How to record mileage and subsistence expenses incurred by employees

If the Employees are incurring mileage and subsistence expenses as per the Revenue’s rates — see
full information here for rules and rates http://www.revenue.ie/en/tax/it/employee-expenses.html

Remember you are not obliged to pay the Civil Service rates to your employees these are a guideline
as to the maximum rates that can be used.

You are going to add the Employee as a Supplier — click on Purchases and Supplier and Add. Type in
the Employee’s Name + Expenses (if they are already in as an Employee then you won’t be able to
add the identical name here also, that’s why I’'m suggesting adding Expenses to the end of their
name here to distinguish them from their Employee category.

Now we are going to attach an item called ‘Expenses’ to the Employee’s Supplier record to make

data entry faster. Click on the Plus symbol where you see Default Item.
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Select the Service from the dropdown and type in Name ‘Expenses’, select Zero% for the Purchases
VAT Rate and select ‘Travel and Subsistence’ from the Purchase Nominal drop down list.
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Click on OK to complete the set-up.

You’'ve completed the set-up so what you need to do now is every month or whenever you are
recording the Employee’s Expenses you should enter them in as a Purchase Invoice as follows:

Click on Purchases and Invoices and Add.

Select the Employee’s name from the Dropdown list, type in the month as the Invoice Number and
select the Date for the Expenses and click on OK.

Type into Gross the amount that is owed to the Employee.

Tick the ‘Add Full Payment’ box and select type the payment type that you are using to pay them
and select the Account that you are paying them out of.

The Expenses will show in the Travel and Subsistence section of your Profit and Loss report.
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