
 

YOUR GUIDE TO SUBMITTING EXPENSES 

Getting ready 

Open Collective is an online platform that helps fiscally hosted groups receive and manage 
money transparently, making it easy to submit expenses, track budgets, and get paid. 

Any time anyone in your group needs money they ‘submit an expense’. 

Your checklist before you start: 

●​ Create a personal profile on Open Collective as you can’t submit expenses without 
one: Create an account 

○​ You’ll be asked for your name and email address. You can edit your display 
name via your profile settings. 

●​ You will be reimbursed by bank transfer.  
○​ Though the Open Collective is all about transparency, your bank details are 

never shared publicly. Only the finance team at The Social Change Nest 
(SCN) can see them. 

When will I be paid?  

Once you have submitted your expense, the admins of your group will be notified to review 
your submission to make sure it's in line with the group’s expense policy. The admins are 
responsible for making the decision to approve your expense.  

If you’ve missed a detail, one of your group admins may leave a comment on the expense. You 
can edit your expense and resubmit it. 

Once your expense has been approved, The Social Change Nest will process payments on 
Tuesdays and Fridays (excluding Bank Holiday changes). You should see the payment come 
through within 48 hours. 
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Submit your expense: step by step 

 

Step 1 

Visit the Open Collective page and 
create a personal account. You need an 
account to submit your expenses to the 
group admins. 

  

 

 

Step 2 

Visit your group’s Open Collective page 
and click the "Submit Expense" button 
on the right-hand side of the page.  

 

 

 

 

Step 3 

Follow the steps to create your 
expense. Your group and your profile 
should be automatically selected. 
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Step 4 

Select ‘new payout method’, and add 
the details of the bank account you’d 
like to get paid into. 

Save these details to make it quicker 
and easier the next time you submit an 
expense. 

 

 

 

Step 5 

Select invoice if you’d like to get paid 
before making a purchase, or 
reimbursement if you’ve already made 
the purchase. 

Make sure you read the instructions 
provided by your group before 
proceeding. 

 

Step 6 

Add the details of the expense, 
including the date and amount. 

If needed, you can add attachments 
like  a receipt or screenshot. 

 

If you’re submitting an expense for 
multiple items at the same time, you 
can choose to add them individually by 
selecting ‘add item’. 
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Step 7 

Remember that the title and amount 
of your expense will be public.  

Edit the title if it is different from the 
item itself. 

 

 

 

Step 8 

At the summary stage, review all of the 
details you’ve input. 

Check the amount, title and account 
details are correct. 

 

Click submit expense.  

 

View a video of this process here. 

When will I be paid?  

Once you have submitted your expense, the admins of your group will be notified to review 
your submission to make sure it's in line with the group’s expense policy. The admins are 
responsible for making the decision to approve your expense.  

 

If you’ve missed a detail, one of your group admins may leave a comment on the expense. You 
can edit your expense and resubmit it. 

 

Once your expense has been approved, The Social Change Nest will process payments on 
Tuesdays and Fridays (excluding Bank Holiday changes). You should see the payment come 
through within 48 hours. 
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