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Expenses: An Overview

Introduction

The Expenses application supports the submission, management and approval of employee or client project expenses.

Along with the number of receipts uploaded, the date in which the expense was last modified and the total amount are retrievable.
Previous expense sheets can also be duplicated to reduce time wastage in submitting regular expense claims.

Configurable settings on the administrative side allows customisation of the application to best suit your business needs, utilising a
built in workflow, reporting and notification capabilities.

More information is available on how to submit an expense and the approval process, as well as how to configure the administrative
side of the application.

Drag & Drop Receipt Upload

When intranet users are submitting expense claims for approval, they can add multiple receipts. These can be uploaded directly from
the desktop using the built in drag & drop functionality. Employees can also add comments in the Notes section to provide further
information to those responsible for the approval process.
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Create Expense Types & Cost Codes

Expense administrators can configure various types of expenses that are applicable to your organisation. These may cover elements
such as: accomodation, food, stationary, IT equipment and travel by: rail, bus, plane. There is scope to add as many expense types
as required to encompass your business purposes.

Cost codes can also be configured to relate to these expense types. This allows efficient management and approval of each
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expense by those in charge of accounting. Cost codes and expense types can be used as a filter to generate specific reports on

these aspects for your records or analysis.
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Description Werdor Cost Code Deept Expense Type Expense Date A
Duscription® Dept® Markating
Vandor® Expanis Type®
Cast Code™ 7232 Resil Traweed LK - Riscipt i anached &
Expense Date® | 30-1
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Expense types and cost codes that are no longer valid can be hidden and not selectable when submitting an expense. Historical data

for these disabled types is still maintained though for use in reports.

Operational Expenses & Client Projects

Intranet users can submit operational expenses that are associated with their job role, giving this an appropriate 'sheet name'. The
area at the top of the page is where details about who they are, which location they work in and what department they work for is
entered. In this example IT equipment was purchased. The information related to this purchase has been entered into the
'operational cost' area and a supporting receipt attached. Once submitted this expense sheet will appear in the users 'My Expenses’

Expenses | Submit New Expense = & A %
Sheet ID EEUER o |
SheetName*  New work computer Employee Name  Claromentis Administrator
Department*  Human Resources Approver* | - Pippa Fraser
Office Location® | Brighton, UK
Currency*  GBP
Click to choose a file or drag and drop to upload it
PCosts @ Receipts B Notes
Operational Cost
Description Vendor Cost Code Dept Expense Type Expense Date Amount
Description® | MacBook Pro 13" Dept* | Human Resources
Vendor*  Apple Expense Type* T Hardware
CostCode* | 4127 Hardware Receipt s attached

ExpenseDate* | [ 12-09-2019

Amount* 1146.0¢

Coneel

Project Cost

Cost Code Expense Date Amount

Vendor

Description
+ New line item

Total

Simultaneously, expense administrators can add various projects to the Expense application to assist with the recording and billing of
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costs associated with clients. Each project relates to a client organisation that is unique to your business, so is entered into the
application as a custom configuration; each client organisation can have multiple projects.

When it comes to submitting an expense for a project, the ‘project cost' section of the expense sheet can be filled out. The client
chosen in the expense sheet instructs the application to list the projects created for that client as options to choose from and attribute

the expense to.
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Expenses / Submit New Expense

Sheet ID status [
Sheet Name® Hotel Stay Employee Name  Claromentis Administrator
Department®  Sales - Approver* | Claromentis Administrator

Office Location®  Brighton, UK

Currency*  GBP

»

Click to choose a file or drag and drop to upload it

DCosts  @Receipts B Notes

Operational Cost

Description Vendor Cost Code Dept Expense Type Expense Date Amount

+ New line item

Project Cost

Description Vendor Cost Code Expense Date Amount

Description® Hotel room x 2 nights Client* | Sunpower

Vendor* Travelodge Expense Type*  Accomodation

Cost Code* | 7895 Accommodation (UK) v .

Infrastructure Upgrade

Expense Date® [ 14-11-2019

Amount® 7000
Receipt is attached

Coneel

Total

Once an expense has been added to the sheet using the 'save' button (regardless of whether for a project or operations) more
entries can be added underneath and the total given at the bottom of the screen will reflect any additions.

