
Setting up ExpenseIn 

Getting started 

1. You will receive a registration email from ExpenseIn with the subject line “Welcome to 
ExpenseIn”. If you have not please liaise with your RTPI contact to request one. 
 

2. To ensure that your data is secure we have opted for Two-Factor Authentication. This means 
that you will need an authenticator app to use ExpenseIn on your web browser. You can use 
any app you already have. If you don’t have one, then we recommend Google Authenticator 
as it is very easy use (and free). If you don’t already have google authenticator on your 
phone, you can download it from your usual app store.  
 

3. Follow the link in the registration email and set up a password – at least 8 characters, 1 
upper case, 1 lower case, 1 non-alpha numeric. 
 

4. You will then see on your browser the following screen with a QR code: 

 

You can use any authenticator app you wish. Below shows you how to set up google 
authenticator: 

To use Google Authenticator 

Download the app. 

Open the app and click get started (or if you already have the app click the plus in the 
bottom right-hand corner. 

Click “Scan a QR code” 



Scan the QR code on the computer screen. (This is the QR code referred to in Step 4 of 
“Getting Started” above). Google Authenticator will then display a 6 digit code. Enter the 6 
digit code on the log on screen on your web browser. 

 

You will need to generate a 6 digit code from your authenticator app each time you log in to the web 
browser.  

Also see: Set up two-step authentication | ExpenseIn Help Centre 

 

 

 

Expense Policy 

The first time you use ExpenseIn you will need to read and accept the expenses policy. 

 

You can get to the policy from the left-hand menu or by clicking on the link in the overview section. 

 

  



Receiving payment 

You will also need to add your bank details: 

You can update your settings by clicking on the cog in the top right hand corner and going to “My 
Profile”. 

 

 

 
Add your details and click update. 

 

 

ExpenseIn app 

There is also the option to use the easy-to-use app which you may download onto your mobile.  

1. You must first set up your account and accept the travel policy on the browser. You will 
need to do this even if you only want to use the app on your mobile.  

2. Download the app: Search for ExpenseIn 

 

The app allows you to take pictures on you phone directly into the app, prepare and submit claims, 
approve claims and update some settings. 

 



Using ExpenseIn on your web browser: settings and logging out 

You can update your settings by clicking on the cog and going to “My Profile”. To log out click “Sign 
Out”. 

 

In the “My Profile” section you can change when the system will email you notifications/mobile 
allerts on certain items: 

 

 

If you want to change app or phone you can reset the Two Factor Authenticator link here too. 

Reset two-step authentication | ExpenseIn Help Centre 

 

 


