @C X H 2 INTREFID & INTREPID ‘ ‘ i %
Course: ATLS
Course topic: Mandatory Training -
Course venue: Bristol

Course provider: ATLS Provider

APPROVERS
Approver Leave Type Seg Key Retro Message
Approver
Rebecca Williams-Lock Study 0 x v U

ENTITLEMENT

LEAVE HISTORY

LEAVE EXPENSES

No leave expense claims have been made for this application

Cost type: . August September 2015 October
%st):\mated cost Mon Tue Wed Thu Fri Sat Sun
£):
Reference: a1 t 2 3 4 B 6
7 8 9 10 11 12 13
Comments:
14 15 16 17 18 19 20
21 22 23 24 25 26 27
.’:'_’ Add 28 29 30 1 2 3 4
5 6 7 8 9 10 11

I national Exam day
Public Holidays
- Approved leave for this doctor
Leave approved for other trainees under same Rota Manager

U Submit Application



Step 2: You fill out the boxes and click “add” for each cost type you are adding. These will appear as bars above
these boxes and calendar. Please note for mileage it is essential that you enter into the comments box the post code
of your work address and the post code of the venue. Please identify them clearly.

Example 2 -

LEAVE EXPENSES

No leave expense claims have been made for this application

Cost type: Fees - Courses/Conferences only - August September 2015 October
Estimated cost 200 Mon Tue Wed Thu Fri Sat Sun
(£):
. 31 1 2 3 4 5 6
Reference: Course Fees
7 8 9 10 11 12 13
Comments:
14 15 16 17 18 19 20
t) 21 22 23 24 25 26 27
Add 28 29 30 1 2 3 4
5 [} 7 8 9 10 11

I national Exam day
Public Holidays
B Approved leave for this doctor
Leave approved for other trainees under same Rota Manager

Example 3 -

LEAVE EXPENSES

Type Est. Claim Actual Date Paid Auth.
aFEES - Courses/Conferences only £200.00 No @
aTraval - Public Transport/other £100.00 No @
Cost type: - August September 2015 October
fz;‘mamd cost Mon Tue Wed Thu Fri Sat Sun
Reference: i ! 2 3 + 5 ©
7 8 9 10 11 12 13
Comments:
14 15 16 17 18 19 20
¢ Add 21 22 23 24 25 26 27
g 28 20 30 1 2 3 4
5 6 7 8 10 11

- National Exam day
Public Holidays
- Approved leave for this doctor
Leave approved for other trainees under same Rota Manager

Step 3: Once all the relevant details and costs have been entered, you are required to click the “Submit Application”
button at the bottom of the screen.

Example 4 -

LEAVE HISTORY )

LEAVE EXPENSES

Type Est. Claim Actual Date Paid Auth.
Fees - Courses/Conferences only £200.00 No @
Trave\ - Public Transport/other £100.00 No @
Cost type: . August September 2015 October
Estimated Mon Tue Wed Thu Fri Sat Sun
cost (£):
3
Reference: 3 ! 2 3 4 > 6
7 8 9 10 11 12 13
Comments:
14 15 16 17 18 19 20
21 22 23 24 25 26 27
9 Add 28 29 30 1 2 3 4
5 6 7 8 10 11

Bl National Exam day
Public Holidays
B Approved leave for this doctor
Leave approved for other trainees under same Rota Manager

U Submit Application

(’ Cancel



Step 4: You will receive two pop ups, one to confirm you wish to submit, and one to confirm the application has

been submitted successfully.

Example 5 -

P

Message from webpage

; l: Thank you. Your application has now been submitted.

|

Step 5: Clicking “OK” will exit you from the record and your leave should appear in the leave history box on this
page, yet to be authorised by the School Support Manager.

Example 6 -

g LEAVE APPLICATIONS - SEARCH CRITERIA BACK U.

Home ;

My Account Start date from: I:I.@ Leave type: - &.’ Gl

My Record Start date to: [ = Expense claim: - “

Messages (0) w Clear

Previous Page

Log Off

°a LEAVE HISTORY

LEAVE MANAGER ) Start date End date Leave type Days Authorised Online  Estimate Actual
02/11/2015 03/11/2015 Study 2.0 Yes v 300.00

Leave Appiication 22/09/2015 22/09/2015 Study 1.0 v 300.00

Leave Manager
Leave Entitlement

Step 6: Once the leave approvers have approved the leave, you will see a ‘yes’ in the authorised column.

