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 How to view reason for rejection and make 
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How to view the reason for rejection  

Log into your ESS system and click on the expense tab, then manage, all 

expense reports 

 

 

To get your reason, simply hover over the word rejected to see the reason  

 

 

You can then make the necessary changes  
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Once you have made your changes, submit your claim again.  
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Why have multiple claims been rejected?  

 

You have received an email stating your claim has been rejected when you log 

in multiple claims have been rejected all with the same reason…why? 

When you submit multiple claims at once they come into the payments office 

as one claim (to avoid receiving multiple payments) therefore when one claim 

is rejected all other claims are rejected.   

On your rejection it will note the trip id that the rejection relates to – if a Trip 

ID is not mentioned, re-submit that claim while you are amending the claim in 

question.  

To avoid this issue if possible submit all claims as they occur so there is no 

build up, the payments office also does two payments run a week to avoid a 

build-up.  

 