This means one expense sheet could hold multiple expenses of different types and cost codes to encompass a whole external work
trip an employee has undertaken or a whole/majority of a client project.

Operational Cost

Description Vendor Cost Code Dept Expense Type Expense Date Amount

1 MacBook Pro 13" Apple 4127 Hardware Human Resources IT Hardware 12-09-2019 114600 /M

Dept: Human Resources. Expense Type: IT Hardware. @

Magic keyboard Apple 4127 Hardware Human Resources IT Hardware 13-09-2019 9900 /T

Dept: Human Resources. Expense Type: IT Hardware. @

Description* Samsung Monitor Dept*  Human Resources

Vendor® Amazon UK Expense Type* [T Hardware

CostCode* 4128 Software Receipt s attached

Expense Date* | [ 10-09-2019

Amount* 150.00

m Caneel

Project Cost

Description Vendor Cost Code. Expense Date Amount

Total 124500 |

Departmental Expenses and Budget Holders

Departments and project teams can be added to the Expense application to reflect the exact structure of your organisation. When
adding a department or project team you can assign both a main and substitute budget holder to ensure that they receive relevant

notifications when an expense is submitted within projects they are managing.

Expense types can be associated with departments and teams. For instance the expense type 'Website Maintenance' may only be
applicable to the marketing department. In this example the expense for equipment repair/parts is being attributed to the
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manufacturing department. Multiple types can be added into the 'expense type' field per department to build up an associated list.

Add/Edit Department

Name Manufacturing

Expense Type | x Equipment Repair/Parts |

Main Budget Claromentis Administrator *x v Browse
Holder

Substitute Budget |  Lucy Adams | Browse
Holder

) Hide this Department

Submit

Overarching Workflow

There are 6 stages of the workflow within the Expenses application. Those with administrative permissions are able to move expense
sheets through statuses.

- Draft: Employees can select ‘draft’ mode before submitting the expense sheet
- Submitted: Expense sheet has been submitted to the chosen approver, who receives a notification
- Rejected: Expense sheet has been reviewed by the chosen approver and has been rejected

- Returned: Expense sheet has been reviewed by the chosen approver and has been returned back to the user to provide further
information

- Approved: Expense sheet has been reviewed and approved by the chosen approver. Notification sent to finance administrator
- Processed: Expense sheet has been processed by the finance department/expense reimbursed

The submitter of an expense is only able to save their expense as a draft or as submitted. They will never see the status area at the
bottom of the sheet, only the total will be given from their perspective.

Assign administrator permissions - Expenses Admin or Finance Team

Any group/role/user defined in the permissions admin tab is an 'Expenses admin'.

They can access the admin side of the application as well as edit or change the status of any expense sheet. They have all
encompassing admin rights so can push a sheet to approved and processed if required.


https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/expense6.png?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1774949608&Signature=xO4FZpIdYhbMSh5%252BdfCXWM%252BWx0t5bwtWn9ySTygajC2y1SE9NLc%252BWusMqXJubugBEOyFAiAUCfz6vGQ3Kj1yjUnKWBRXOjxFV6cGWqOn59ATVhK6%252B7Kl6VRTNEAqw35dWTnscwdqWAs7xHndbEV5g8%252F%252BuxzUch3ikGKPB5gmeg9ejsO%252BhMIayITRjUloq90pxb22w6PDT0voy9nFhDRvd81nBkJ%252BSWj6VC23TKQD91Nz%252B1okh6CggsRaURcEANIObX9qJFArxSphN%252Fs2UIOLJQTUR1ZM5Abj2MIpOqOQCAg0K%252BWlVqWjYAmuf9a%252Br16fd43GcgYjuk7wG1iwXdtEuA%253D%253D

Admin Expenses

Permissions Admin Expenses Admin

Expenses Administrator has full permission to edit and change statuses of any expenses

typing to add Browse [EEENLI

Permissions Finance

Cost Codes
Role: Administrators
Role: Managers
Clients & Projects User: John Vance
DaPi et View matching users.
Expense Types Apply p

Office Locations

Settings

Disclaimer

Click o choose a file or drag and drop o upload it

Operational Cost

Descriptian Wendar Cost Code Dt Expanse Type Expensa Date Amourt

Train tickets b L Southem Ral T3 Feail Travel (UK} Marketing Travel 0 Nowember 2009 040 rFd |

Project Cost

Daseription Vemdor Codt Code Experie Date Amaurt

Total 29.40

Change Status

W Mk & oo

Any group/role/user defined in the permissions finance tab is now in the 'Finance Team'.