Example 7 -

B intrepid
o 0]

€) |

Home
Hy Account Start date From: i | Leave type: " searen
My Recond Start date oz | Expense claim: - —
Messages (0) € cear
Prevaous Page
g OFF
s LEAVE HIETORY
LEAVE MAMAGER Stadt date End date Lease Dype nys Authofised Online  Estimats Artian
%] ONIINNE  S/LL0IS 5wy 20 ves « 300,00
L A ﬂ FH0RF201% 22092015 Shuly 1.0 ol L 300.00

Leave Mansoss



TO ATTACH EVIDENCE / DOCUMENTS

Step 7: You can then go back into the claim to attach your receipts. To attach your receipts you will need to click on
the blue arrow bar before the claim, around half way down the page.

Example 8 -

) RUESTCI | cAve MANAGER - PREVIOUS'
coers O]

Home

LEAVE APPLICATIONS - SEARCH CRITERIA

Start date from: o | Leave type: -

My Account t’ Search
My Record Start date to: o~ | Expense clam - ooy
Messages (0) w Clear
b4
Prevous Page
Log Off
9 LEAVE HISTORY
LEAVE MUGER . Stat date  Enddate  Leave typs ays Authorised Online  Estima ctun
a9 012015 03/11/2015  Study 20 Yes v 300.00
T ) 8 22/09/2018  22/09/201% Study 1.0 Yes v 00,00

Leave Manacer

Step 8: This will open up the claim. Please click the downward pointing arrow at the right hand side of the light blue
bar named “Documents”

Example 9 -

APPROVERS

\pprover Leave Type Seq Key Retro Message
Approver

tebecca Williams-Lock Study 0 x v O

ENTITLEMENT

LEAVE HISTORY

DOCUMENTS e

APPROVAL PROCESS

(
ofojo

~ontact Contact Type Seq Key RetroApproved Date Comments
tebecca Williams-Lock  School Support Manager 0 x v Yes 05/11/2015 Approved

LEAVE EXPENSES

Type Est. Claim Actual Date Paid Auth.
Fees - Courses/Conferences only £200.00 No
Trave\ - Public Transport/other £100.00 No

Cost type: . August September 2015 October
Claim Mon Tue Wed Thu Fri Sat Sun
amot

(£): 31 1 2 3 4 5 6

Reference: ‘ 7 8 9 10 11 12 13
Farmmenante: | 1 14 15 16 17 18 19 20




Step 9: Click “browse” and it will bring up the screen below where you can navigate your computer to find the
required document.

Example 10 -

APPROVERS
Approver Leave Type Seq Key Retro Message
Approver
Rebecca Williams-Lock Study 0 x ¥ O

ENTITLEMENT

LEAVE HISTORY

(
J [<

File location:

| Browse.. | o Add
—
.
Step 10: Select the file you want and click open.

Example 11-  mgsie =]
&)=/ » Liorares » Documents » [ 43 ][ Search Documents 2]
Organize New folder =~ 0O @
ome library festur available due to unsupported library locations. Click here to lesrn more. x

Documents library Arangeby: Folder v
B Deskiop Includes: 2 locations
g Downloads Name ’ Date modified Type Size
%] Recent Places
)} Downloads 08/08/20120907  Filefolder
458 Librries 1! DSSPlayer 150820131533 File folder
[ vowmems ool /0520131128 Filefolder
BRI 1! DYMO Label 00020131310 File folder
» ) Pictres J! Einduction 24/06/20151600  File folder
» B videos J! Tntrepid Job 054120151206 File folder
051120150900 Filefolder
218 Computer 100220121436 File folder
o Y 15/10/20150828  Filefolder
S B4AL2051625  Filefolder
» B sevem Deancry 0€) B My Videos 15/0/20150820  Filefolder
63 AndrewHorton (Weswshanhsuh 4 New folder 20120151653 Filefolder
P J! New folder 2) 20120151718 File folder
2 South Shared (U) Ji Oriel 160420151130 Filefolder
)\ PDF Favorites 2ABANBLBE Filefolder
» @ Network ) Tidying 06/07/20151550  Filefolder
)6 08/00/20151625  Filefolder
] 68D Cerificate 04/02/201515:55  Microsoft Word Document 38 KB
] Phil Earl E&D Certificate. 07/10/201509:54  Microsoft Word Document Ed
&) Timesheet 23/04/201508:53  Microsoft Excel Worksheet 17 KB
<l (Type: Workshezt | 2, {
% 20items Size: 169 KB
E Date mocified: 23/04/2015 08:53
5
<>
File name: - [auFies ) =

Step 11: It will then appear in the file location box.

Example 12 -

File location:

|\\xswsha.nhs.uk\data\Severn Institute\User\Andrew.Horton\My Documents\TIr| Browse. | Add

Q

And then simply click “add”.

Example 13 -

File location:

File Title
TImesheet.xlsx

Do this as many times as necessary to upload all of your documents. Please note that once you click “add”, a
document cannot be removed from Intrepid so please be careful to select the correct one.



