
 

 Frequently Asked Questions: eXpense365  
 
What does 'ESN (Optional)' stand for and what is it/ do I need to fill in?  
ESN = It stands for Exchequer Site Number and is only used where the site cannot be identified by 
the email domain (@manchester.ac.uk). This can be ignored.  
 
I am registered as a member of XXX society/ group but the app does not recognise my email 
address?  
1) Check you are a member of the society on the University of Manchester Students’ Union, you can 
sign up at: www.manchetserstudentsunion.com/societies  
2) Check that the email address you are using for the app is the same as the one you entered on the 
University of Manchester Students’ Union website when becoming a member of a society/ group. 
The primary email address registered when becoming a member on the website should be the same 
as the e-mail address you enter to use the app. This should be a @student.manchester.ac.uk  or 
@postgrad.manchester.ac.uk domain. If you don’t have this email address as your primary email 
address on the Manchester Students’ Union website, than this needs to be changed to this email 
address.  
 
Why is the app not showing any of the groups that I am a member of?  
Check that you have created your account under the correct email address. This address should be 
the one you use to log on to The University of Manchester Students’ Union (this should be an 
@student.manchester.ac.uk or @postgrad.manchester.ac.uk address). If you’re still having problems 
please contact The University of Manchester Students’ Union.  
 
Which groups can I claim from?  
You can only claim from the groups you are a member of on www.manchesterstudentsunion.com.  
 
When will the payment be done into my account?  
Once the expenses are approved by both the society Chair/ Treasurer/ President and the back office 
approver the payment into your bank account can take up to a week.  
 
Who can approve payment claims?  
The approvers are restricted to 'Chair' (or ‘President) and  'Treasurer' as registered on the Students’ 

Union website.  

Why do I get an error message when trying to get the expense approved? Is your Society set up 

with a Chair/ President and/or Treasurer who can approve the expenses? Is/ are these people set up 

on the app to actually approve your expense claim? ). If you’re still having problems please contact 

The University of Manchester Students’ Union.  

I don't have an Android or Apple phone, how can I use the app?  
You can use the app on anyone's phone; just make sure to log out after using the app. alternatively, 
a tablet is available at the University of Manchester Students’ Union Activities Office with the app 
installed.  

http://www.manchesterstudentsunion.com/


Can I add more claims into one expense claim submission?  
Yes, it is recommended you use more than one expense claim lines, rather than multiple claims.  
 
Can people other than the committee see the statements from the app?  
Yes, anyone who is a member of the group / society should be able to see the statement of that 
society. The internal (back office) staff approvers are able to see all the group societies.  
 
When registering my credit card, I don't have a sort code or account number.  
There is a character limit for account number and sort code. Payments have to be made to bank 
accounts using account number and sort code, you can find this out by calling your bank.  
 
Will this app allow for international bank card details to be added in?  
Currently, the app is not set up for international payments. Please contact us if this causes you a 
problem.  
 
When I try to enter my new password provided to me in an email the app will not accept it.  
Try to copy and paste the password instead of typing it manually instead.  
 
Can volunteer and fundraising groups such as Raise and Give, Access All Areas and Student Action 
use the app?  
Unfortunately, the app is not quite ready for these groups. Members of these groups can still submit 
payment requests through paper form as before. We are working on this.  


