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Expenses Admin

Introduction

This guide will outline all the configurable options on the administrative side of the Expense application.

In order for Expenses to be submitted these aspects need to be set up first, otherwise there aren't any front end options for users to
choose when filling out the sheet!

It is recommended to complete each section seen on the admin side with as much company specifc expenses data as required to
make submitting an Expense as seamless as possible.

To follow along with this guide head to Applications > Admin > Expenses as shown below:

 

Permissions Admin

The first tab option on the left of the screen will be 'Permissions Admin'.

Users/roles/groups entered here will have total control over all expenses submitted, regardless of status. Think carefully about which
users will have the permissions defined here.

Users in this role can: 

See all Expenses, even those in draft, via the 'Manage Expenses' area on the front end (only appears to administrators)
Move any Expense through all available statuses, including approved, processed and rejected
Edit an Expense sheet
Delete Expenses

Enter roles/groups/users into the permissions box and click 'apply permissions' to save the configuration.
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Permissions Finance

The Finance Team is defined in the ‘Permissions Finance’ tab.

Users defined here receive a notification when the status of an expense sheet is changed to ‘Approved’.

Furthermore, they have permission to progress the expense sheet to ‘Processed’.

Users that require this permission could be those affiliated with your finance department or those with the responsibility to authorise
Expenses.

Enter roles/groups/users into the permissions box and click 'apply permissions' to save the configuration.

 

 

Cost Codes

Cost Codes are managed in the ‘Cost Codes’ tab. Examples of which can be seen below:

https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/expenses_2.png?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1755333632&Signature=EqwFVx6SmFpVkato8yqik0eXOvS6zr%252Bp49FgVFHz4C%252Ft33tW%252BX6C6Dl3luEZy594RkV6kEWS8Cxt%252Fcd6RKKcv%252B22cnlQ7xSz2UrZxpLRXZjR5Q6%252BljOYUwoiVa3MPXpSpvN8lpUGELay09f%252FPtBxJ0VFjUWC9k6aRWuwjBW2X6ruPdvwCWBMTqh1kqO0%252F%252FZNVkKOjQdOrQH4PC9G3E5Vup44XQeW7Ba0oPYWnJkELEEa6ED6mNtXOJ%252FyJiJho4%252FCGF%252B37PiGhZA8KBymmWgfv7CzN41yZqFiUhTaeLvzfwU0y0mBOYba1Bwn%252B7LUfPz6sAAuSk2JdEhooZZmYr0KtA%253D%253D
https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/expenses%203.png?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1755333632&Signature=bO3Q52ZujXNumpVX8N1DVY9T%252FBrtsm8QUhsb2clfUkgDy887XziZk%252BCN3AyofD8c42LP2Ld1ovR6A99SZ5kFSrQvQtWDSaloE0ZvJ5Iljx0gqZTcTRFkwd0KRCcRQbTHHPo6eDB0J6kP%252FIXlYL4Q6mNrPxwe377ZSh57KsiSIlmeRP8muuSEL8DVokHVpsaR0InnoX%252Bd6PTHjDZ%252FEkgDFt3LM3TGyjJxppEyX5kMGJ3IjZlky%252BDyWtmSR7OtkBi8oEeLNWOsnTbTT3XuB5%252B2UnQEUWqw2lmAMiZC0lU2%252Bpy3BrkvTCJP5YEaGvaop6OrsiRZcjnY3y30LW%252FeJACcGg%253D%253D


 

To add a Cost Code, select the ‘Add a Cost Code’ option and complete the required details:

Code Name: Input the name of the cost code
Cost Code: Enter the desired code
Hide this Cost Code: Tick this option if you wish to hide the cost code, for example if it is no longer valid
Click 'Submit' to save. Alternatively, click 'Close' to discard

Once saved the cost code will now be listed under the cost code tab and available for users to select on the front end.

 

Clients & Projects

Clients and associated projects are managed in the ‘Clients & Projects’ tab.
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To create a new client, click the 'Add a client' button then input the client name and click Submit.

It is possible to hide clients. This may be useful if the client is no longer valid. Tick the ‘Hide this Client’ checkbox if required.

