
 

Accepting, Approving, Disputing Claims for Payment v1.5 
Updated in August 2015 

Work Instruction 

Accepting, Approving, Disputing Claims for Payment 

To accept, approve or dispute claims for payment, complete the following steps: 

1. Select the Asset from the Asset List pane. 

2. Select the Approvals tab. 

3. Select the Claim Type radio button (e.g. Claims To Be Accepted or Claims To Be 
Approved). 

4. Long left- click on the job and select the Job Expenses option from the Quick Menu. (Note: 
This will display granular details regarding job expenses (e.g. material, callout fee, 
equipment etc). 
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4.1. To accept a job, complete the following steps: 

• Click the Authorise button. 

• Double-click any job to be accepted in the display window. 

• Ensure the yellow smiley face displays. 

• Click the Submit button to accept the selected job(s). 

 

 

 

 

 

 

 

 

 

4.2. To approve claims for payment, complete the following steps: 

• Click the Authorise button. 

• Double-click any job to be approved in the display window. 

• Ensure the yellow smiley face displays. 

• Click the Submit button to approve the selected job(s). 
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4.3. To dispute claims for payment, complete the following steps: 

• Click the Dispute button. 

• Double-click any job to be disputed in the display window. (Note: The Dispute 
box will be displayed). 

• Select a dispute reason from the Dispute classification dropdown list. 

 

 

 

 

 

 

 

 

 

• Click the Submit   button. 

• Ensure the red unhappy face displays. 
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4.4. To clear an Authorise or Dispute mark, complete the following steps: 

• Click the Clear button. 

• Double-click any job where the mark is to be cleared. 

• Click the Cancel   button to clear all marks. 

Refer diagram below 

 

Double click the job to be marked 

Select the Claim Type 

Select Action button 

Submit or Cancel selections 


