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VISITOR/PARTICIPANT EXPENSE GUIDE 

 

Receiving invitation from UCL and activating account 

 

1. At the end of a testing session, a member of the research team will invite you to use the 

expenses service, and you will receive an email with a link to register. Click the link: 

 

 

2. The screen below appears: enter your name, create a password, agree to Ts&Cs and click 

Submit: 



 

 

3. The message below will appear when submitted: 

 

 

4. Go to your email inbox. The email below will appear. Click on the link to activate the 

account: 



 

5. When activated the message below will appear: 

 

 

Registering bank details and making a claim 

 

6. Once your account is activated, an email is sent to your email address. Click on the link to 

access the External Visitor Service: 



 

 

7. Log into the service using the email address and password used during the account 

activation process: 

 

8. Complete the address fields and click Next: 



 

 

9. Enter your bank account details and click Save. Please double check the bank details 

before saving to ensure correct and if an overseas bank account, ensure that BIC/SWIFT, 

IBAN codes etc are in the correct format: 

 

 

10. The expense claim area will appear. Enter the claim description, e.g. “Participating in 

research study”, then tick the declaration and click Save: 



 

 

11. The Edit expense claim area will appear. Upload a receipt file – this will be given to you 

on the day of participation (“Research Participant Payment Form”).  

Note: Only one file can be uploaded with all the receipt images in one file. Therefore, if you 

have multiple receipts/files, please take a photo of all the receipts and upload, or combine 

files into one PDF – maximum size 3.9MB. Guides on how to do this are available on the 

internet: 



 

 

  



12. Enter the claim lines by clicking Add claim item. Please add one claim line per receipt: 

 

 

13. Enter new claim item details, click Save: 

 

 

14. When all claim receipt items have been added, click Send claim for approval: 

 

The process now goes back to UCL to accept and process the claim. If you have any 

questions, please email icn.embody@ucl.ac.uk 