To edit an existing client, click a client name and modify the details as required.

 

To delete an existing client, click the ‘Delete’ icon in the far right column and click OK to confirm.

It is not possible to delete clients, which are in use (have been selected within an expense sheet in the front end)

 

Projects can be created after the creation of the client.

To create a new project, click the number under the ‘No of Projects’ column.
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On the next sceen click the 'Add a project' button...

 

...then complete the details as required:

 

Project Name: Input the name of the project
Project Manager: Select the project manager from the user picker field
Substitute Project Manager: Select the substitute project manager from the user picker field
Hide this Project: This checkbox is applicable if you wish to hide an existing project
Click 'Submit' to save. Alternatively, click 'Close' to discard

 

To edit an existing project, click the project name and modify the details as required.
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To delete an existing project, click the ‘Delete’ icon in the far right column and click OK to confirm.

It is not possible to delete projects, which are in use (have been selected within an expense sheet in the front end)

 

Departments

Departments are managed in the ‘Department' tab.

It is possible to define which expense types are applicable to each.

To create a new department, click 'Add New'

https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/expensesg.png?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1755333632&Signature=ki9XFfS357Q6Wrd9OHP%252FTmAeGCTUg0E5aOHFzWlZvepbeGeVkpA%252Bfjo13E0tURk1YvzfiKN%252FCrMu%252BN3pA4ZsIPInRvuAbwuhA5Q0Lsf1XV4KxoFDyyJISXfir1iWV4SM%252Bv%252BdjnCVGRosG5wc8HOPEskhJ40oz0EG2tiniU0pGtgozgs%252FHWopaVcP6VLjkER1jzdNLXNi6rku5Iw%252FcuhFt4H7FDkylCGMwhRLSVnqFN%252B5Rgvjs2hI55oQ%252FMRbKOW7Ibw4%252FzHzI9d7NFoJHRCEMSqdm8WFqSxRXgsuXwayJfnmAoM%252Fhsz7%252By9x%252FLovmHnm0Az7ZBs383mF%252FYARUSAFyA%253D%253D
https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/expensesh.png?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1755333632&Signature=wxPbuHig1XVMd%252B8jogDizudwagW1FzY6j%252FpphiHaNw5cTggVzzufgqqCAQO%252FtxO87JyGSG9J6v2Mg5D8asfqd9uHs0mA2epBUN73xbzvhVrVmvnn9w%252B%252FDi9I9Xx%252Ft2eFQP%252FmE8H%252F3pd4Y10ky74vaeFve5J9FbPpvM03LVC05OZlWiBvQuzOKDuBocnPTis2ch1P8NAN1Y3qP2%252F3lxnPW4lE%252BsP0NekfKWBUIFNPDCiyHctehbQHmat%252Bvr8PXSzcBWQjLTlDT6pJSsnNhzBIWcQC99lnXp11u9aBwPoZt6khYtnoVUmrWCgf4Uh00mC58PNC5n1eMBi8WKAmayfPyg%253D%253D
https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/expensesi.png?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1755333632&Signature=phnE9HapVyCU4ZoOCVt7smr9A%252Fr%252FJbP2Cn%252BiIpqrPA2OxYnhHcJpOSVtEAQ%252FzF5DHPNEzQKgUBV4eerEhdU9j8W47yYd%252BrqqcHOiMZyBKpkOGP6Jhbt3l7EwlYzu8bDzRDarjQpTNGoBYv%252BJhluRNTaZCkUPyc4NR2MRIil0%252FR7tEL40aZ2cYBV%252B0YUUhhKr0HXuUFeQHjc2mmJLE7H0t5UFMn6dRJfFiI8Y5529n2Xxey3wIXP5tbYEJ%252BCFhCd35jkzHSO9r6dUvHKO3W6j1XYaS72UIjV7b0uo1kgIYrPwvyI64Bte%252BSVLJkZAzc4ILZB6K2wZMOGawPi7qJC57g%253D%253D


 

Complete the details as required:

Name: Input the department name
Expense Type: Select the applicable expense types
Main Budget Holder: Select the main budget holder from the user picker field
Substitute Budget Holder: Select the substitute budget holder from the user picker field
Hide this Department: This checkbox is applicable if you wish to hide an existing department
Click 'Submit' to save. Alternatively, click 'Close' to discard

Please note: The main and substitute budget holders will have permissions to run expense item reports. They will see the icons
(shown below) giving access to managerial areas for expenses submitted for their department as well as access to reports that can
be run on those expenses. Users outside of these positions will not see these icons.

