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Logging In

aCCess

freedom to do more

Signin to Access Workspace @

Email address * Go to the following address — www.gegsmat.com/chris

r email address

* Use your work Email address to log in using the password
you created when setting up your CHRIS account

Remember this email address

Next

‘ Sign in with a username ‘

* When logged in you should come to a page that looks like
the screenshot on the bottom left, please click the waffle (9
dot Icon) on the top left and then click ‘People’

v My products
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Collaborate Learning



My Profile
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Changing your Password

Salf Tamui
2 Self Bsrvice

 To change your password, choose ‘My Profile’ from the ‘Self
e Service’ Menu.
i « Then click the ‘Change Password’ button.

* Once you have changed your password press the ‘Save’
button

Drocument Library
TimelnLisu

Payslips

Change Password Edit Charnge Password b 4

Current Password
| MewPassword

Confirm New Password

Close ‘ Save



Changing Contact Information

Personal Mobile, Home Telephone, Personal Email

" Changm * To change your Contact information from the ‘My
, Profile’ page click the ‘Edit’ button.

1 Employment

~ *  Once you have clicked the ‘Edit’ button, you will

then need to click the ‘Edit Contact Details’ button.

*  To add your contact details such as ‘Personal
Mobile’, ‘Home Telephone’ or ‘Personal Email’ you
will need to complete the three boxes. Once
completed press the ‘Save’ button.

& Personal Details

Profile

& Contact

Contact Edit Contact Details

Address Add Address



Changing Contact Information

Personal Details

Profile

Contact

Address

& Address

Close Delete

Home Address Details

Edit Contact Details

dddddddddd

To change your address, you will
need to click the ‘Edit’ button below
‘Address’.

Once all Personal Details have been
completed, click the ‘Save’ button.

Once all address details have been
completed click the ‘Save’ button.



Sensitive Info

Can not view Person Equality

Can not view Person Equality

Contact

Changing Contact Information

Emergency Contact Details

Emergency Contacts

&  Emergency Contacts

Mo Emergency Contact information has been added

Cancel

& Emergency Contact

Close

To Edit ‘Emergency Contacts’
press the ‘Edit’ button.

To add Emergency contact
details you need to click on
the ‘Add’ button.

The next step will be to
complete each field. Once all
details are completed tick or
un-tick the ‘Primary
Emergency Contact’
depending on whether or not
it is applicable. Then press
the ‘Save’ button.

Please also remember to
verify your Personal Email
Address. (check junk/spam if
cannot find email to verify)



Changing Contact Information

Emergency Contact Details

Emergency Contacts

Primary Emergency Contact E9t

* To add multiple Emergency
Contact details, click the ‘Add’
button.
Y * Once all the relevant boxes under
‘Emergency Contact’ section are
complete click the ‘Save’ button.






Adding Leave
My Frofile - Leave

Period Period:
My Abzence 2021722 o
Ity Traiming Available
Expenzes Type Status Comments Dates Taken to Date
Booked

Lrocument Library
) There are no items to display

Pending Approval

Timialnlisu
Payslips
% Leave
* To add leave you will need go on ‘My Leave’ from the ‘Self
. ; 5 Service’ drop down.
Absence Category * Annual Leave
FirstDay* | 07/10/2021 O artay * Next, click on the ‘+ Add Leave’ button.
ast Day * 11102021 O rartoay H 1 i
) *  You will need to complete all of the fields required and
make sure you select the correct Absence Category in order
for your leave to be recorded correctly.
From Hollday Allowance *  Click the ‘Use Working Pattern’ box in order for your leave

to be calculated correctly.

*  Once completed click the ‘Submit’ button.

@' e This will then go to your line manager for approval.