CLAIMING COURSE FEES AFTER THE EVENT

Step 12: To apply for your course fees please scroll down to the ‘leave expenses’ section at the bottom of the page.
If you entered any ‘estimated’ expenses when you applied for the leave, you will be able to see these here.

Example 14 -

APPROVERS

\pprover Leave Type Seq Key Retro Message
Approver

ebecca Williams-Lock Study 0 3 v O

ENTITLEMENT

LEAVE HISTORY

DOCUMENTS

APPROVAL PROCESS

{
ofojo

—ontact Contact Type Seq Key RetroApproved Date Comments
tebecca Williams-Lock  School Support Manager 0 x ¥ Yes 05/11/2015 Approved

LEAVE EXPENSES

Type Est. Claim Actual Date Paid Auth.
Fees - Courses/Conferences only £200.00 No
Travel - Public Transport/other £100.00 No

Cost type: . August September 2015 October
Claim Mon Tue Wed Thu Fri Sat Sun
smount

(£): 31 1 2 3 4 5 6
Reference: ‘ 7 8 9 10 11 12 13
arnrnante: | ] 14 15 16 17 18 19 20

Step 13: If you are claiming for fees that you _ for example an evening meal on an
overnight stay:

Select the “Cost Type”, add the claim amount and add a comment in the box.

Example 15— LEAVE EXPENSES

Type Est. Claim Actual Date Paid Auth.
Fees - Courses/Conferences only £200.00 No
Trave\ - Public Transport/other £100.00 No

Cost type: . August September 2015 October
Claim Mon Tue Wed Thu Fri Sat Sun
amout ||
(£): 31 1 2 3 4 5 6
Reference: | 7 8 9 10 11 12 13
Comments: | 14 15 16 17 18 19 20
2 [JE = 24 25 26 27

¢ 3

U Add 28 29 30 1 2 3 4
—= 5 6 7 8 9 10 11

Bl National Exam day
Public Holidays
B Approved leave for this doctor
Leave approved for other trainees under same Rota Manager



Example 16 -

LEAVE EXPENSES

Type Est. Claim Actual Date Paid Auth.
aFees - Courses/Conferences only £200.00 No
Travel - Public Transport/other £100.00 No

Cost type:  gubsistence - August September 2015 October
Claim Mon Tue Wed Thu Fri Sat Sun
amount
(£): 31 1 2 3 4 5 6
Reference: |Overnight meal 7 8 o 10 1 12 13
Comments: ‘ 14 15 16 17 18 19 20
2t Il 3 24 235 2 27
28 29 30 1 2 3 4
o) Add
-— 5 6 7 8 9 10 11

Bl National Exam day
Public Holidays
B Approved leave for this doctor
Leave approved for other trainees under same Rota Manager

“Click add”, and it will appear in the list of expenses above.

Example 17 -

LEAVE EXPENSES

Type Est. Claim Actual Date Paid Auth.
aFees - Courses/Conferences only £200.00 No
(&3 subsistence £10.00 No
aTrave\ - Public Transport/other £100.00 No

Cost type: . August September 2015 October
Claim Mon Tue Wed Thu Fri Sat  Sun
amount
(£): 31 1 2 3 4 5 6
Reference: ‘ 7 8 9 10 11 12 13
Comments: ‘ 14 15 16 17 18 19 20
n [l 24 325 26 27
28 29 30 1 2 3 4
£2) Add
— 5 6 7 8 9 10 11

Bl National Exam day
Public Holidays
B Approved leave for this doctor
Leave approved for other trainees under same Rota Manager

Step 14: If you are claiming for fees that you _ for:

Please click the blue arrow on the left hand side of the row with an estimate figure. This will change the boxes below
and bring up any details you previously entered.

Example 18 -

LEAVE EXPENSES

Type Ect Claim Aty Date Paid Aigth,

F-ri:\-': - CowsasiConforences only £300,00 Mo
ﬂﬁuhﬂ.lﬁtfmr E10.00 L]
Cost type: . August September 2015 Otaber
Claim Mon  Tue Wed Thu  Fi Sat  Sun
amount
(E): 1 1 F 3 4 5 &
Referenca: 7 ] ] 10 11 12 13
Comments: 14 15 16 17 18 19 20

£1 - 43 44 45 26 2r

2 E . i
U add 28 Fi a0

I Hational Exam day
Public Holidays
Bl Approved leave for this dector
Leave approved for other trainess under same Rota Manager




Step 15: Please enter the amount you are claiming for the relevant cost. In this case it is my course fees and the click
“save changes”.

