PEMS September 2025 Functional Release

Overview of key Office Enhancements

Your sneak peek at what’s coming

Click on any tile to jump to more information...

Work Expense types

Simplifying how you select
Work Expense types and
categories for office claims.
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Group Certify claims

5 Parliamentarians can certify
up to 10 Office claims at
once.
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Copying office claims

Save time by copying office
claims from any status.
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Edit claims

Greater ability to edit and
delete claims created by other

processing delays.

staff members to reduce
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Search and Filter

Enhanced search and filter
functions make it easier to
find what you need quickly.

v

Adjusted paid claims

Status updates for paid claims
being adjusted by MaPS
Admins will provide better

accuracy and clear visibility. )

Dashboard updates

4 Updated Standard Dashboard
columns and new predefined
views to help you perform key

\ tasks. )

\
Return Reason

8 Easily see the Return Reason
on a claim and in the email
notification.

J

Page 1



1) Work Expense Types

* You told us that selecting Work Expenses

*Goods/Services Received Date: | 01/01/2025 i
was confusing and time consuming. — -,
+ In the new release you will no longer | e e |
need to select an Expense Category and |
EX p e n S e Typ e b efo re S e I e Cti n g th e WO rk *GOOdesewce.S o ::aj:::j::n?::::z:;i:):isc:r::::i:mmuncation with constituents (office expenseq {
EX p e n S e . Courier/Freight costs between offices .

e Sim P Iy start typ N g into the Work EXpe nse The Work Expense field will automatically show the available options

containing the text you’ve entered.

field to search for the relevant item or
click the C% icon to see all Work Expense

ite m S . “Work Expense: | Printing and Communications| o1

. Expense Category: = Office Services . i

* Once you select a Work Expense item, - i
Expense Type: = Communication

the Expense Category and Expense Type _ _ _
. . . Selecting a Work Expense item automatically populates the Expense
fields will populate automatically. Category and Expense Type fields.
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2) Copying Office Claims

* Previously, only office claims in a ¢ B oftce Exponses - a &
status of Draft could be copied.

Claim: 8011697 (Paid)

* In the new release you will be able to B |
copy an office claim from any status. T i

Status: Paid Show Status History

« This will help save you time and
reduce the likelihood of claims being
returned for correction.

Expense Details

> Communication 522.00 AUD

Supplier Name: 1 ON ONE PTY LI
Action: Payment to Supplier
nvoice Date: 11/06/2024
nvoice Number: [NV - 203140

Split Invoice: No

Total Amount: 522.0 AUD
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3) Search and Filter (1 of 2)

In the new release the search and filter fields will look for matches anywhere in the text,
not just at the beginning, making it easier to find what you're looking for.

Note: Dates and dollar amounts continue to use exact match searching for accuracy.

*
Standard ~~ Search Q Hide Filter Bar  Filters (1) ﬂ
Claim Number: Supplier Name: Invoice Number: Gross Amount: Status Remittance Text: Assigned To:
: . *
Office Claims (61) Standard ~~ o | (B
Claim Number Claimant Work Expense Supplier Name Invoice Number Net Amount Gross Amount  Created By good§FS_erv\ces Status Goods:r’ﬁerwces Assigned To
escription Received Date
8013868 Mr Ryan Davies Postage Meter - ACCESS AUS 3132121 2,272.73 AUD 2,500.00 AUD Meredith Henderson disticution Draft 01/06/2025 Meredith Henderson
Consumables (office
expenses)

Created On: 16/07/2025

8013794 Mr Ryan Davies Office Stationery and "Shn Industry INV - 1234 818.18 AUD 900.00 AUD MAPS For UX 1 test Verified 30/06/2025
Supplies - Repairs Co., Limited"

and maintenance
(office expenses)

Created On: 01/07/2025

8013782 Mr Ryan Davies Regional Radio xpress Clay 3246578976543567 18.18 AUD 20.00 AUD  Mr Jarrod Greaney test Manually Certified 11/06/2025
Broadcasting Services
Created On: 26/06/2025 |
8013771 Mr Ryan Davies Printing and RMupplier 1 INV-2024 45455 AUD 500.00 AUD Mr Jarrod Greaney RM testing 592131 - Paid 11/06/2025 Mr Ryan Davies
Communications Vendor name not
appearing

Created On: 24/06/2025
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3) Search and Filter (2 of 2)

* The default filters showing on the
dashboard will be updated to better reflect
common tasks.

* You can further customise the filters to
display using the View Setting options
({ok cog icon).

« The ‘Status’ and ‘Assigned To’ filters will

use checkboxes, making it faster and
easier to apply the filters you need.

* You can also type into these filter fields to
quickly narrow the list to relevant options.

PEMS September 2025 Functional Release — Office Enhancements

Status

Assigned To:

8013856

‘Communicatior
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Description St
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New default filters on the Office Dashboard.

Status:

Awaiting Certification

Cancelled

Certified

Draft

Manually Certified

Paid

Returned

Under Adjustment

Verified

Status:

Cl

Awaiting Certification

Cancelled

Certified

Manually Certified

Checkbox filters for ‘Status’
and ‘Assigned To'.