Expenses
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Adding Expenses

o * To add Expenses, you will need to click on ‘Self Service’ and then click on
My Leave ! EX p en SeS’
My Absence °

On Expenses you will be able to look at your current claims and claims
Iy Training

history. You will also be able to add mileage and expenses on this part.

el  However, to be able to claim mileage you will need to add a Vehicle, MOT
FeneinLie and Insurance first.
Payslips
Unsubmitted
Expenses
& Mileage
® Current Claims Claims History ] Expenses
& Add Mileage B Add Expense ) Add Allowance 6 Add Fuel D & Miles Claimed
Description v Q  Clear Journeys
Date Ref Category Client Description Total

Vehicles

Driving Licence Info



Expenses

Q
= ® current Claims
@] & Add Mileage B Add Expense
(]

Description

Date Ref

| 19/09/2018 R00001

1 27/09/2018 R00002
& Vehicle

Vehicle Details

Claims History

3 Add Allowance

Category

Miscellaneous
Other

Parking & Tolls
School Meeting

Cancel

Q

Adding Vehicle Information

6 Add Fuel Receipt

Clear

Client Description

(m]

Unsubmitted

= & Mileage
.
]l Expenses
Allowance
Total
& Miles Claimed
ourneys
£1.00 Jou ey
£1.00
Vehicles

Add Insurance @

£2.00

£0.00
£2.00

£0.00

To add a vehicle, you will need
to Click the grey ‘Add’ button.
Next you will need to complete
all the fields shown on the
picture.

You will also need to remember
to click ‘Primary Vehicle’ if
applicable.

Once ‘Vehicle Details’ section is
completed you need to press
the ‘Save’ button.



Insurance

MOT

Adding Vehicle Information

Upload Document

Upload Document

Once ‘Vehicle Details’ section is
completed you need to press the
‘Add MOT’ button.

Once you have completed the
MOT section you will need to
click ‘Add Insurance’ and
complete all the sections.

Once all sections are fully
complete you will need to press
the ‘Save’ button.

Please note all sections from
Vehicle, Insurance and MOT
need to be fully complete in
order for you to be able to claim
mileage.



Adding Driving Licence Information

Driving Licence Info

Full UK Licence

N/A

€ Driving Licence Info

ing Licence Held No

Upload Document

Click or drag to upload: png, jpeg, jpg. PN
JPG._ pdf POF

P

Cancel Add Licence @

.I < Driving Licence Info

Cancel Add Licence m

* To be able to claim mileage you will need to add a valid
driving licence.

* To add a Driving Licence, you will need to click the grey
‘Edit’ button.

* Next you will need to click the ‘Add Licence’ button.

* Once you have completed all of the sections you will need
to click the ‘Save’ button.



Adding Mileage

* To add mileage, click the ‘Add Mileage’
button and complete the boxes shown.

B Add Expense 3 Add Allowance f Add Fuel Receipt ¢  Once all boxes are Completed you will

need to click ‘Enter Journey Details’.

® Current Claims  Claims History

@ Mileage
ey Berdls - * First you will need to enter your total
daily commute mileage.
seocts -y T  Next you will need to type in your

starting postcode (e.g. Home) and
L click ‘Add’ for the start of the journey.
* You will need to choose the location

you have travelled to, using either
the ‘locations’ or entering the

e —

¢ RetuntoStart )

© postcode and clicking ‘Add’.
heme* Mileage Scheme M
B * Finally, you will need to click ‘Return to

Memorise Journey Map

Start’ or enter the postcode of your
Cancel
“ destination and press ‘Save’.

* Once you added any mileage or expenses
claims you will need to ‘Submit Claim’.



® Current Claims

Claims History

= Add Milsage B Add Expense 5 Add Allowance

@ Expense

Cancel

Adding Expenses

& Add Fuel Receipt

Delete

Save

To add expenses, click the ‘Add Expense’
button and complete the boxes.

Please note that claims are in accordance
with the Expenses Policy.

Once you have completed all of the
sections you will need to press ‘Save’.

Once all the boxes are completed you
will need to upload a picture of your
receipt for your expense to be
processed.

Once you added any mileage or
expenses claims you will need to
‘Submit Claim’.



& Submit Claim

B

19/09/2021
[ﬂ 21/09/2021
You are submitting

2 Expenses

Submit Claim

Miscellaneo... Other Whiteboard
Parking & To... School Meet... Parking Ticket
Total Value
£2.00 + 0 Fuel Receipts (£0.00)

Description*

Vs

To submit a claim, click the ‘Submit Claim’ button

Once you have added a description you will need to
confirm your submission by clicking the ‘Submit’ button
which will then be sent to the approver.

v Escalate

Cancel

E £1.00

& £1.00