 

To edit an existing department, click the Department name under the ‘DEPT’ column.

Modify the details as required:

https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/expensesj%25281%2529.png?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1755333632&Signature=NDiRB%252B%252Ftdg7BtIHdzgcThUjDkQlkHwUoQhh1ZAIGoUw2n%252BfHkZg4eKkfkXvAg0QDEXuiB%252FAeIRR5fUntGHaxyjHAkT2GSbs4BIeh3CzUGcCrGHpltYL%252FWWQOqBMdeX1ksWL3QBG9P1HdmCzo%252B7Jfh8B7tcSDxTiuU4xav23XtMJlmd0MErnyhvtf5CQMDVaOhom1qDltVXcPYg6mcJ9nxIuF563DXvE5mwpxtM5ioHT9IT7ggZQtdIcqCyOS4KjMJvenes5E79WgN%252FXcQi4lVvSY8LYx2FmOsJbMsk5MWZ5taNmCVcD%252FLnlpYf066%252ByBX8Kh36xxrYBZtJfePvRDlQ%253D%253D
https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/expensesk.png?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1755333632&Signature=nTlbHcaXGVAX%252FyzIeYNA97hgDp%252FBoFf2%252BJ3bdjlILVQE5cRhRBAEY9tdSSqR2eQaPhMskTK%252BQfc4Fd5xir5sdUkTYIyN8QgFXZrs4ZVAWfI%252Fs%252FtgN0Hx4yjBJNsR7srJRrezwerSGDzMZJqTrcmV5HfZ1y%252F%252B%252F7Wf99Q9aMTr%252FF1NbHxOf1b%252BlS5IbCM19sRGm5XxZx24LzSuGnyxHqas74dz9rockLi41j0uKdZTc5B4Q58qELxSa8egbYZC%252B8UrJayeCMFFdGmYDDArxFGOu65l0zf1vuV8cQVu0CEEHDmHlIaFftPgrFJ3Tjg8kHsG6Ub7S9Luf56RvDOtHwM4wQ%253D%253D
https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/manage_exp.png?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1755333632&Signature=DLOOMDV6ziCo0AAYFzPWeUKF%252BMuv4GzNsccXEDjn%252BP6%252B%252BRfjniaWDmBpSIVg8OLJn2vjdX6Z80XPWiIEklsmPomSGW6CXX0Unxzkmtb1AGQDkOmXZ6dgHHeo3p3Cn837yQe56L2jkXM2n68JFfP%252BwFBlgiJmipoEUfoMDE4KdwSITYLnBesA%252FvSlU9gAGqPBImowhz5kI05B21a3iBqc2MiefxW7SfGEG6xRBLnIc6FT1g%252FZr6MnNFNIWHCN5Yeouc%252FE7SLtfTc%252FKTemQfRpHrNOsNf%252BsvG2ZZt7HAujXgTdGNUFLgGzuHJxSeamzXKTT0faIiFDikr8lggIxbFfWg%253D%253D


 

To delete an existing department, click the ‘Delete’ icon in the far right column and click OK to confirm.

It is not possible to delete departments, which are in use (have been selected within an expense sheet in the front end)

 

Expense Types

Expense types are managed in the ‘Expense Types’ tab.