Type into the filter to refine
the options.
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4) Dashboard Updates (1 of 2)

Office Claims (564' Standard \/I & (=
[ } I h e St a n d a r d D a S h b O a r d C O I l l m n S IClam\ Number Claimant Work Expense Supplier Name Invoice Number Net Amount Gross Amount  Created By g:g;f;mm Status G;:gjfggf;; Assigned To

8013802 Mr Ryan Davies Software 104.1 TERRITORY 100091 AUD 120000 AUD  Meredith Henderson o Under Adjustment  Draft 05/06/2025  Merecith Henderson
Reimbursement UX testing
(offce expenses)

have been updated to better reflect
the information you need to see most

and maintenance
(office expenses)

8013793 Mr Ryan Davies SMS broadcasting and 1 ON ONE PTY LI IN200 45455 AUD 50000 AUD  MAPS For UX 1 Under Paid 01/07/2025
survey services (office Adjustment testing
expenses)
Created On: 01/07/2025
O e I l . 8013792 Mr Ryan Davies SMS broadcasting and ~ "Department of INV245 68182 AUD 75000 AUD  MAPS For UX 1 testingfor  Paid 01/07/2025
survey services (office Under adjustment
expenses)

Created On: 01/07/2025

8013791 Mr Ryan Davies Software Ryan Davies 123456789 33182 AUD 36500 AUD  MrJarrod Greaney  Office Paid 05/06/2025

* Additional fields are available for
display and filtering:

o Work Expense

v Include

o Goods/Services Description P ars e ® +

Goods/Services Description

o Goods/Services Received Date

Gross Amount Columns Sort Filter Group

* The ‘Vendor Name’ field has been Q| st A A

Invoice Number

renamed to ‘Supplier Name’ for clarity
and consistency. p

«

v/|  Goods/Services Description

v Goods/Services Received Date
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4) Dashboard Updates (2 of 2)

We have worked with the Helpdesk Teams to onescans 576, s < |

create new dashboard views to help perform key

tasks: o

 All draft claims (incomplete/staff review) — a1
Draft claims that are not yet complete or need

review from another staff member. )

* Review for Certification — Claims for your |
Parliamentarian to certify. 8 _

« Claims Awaiting Action — Claims at Drafft, ol B > e
Awaiting Certification, or Returned. Do =

 Claims created by Department of Finance | o

¢ C Ia i m S C re ate d by M y Offi Ce = Default Public PE3082936522

Note: When available with the new release, you

will need to favourite these view/s for them to
appear in the ‘My Views’ drop-down. Refer to the e
‘Personalise my claims dashboard’ guide for -

further assistance. Favourite the new views to show them in the “My Views” drop-down.


https://maps.finance.gov.au/sites/default/files/2024-02/PEMS%20Working%20with%20Claims%20Dashboards.pdf

5) Group Certify Office Claims

1 ~ Instructions
B e b igia e = e o e , S e e
Ce I y l I lu Ip e ICe C aII I lS a e Sal I Ie II I Ie e e
T e oy oA T e Yy
. .
WaS Vla a O II e a ual rocess FEBEHSED | €5 & @ -
GoodsfServices - GoodsiServices
e T e — T e G oo &y o g
. . . R e e — e p— - e —
Py
. v Opposition Office
e
y ety
ble to Ce rtl y gro pS O p to 10 Ice CI ImS o Tomimm G — . R g
e
o - Whpmonies  Omamouios  PREGCEF  2oisrs W0 000 AD Hordcemw  Dbauvenrs  Omt svorzs vy s
at once, which will greatly improving efficienc
y .
ety Z
- e e mem e mewerm  EmTEn 6o T
5 e
. . Sty
L4 arliiamentarians can access e new grou oo Wrpmosies  WSmosssingaa 1MATERRIORY s Wwos 12000 A0 Mesimbensn  Dpeten D wacorszs iy s
s
" e . . 11 Created O 20082025
prmm——

Expense Claims” tile, then click the “Office
Group Certification” button at the bottom-right
of the screen.

« Simply tick the claims to certify (up to 10),
accept the Privacy Collection Notice at the

Privacy Collection Notice

Consistent with the Privacy Act 1988, the Department of Finance (Finance) uses the personal information provided in this form to faciltate the administration of work expenses and allowances
or P y work expenses framework. Details of the related expent
provided to the Special Minister of State, the Independent Parliamentary Expenses Authority, relevant service providers, or publicly, as authorised by law. Further details on the collection,

mployees under

storage and use of personal information provided is available at:

Privacy policy summary | Department of F

Parliamentary Business Resources Act 2017

525 Obligations in relation to the use of public resources for conducting parliamentary business

526 Dominant purpose test

527 Obligation to ensure value for money in incurring expenses or claiming allowances or other public resources

528 Obligation not to make claims or incur expenses in breach of condiions

Terms and Conditions

diture may

be tabled in Parliament,

ublished on Finance's website, or

1.1 certify that the details in the attached invoicelreceipt from the supplier for the mentioned amount are correct and are claimable nder the Parliamentary Business Resources Act 2017.
2.1 cenify that my claim for the public resource complies with sections 25, 26, 27 and 28 of the Parliamentary Business Resources Act 2017.

