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Overview 
The WorkPlace Expense module gives NTPC the ability to track employee travel and expense claim costs 

while allowing the employee to quickly enter their expense claim from any remote location with a web 

browser using the easy-to-use WorkPlace interface. 

Expense claims are sent to an approver before payment. 

Please note that expense claims are to be made in accordance with NTPC travel policies. These 

policies can be found on the Powerline: 

• HR-26 – Travel (including Medical Travel) 

• HR-26a – Travel Rates 

• HR-26b – Travel Procedures 

• HR-12 – Training and Professional Development 

• HR-2-13 – Relocation 

 

Additional forms and information on medical can be obtained from the HR department and can 

also be found on the Powerline. 

 

Accessing Workplace 

Internally 
WorkPlace can be accessed internally from Powerline on the home page by clicking the WorkPlace link 

under Key Links. 

Externally 
WorkPlace is accessible from any computer internal or external to the Corporation’s network if your 

device has an internet connection.  

1. Open an Internet browser. 

2. In the address bar type https://employeeexpense.ntpc.com and press enter. 

  

http://powerline.ntpc.com/document-manager?f%5B0%5D=field_document_type%3A18
http://powerline.ntpc.com/sites/default/files/hr26.pdf
http://powerline.ntpc.com/sites/default/files/hr26a.pdf
http://powerline.ntpc.com/document-manager/travel-procedures-hr-26b
http://powerline.ntpc.com/document-manager/training-and-professional-development-hr-12
http://powerline.ntpc.com/document-manager/training-and-professional-development-hr-12
https://employeeexpense.ntpc.com/
http://powerline.ntpc.com/
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3. You will be prompted to enter your NTPC login information (the same username/password that 

you login to the computer). Enter your username in the form NTPC\xxxxx and your password. 

Create or Edit Expense Claims 
Creating a new expense claim is the first step in the expense claim workflow. You can also edit existing 

expense claim by selecting any expense item under the Outstanding Transactions heading on the 

dashboard. Open expense claim are those that have already been created but have not yet been 

submitted for approval. 

1. After logging into WorkPlace, you will be on the home screen. 

Based on security, your home page will vary with available options. 

 
 

2. On the WorkPlace home page, select Expense from the menu. 

 

 

3. To enter a new expense, select Expense Entry. 
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A blank expense entry form will open. 

 
 

4. Claim Type - Use the magnifying glass to select a claim type. 

 

 

a. Travel/Expense Claim 

b. Medical Travel Claim 

c. Relocation Expense Claim 

d. Education or Apprenticeship 

 

 

Travel/Expense claims will be routed to your manager for approval.  All others will be routed 

to Human Resources for approval. 

 

5. Enter the Expense Sheet Name. 
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Enter the Line Details of the Travel Claim 

 

6. Enter the Project – this is the project number that your expense is being charged to. 

 

You can generate a list of projects by clicking the magnifying glass or anually typing the project 

number in the field. 

If you click the magnifying glass, it will open a search window listing all projects. 

 

Search for a project by specifying search criteria. 

Use the Find By drop down to select what data element you would like to search by. 

 

Use the Search Type to select how it will look for your value. 

 

MUST be completed in the format “Date, Location, Reason for Travel” 

example:  March 15, 2022, Fort Simpson, IT Installations 
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Type in your value and click Search.  Double click to select the correct project number. 

 

7. Enter the Cost Category – use the magnifying glass to search for your cost category. 

 

You will be presented with cost categories associated with the project you selected in step 1. 

 

Select the correct cost category for the item you are claiming. 

 

8. Enter the Expense Type – use the magnifying glass to choose the appropriate expense type. 

If you do not see the correct project and/or cost category, please submit a request through 
K2 or by emailing AccountSetupTimesheet@ntpc.com.  

Please wait for the project or cost category to be setup before making a claim.  
 

https://forms.ntpc.com/Runtime/Runtime/Form/FIN__ProjectTimesheetRequest
mailto:AccountSetupTimesheet@ntpc.com
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The expense types will be listed with preconfigured values.  Double click to select the correct 

one. 