They can move the status of the expense from approved to processed or returned only. Finance admin users will recieve a
notification when an expense has been set to 'approved' so that they can interact with these sheets accordingly and only in this
capacity. This is useful to set up if you have an accounting group/role in your Intranet and wish for these users to only need to
interact with the end of the expense workflow and approve/reject the submitted financials.
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Admin | Expenses

Permissions Admin Finance Team

Finance team receives notification when expenses status is changed to Approved and has right to change status of expense to "Processed”

yping to ade Browse [NGENGYE

Permissions Finance

Cost Codes
Group: Finance
Role: Expenses Finance
Clients & Projects User: Alan Metealfe
Departments

View matching users.

Expense Types

Office Locations

Settings

Disclaimer

Claromentis

Otfice Locatsn Brghton. UK Approved by Claromentis Adminetrabor
Currerscy GeP Processed by na
aro dministratos
) Downicad as PDE @ Dowrdgad C5V
B [ t [~ e

Operational Cost

Description Vendor Cost Code Dept Expense Type Expense Date Amaourtt
Tiwirs tickets to London Victoris Southem Rail 7232 Rl Trawved (LK) Marieting Trarwel 30 Movember 2019 20,80
Project Cost
Total 9.40
Changs Status L i ke a cop

Expenses Reporting

As a budget holder or departmental manager it is important to view a detailed summary of corporate expenses.The reporting side of
the Expenses application is permissions based area that allows authorised employees to filter expenses according to date, user,
department, office location, vendor, project, expense type, status, currency and cost code. This information can then be downloaded
as a CSV file for futher analysis, to be stored or as a reference.
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Users with 'Expenses admin' and or 'Finance Team' permissions as given on the admin side of the application, will see the 'report'
tab on the front end and be able to run this.

Expenses © 0o
© My Expenses
My Expense Sheets
82 Manage
Sheet Name Receipts Department  Status Last Modified ~ By To

@ Report IS

List of expense sheets is empty &
Expenses - Admin

Manage Expenses

Akin to reports, this is the in-application management area for Expenses. This will allow for filtering of expenses in more restricted ways
than reports as this information is primarily required to keep on top of all current expenses and the statuses they are in. This area is

for administrators to access and handle submissions by moving expenses between statuses. It can be used for quick reference to check all
expenses are being interacted with.

The management area does not allow information to be downloaded unless they are individual expense sheets, which can be in PDF or CSV
format. This is because the reports area serves this purpose and the management area is for expense control.

In the example below the administrator has searched by certain statuses and by user, then by status only; entering a ticket that has
been submitted and approving it.

clarormentis

Expenses | Manage Expenses E & 4 %
Manage Expenses

Shaet Nama Stanup «Draft | = Reected | | = Submimed |« Approved
Returmed

i ]
| I Gtmodmes o e

Sheet Name ser Recepts  Gept Statws  LastModified = By Tatal At
B Travel for London cllent visit Claramentia Administrator @2 Marketing EEEE] 021220190705 Clromenti Administrator 2940 tG0e
@ stosta Coromenss ngmniree @0 Manuacres [N 021220190705 Gy 000 iG8e
B Hotel Stay Claromentis Administrator 4§ 1 Sales Bl 1220190705 Clan 0.0 {687
B orth Face Vish UK expenses nigel Davies LH Marketing [con ] 13-10-2015 0256 500 (601
B Merth Face Account Management Visit  Rigel Cavies r'H Marketing [orn ] 13-10-2005 0248 3 130,00 S0
[E Trip 1o Learming conference &1 Sales Bl 13-10-20050238 570 (G0
B Ases Lunch &z Marketing = 13-10- 20150237 5356 {067
B Office Supplies 80 Homan Resowrces  [NNR] 07 12000 S0
W Genite Do Expenar Nithan Stewart 'H Saes == v Vangsss Whight 64342 (501
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