3. acknowledge that | am personally responsible and accountable for my use of public resources and that if section 26, 27 or 28 of the Parliamentary Business Resources Act 2017 is
contravened any amount not repaid within 28 days attracts a 25% penally and is a debt due to the Commonwealth.

bottom of the screen, and click “Certify”.

4.1 understand that knowingly giving false or misleading information is a serious offence under the Criminal Code Act 1995,

5. I have read and understood the Privacy Collection Notice.

* Note: Parliamentarians must still review the N
details of each claim before certifying.

and the Terms and Conditions.

— =3 3
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6) Edit claims created by other people

« We understand the challenges that arise
when the original claim creator of a claim

IS on leave or has moved on.

* |n the new release, staff with ‘View

Senator or Member Budgets’

authorisation will be able to recall, edit
and delete claims created by another staff

member in their office, reducing
processing delays.

 This is available for claims at a status of

Draft or Returned.

* Note: Clicking ‘Recall’ will navigate you
back to the Office Dashboard. Remember
to copy the claim number to find the

appropriate claim for editing.
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Claim Number: ~ Su pplier Name: ~ Invoice Number: 3 Gross Amount: ~ Status: 2

Office Claims (156) ' Standard =

Filtered By: Status

Claim Number Claimant Created By Work Expense Supplier Name Invoice Number

Creafed On: 16/07/2025
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7) Status of adjusted paid claims

» Previously when MaPS Administrators made adjustments to a paid claim, the status reverted to
“Certified” causing confusion and making it difficult for offices to reconcile their budgets.

* In the new release, paid claims being adjusted by MaPS Admins will change to a status of “Under
Adjustment”. Once verified by the MaPS Admins, the claim will return to a status of “Paid”, providing
clear visibility throughout the process.

Office Claims (1) Standard v @ @ M
Claim Number Claimant Work Expense Supplier Name Invoice Number Net Amount Gross Amount  Created By ETTIEENES Status ErTiEEAEEs Assigned To
Description Received Date
8014014 Mr Ryan Davies Printing and 1ONONEPTY LI INV-202 727.27 AUD 800.00 AUD  Mr Jarrod Greaney F’””fe Paid 20/08/2025
Communications copy charge 21/12/2024
20/01/2025
Created On: 20/08/2025

Original claim: Status is “Paid” and Goods/Services Description states a “monochrome” printer.

8014014 Mr Ryan Davies Printing and 1ONONEPTY LI INV-202 727.27 AUD 800.00 AUD  Mr Jarrod Greaney Printer] colour copy Under Adjustment 20/08/2025
Communications charge 21/12/2024
20/01/2025

Created On: 20/08/2025

MaPS Admins adjust the paid claim: Status is “Under Adjustment” and Goods/Services Description updated to a “colour copy” printer.

8014014 Mr Ryan Davies Printing and 10N ONEPTY LI INV-202 727.27 AUD 80000 AUD  Mr Jarrod Greaney Printer[colour copy [ - 20/08/2025
Communications charge 21/12/2024
20/01/2025

Created On: 20/08/2025

Final claim: After MaPS verification, Status returns to “Paid” with the updated Goods/Services Description stating a “colour copy” printer.
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8) Return Reason

Return Reason: Please attach the correct invoice

* Previously the Return Reason was only
visible inside the Action Log (after clicking
“Show Status History”).

Claim: 8013867 (Returned)

*| am completing this Claim for: = Myself v

* This is now prominently displayed in a @
banner on returned claims to help you comeoess  sopoustmones
quickly understand what needs attention.

From: no reply@sdo.gov.au <no_reply@sdo.gov.au>

* The banner remains ViSibIe While the .;Zb:Z:te:Eal\IJI?;i:ciogl:lL; RETURMED M&PS - 0008013867 [SEC=0FFICIAL]
claim status is ‘Returned’ and disappears
once the status changes (ie: is recalled by

PEMS Office Claim has been Returned by MaPS

Payment Information
a staff member). TN ONE PV
Claimant My Ryan Davies
* The reason for return is also now included Rolmbrsementor eymant o Suppler? | Poyment (o Supple
in the email notification, so you don’t need et . baris
to Open the Clalm tO Identlfy the ISSUG. Reason For Return Please attach the correct invoice.
Display Claim

PEMS September 2025 Functional Release — Office Enhancements Page 11



Thank you

This document was created by the Ministerial and Parliamentary Services Division.

For questions about this release or to provide : .
PEMS feedback, please contact the PEMS Project For PEMS access or technical enquiries, please
Support Team ’ contact the PEMS Helpdesk.

@ PEMSHelp@finance.gov.au

@ PEMSProjectSupport@finance.gov.au

For Travel claim enquiries, please contact the
IPEA Helpdesk.

@ enquiries@ipea.gov.au

For Office claim enquiries, please contact the
MaPS Helpdesk.

@ mpshelp@finance.gov.au
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