Example 19 -

LEAVE EXPENSES

Type Est. Claim Actual Date Paid Auth
EYFees - Courses/Conferences only £200.00 £109.90 No
EYsubsistance £10.00 Mo

Cost tyDe!  Fees - Courses/Conferences anly - August September 2015 October

Claim Mon  Tue Wed Thu Fi  Sat  Sun

amount 195.99

[£]): i i z 3 4 5 &

Reference! Course Fees ! a 9 10 11 12 13

Jarp——— 14 15 16 17 18 19 0

n [l 2 »x o x @
% U Save changes 26 9 0 g

I Hational Exam day
Public Helidays
- Appraved beave for this dochor
Leave approved for other trainees under same Rota Managers

Step 16: This will populate the relevant row above with a claim amount. Do this for all of your estimated claims.

Example 20 -

LEAVE EXPENSES

Type E=k, Claim Actual Date Paid Ayth
Flr't.“: - Courses/Conferences ondy E 200,00 30 (1]
Subsistencs E10.00 Mo

Step 17: Once this has been done, a new button named “Submit Expense Claim” will appear further down the page.
When you are ready, click “Submit Expense Claim”

Example 21 -

LEAVE EXPENSES

Type Est. Claim Actual Date Paid Auth
H'-c": - Coursas/Conforentes only E 200,00 F 1#1L G Mo
aﬁljhlﬁtrmr £ 1000 Mo
Cost bypa: . Bugust September 2015 Ootober
Claim Mon  Tue Wed Tha  Fi Sat Sun
amount
(E): 1 1 2 3 4 5 [
Reference; 7 8 9 10 11 12 13
Comments: 14 15 16 17 148 1% 20

n Il » 4 25 6 7
U Add 28 9 30 4

Submit expense clalm taticnal Exam day
*_h'_’ P Public Holldays
Bl Appeoved leave for this doctor
Leawe approved for other tralnees under same Rota Manager



Step 18: You will get a pop up asking you to confirm you wish to submit the claim. Click “OK” if you are happy.

Example 22 -

Message from webpage @

This will submit your expense claim to accounts for processing and
payment. You will not be able to adjust your expense claim once
submitted. Are you sure?

| ok || Cancel

Step 19: If it has gone through successfully you will see a black tick with “leave expenses submitted” next to it. Your
expenses will not show through for approval unless you see this sign appear.

Example 23 -
LEAVE EXPENSES
Type Est. Claim Actual Date Paid Auth.
Fees - Courses/Conferences only £200.00 £199.99 No
Subsistence £10.00 No
Travel - Public Transport/other £100.00 £100.00 No
August September 2015 October

v Leave expenses submitted

Mon Tue Wed Thu Fri Sat Sun

31 1 2 3 4 5 6

8 9 10 11 12 13
14 15 16 17 18 19 20
2 [l = 24 25 26 27
28 29 30 1 2 3 4
5 6 7 8 9 10 11

Bl National Exam day
Public Holidays
B Approved leave for this doctor
Leave approved for other trainees under same Rota Manager



10

UPDATING BANK DETAILS

For us to reimburse your expense claims it is essential you keep your bank details up to date.
Step 20: Click on “My Account”

Example 24 -

ACCOUMT CREDEHTIALS

Homs
My oo Emall address;
oy Record PIN;

(]
()

Fspmages (0

Farages (0] Fersonal FIM;
Praviaus Page
Leg O Password:

..

LEAVE MeManER USER COMTROL PANEL SAVE & .
Leawe dpplication .
Leaws Manager U Enalda Control Passd
Leawe Enttlement U Enabls Renindars
R
Hicom Technology
THWEEQZS 10.80_LaTz Diats Protechon Terms B Conditicns 0 Hicom Techmcdogy 20

Step 21: Then select “Bank details” on the bottom left hand side of the page.

Example 25 -

Surname
Forenames
GMLGDC

Record Type Exit record
ViR Pape LA amonal supervived:

Chnical supervisor

BANK DETALS vt U.

fave

Addraws 3
Addrens 2
P Quatifcatiom Address )
Addren &

y.\ Fost code

Sort code

ALCOUE Pumder

TXWERO2/10.00_UAT2 Dats Prebection Teres & Condmont © ricom Techao

Step 22: Enter your bank details. Please note in the “name” and “address” fields, it is asking for the name and
address of your bank e.g. HSBC, NatWest. When you are ready click “Save”

B e o 3
N e Y < 1

Ho—a
kT
Fie =y
MG

Racoed Type Exit recerd
Frévisus Page Echut tianal Sugsrviies:

CHnCal Supervisor!

FEESOM DATA
F Parponal Dataily

Hbw e
¥ ek Betals

Example 26 -

Asdrwnn |

P Placemanty Ry 2!

F Crmalifications Aidrass. 3

ReSdrann 4

._..._.n.\ Bt et

= Sart code:
Hicom g

el LR P

FOWERDR/10.80_UATY Dls Prabedtios Tarsd & Corlitiad O Hioain Tedhslagy 2018



