
 

Email invoice to 

Chair/Treasurer 

If they are happy to 

authorise it attach it to an 

email with the correct 

coding and send it to your 

Executive Treasurer for 

final authority 

EXP365 

APP 

Log into app and create a new 

expense claim, attach proof of 

purchase to the claim and 

submit this will then get sent 

to your chair/treasurer to be 

approved and finally to the 

Exec Treasurer to sign off 

meaning it will go on our next 

payment run.  

If for any reason you cannot 

use the app, please contact 

SU Finance and we will try 

and help.  