 

To create a new expense type click the 'add new expense type' button, completing the details as required:

https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/department.png?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1755333632&Signature=RnKnjH9Vt39By27L82JZwur5B82H%252B1s4FOGe8VCIjaWw2%252BULOS%252F3ZnDGvdfva2xrC1DfgtsSSWH4DG%252Bdx9YAWTLJFrjC73lNxbs7rj8zio3dweAzowjBdiDg6hQI8qiT6Yi4jGkiRt0w1nipLH4dx9Zr%252Baltby%252FwrbjBPVFzSoryAZZEpHfMKU%252FZsmEiAqk7nY3cZMHTQERpNPQcpJzpo9nglBmYKXQPZ2oq7jyrvw6oCdl7b1MQqqbkIKc6A%252BhxBOVYibkeKRNV5xs8VG3b8%252B54Mhvml22il8E%252BKrAQBU23qRM9YJ1%252F8%252F2NtxWqEcA5M3UYrwAlLHkbBXxA8QjMgw%253D%253D
https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/expensesm%25281%2529.png?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1755333632&Signature=jU4TTD2sT%252BuJj51zDPgYEMCWwq4tyd12QkukgGyZHiKEAljIC%252BzyFKWl5yBYMd5UiOTx17bI0cif3fZO28VzCKqTiooIE8AwampePHF0uPaTr3ivkxyDeF86s9UQhRjKq4KuL0u34STRl5ek%252FUf6kDmjwkVtJvWTWROQ0RJrkUEDuXR3NUJ%252Fuz%252BiwheOtNDbIwEDTKRU1q3o%252BQPnRgtQfdv9uATMTKkTtN5HdkWpl1rIsBXdyfUHyhr0Q01Ur6Gm9FcUNgCPrdYlNN3LQpR9pTsIriPjZTssUxeVogvEze9hQps4d1BUEjATX6ePVnH8pJgXNuiwAgNOSJE6ovWB9Q%253D%253D
https://storage.googleapis.com/claro-cdn-0-discover-prod-f205-prod/knowledgebase/images/expensetypes.png?GoogleAccessId=gce-0-discover-prod-f205%2540claro-saas-prod.iam.gserviceaccount.com&Expires=1755333632&Signature=sgVYENQ9dVGRdRSKZbON1mdQ3fCBz2ItA1ytyo8wivY9dCnZR4vacM%252B6U67fcGKagaGR6Qf6GpiJkamwdpd48CdiVfTI3pjMFq9H289immFmcz7hdk4MBobMPXk0203E1XYog6MnfgsaTOcuPAij%252B0u9XxGnZoVDJ9p%252B5TXRFuScT7S1uoYQ4qqtxNkdk775pZqAMEqQVEfpsL9j2VdB460gBo0caPKw8CPVH39pCwrhFh3dDeX%252B1J6%252FaUCmVSCnNvx5Q3P5BL9wVxzD7DblWGaCs8J2sl0ZY5I88SZdu9jJfA4whFw4qeoRNNPdcBfqVK0ocbvqDy7odqJw7FGxmQ%253D%253D


Type of Expense: Insert the name of the expense type
Use in Project Cost: Tick the checkbox if applicable
Hide this Expense Type: This checkbox is applicable if you wish to hide an existing expense type
Click Submit. Alternatively, click Close to discard

To edit an existing expense type, click its title in the ‘Type of Expense’ column and modify the details as required.

 

To delete an existing expense type, click the ‘Delete’ icon in the far right column and click OK to confirm.

It is not possible to delete expense types, which are in use (have been selected within an expense sheet in the front end)

 

Office Locations

Locations are managed in the ‘Locations’ tab. To create a new location, click the ‘Add New Office Location’ button.
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Input the relevant name, and click 'Submit'.

 

To edit an existing location, click the location name under the ‘Location Name’ column and rename as required. Click 'Submit'.
Alternatively, click 'Close' to discard changes.

 

To delete an existing location, click the ‘Delete’ icon in the far right column and click OK to confirm.

It is not possible to delete locations, which are in use (have been selected within an expense sheet in the front end)
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Settings

Currency types are managed in the ‘Settings’ tab.

Input the required currency and associated symbol and click Submit.

 

Selected currencies on the admin side will appear on the front end for a user to choose from when submitting a new expense.

 

Disclaimer

A disclaimer can be configured to inform users that there are certain conditions that need to be met in order for their expense to be
approved, for example, they may need to provide receipts for each expense.

Enter the desired text into the WYSIWYG editor, and click Submit:

 

How this appears on the front end when users are submitting an Expense:
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