 

Note that some items like basic mileage, incidentals and meals are pre-populated with rates 

based on the travel policies. If you are claiming actual meal expenses, you can override the daily 

rates if your meal is for more than one person if the total cost does not exceed the policy limits 

per person. Expense types for taxi, accommodation, flights, and others are not pre-populated 

and you must enter the amount from your receipt. 

9. Descripion fields is auto populated after expense type has been selected in step 3. To edit this 

field, click inside and begin typing. 

 

 

10. Enter the Quantity – if you had 3 lunches, enter 3 in Qty rather than separate line items for 

each meal.  

 
 

11. Price, Currency and Amount – the price will pre-populate if set from the expense type.  

Otherwise, enter in the price and the Amount will be calculated (Price x Qty = Amount). 
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12. Click Save. 

 
 

 

 

 

 

 

 

Fill in Questionnaire 
The questionnaire is required for claiming breakfast/supper. 

13. Click the  waffle menu on your breakfast/supper expense line to select Questionnaire. 

 
 

14. Click in the Response box and type the time of departure. 

 
 

15. Click Save. 

 

 

If you are claiming breakfast or suppers, you are required to fill in the 

questionnaire note indicating departure and arrival time. Save your work and 

follow the instructions below 
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Enter Additional Lines 
To enter additional lines on your expense claim, you can simply begin entering the project number on 

the next line in the claim OR you can use the more options menu ( ) to select the Duplicate Line 

option. This will pre-populate the next line number with the information you entered on the previous 

line. Once duplicated, you can edit any of the fields as required. 

 

 

Attaching Receipts 
When receipts are required to be submitted, you first must scan or photograph the receipts. It is a good 

idea to scan/photograph these before starting your expense claim and save the files on your computer 

in a location you can easily remember (e.g., your desktop). 

 

 

 

1. Click the paperclip icon on the appropriate expense line. 

 

2. Click Choose File and select the scanned/photographed image of the receipt. 

 

3. Enter a description. 

 

Receipts are required to be submitted for claims for taxi, accommodations, 

and other items in accordance with NTPC travel policies. 
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4. Click Attach File. 

 

5. Click Save & Close at the bottom. 

 

Submit Your Expense 
Once you have entered all your expense details, filled in your questionnaire (if you have submitted 

meals) and attached your receipts, you are ready to submit your expense claim. 

1. Click Submit. 

 
 

Once your claim has been reviewed by your manager or human resources and they approve or 

deny your claim, you will receive an email notification. If your claim has been denied, you will 

receive email notification with a note stating the reason for denying. You can resubmit the form 

after making changes and or corrections to the form. 
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Tracking Your Submitted Expense Claims 

Waiting for Approval 
Your submitted expense claim will appear under Outstanding Transactions with the status Waiting for 

Approval. 

 

An email has been sent to the appropriate approver(s). 

If you wish to recall an expense claim to make changes or to cancel it, open the expense claim and click 

the Recall button. 

 

You will be prompted for confirmation. 

You will now be able to make changes to the expense claim and resubmit it or delete it. 

 

Approved 
Once your expense claim has been approved, it will appear in your Outstanding Transactions with the 

status Approved.  

 

You will also receive an email confirmation once your expense claim has been approved. 
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If you click on the expense claim number link in the email, it will take you to workplace and directly to 

the expense claim. 

At this point, you can still recall an expense claim to make changes or to cancel it. Click the Recall 

button. 

 

 

Disapproved 
If your expense claim has been disapproved, you will receive an email and it will appear in your 

Outstanding Transactions list with the status Disapproved. Disapproved expense claims will remain in 

your Outstanding Transactions list until you delete them or make changes and resubmit. 
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Viewing Expense Sheet Details 
To identify where your expense claim is in the workflow, you can click the more options menu and select 

Details to see the approval status and routing details. 

 

 

 

The approval status and detailed routing will appear at the top of the detail window. If it is still waiting 

to be approved, the approval path will be shown. 

 




