Expense Report — Help File

1. Setup Screen

A B

Please complete these details on the first time you use this application:

1
2
3
4
b
6
7 |Company Name iABC Technology Pty Ltd i

11
12
13

:11: At the first time the application is run,

16 please enter your company name and
17 the email address of the department
18 processing expense reports.

19
20
21
22
23
24
25
26
27
28
29

M 4 » W Register / Expense Statement { Employees { Rates / Customers % Setup / B
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Expense Report — Help File

2. Expense Statement Screen

Date 18-July-2007

ABC Technology Pty Ltd

Reguest Number.

Employee
o

Select Employee from drop-
down list and enter a Travel

Michael Williams
Fi2007-05

Sales

oot

Acoounts Executive

These fields are
automatically filled in
based on Employee

Greg MeGowen

selected.

Email to Manager

Ermail to Accounts

Expense Statem

Ezpense Report No.

Expense Report Number:
automatically created
based on the expense

SKC CONSULTING

2007-7-18-Michael Williams

Expense
period

1-dul-07
report date and the !

employee name.

16-Jul-07

17 Lost Party
12 Date Description Lodging Transport Fuel Meals Phone All Other GSTIVAT Department Customer Total

-Jul-07 Airfares - returns toffrom Melbourne ¥ 400.00 ¥ 40.00 Sales ¥ 440,00
20

M-dul-0F | Tauis to airpart ¥ 50.00 3 5.00 Sales ¥ 5.
21

12-Jul-07 Transport ko office k3 40.00 ¥ 400 Sales ¥ 4400
22

13-Jul-0F | Customer Training Expenses ¥ 100000 | $ 100.00 SKCPylLud ¥ 110000
B | e S e S

14-Jul-07 ¢ rlarketing team lunch ¥ 260,00 ¥ £5.00 Marketing * Z75.00
24

15-Jul-07 { Travel Allowance -5 days ¥ 300,00 £ Sales ¥ 300,00
25
2 A\
27 (" Enter the

I party/cost centre
28
who'll bear the
29 I
a0 J _—
. GST/VAT
amount.
32
k]
-

4 4 » ¥\ Register % Expense Statement / Employees / Rates / Customers £ Setup /
Select destination and press ENTER. or choose Paste
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3. Employees Maintenance Screen

SKC CONSULTING

Position

2

3 001 Michael Williams m.williamsi@abc.com Sales Accounts Executive Greg McGowen
4 |002 Jenny Johnson Liohnson@abc com Marketing Marketing Executive Greg McGowen
5 003 Greg McGowen g.mcgowen@abc.com Sales General Manager Derrick Mawson
6 004 Derrick Mawson d.mawson@abc.com Sales Managing Director

7

8 ......... T

9 T

1

The Employee Maintenance table captures all employee records. This table should be kept up to date

all the time. Employee's details must be in this table before his/her name is available in the drop-down .8 X
list on the expense statement. g% -0 M FRE o EE2 &2 AR R
iE i= e Eel=F Ez8] cf e A P
His/her Staff Number, Department, Position and Manager's Name will also appear automatically on the FELU-O0-A- NNOCEHACH > -L-4 2
expense statement. & Snaglt |+ | Window * .
1 H | f] —
18 .............
19
20
21
2 ABC Technolog
23 (g Ems:
24 | 10 Employee
M 4 » M| Register { Expense Statement | 2 ]
\‘ g ’{ P 13 Michael Williams 001
14 R2007-05 ACcounts Execulive
15 Sales Greq McGowen
T I e eeeeenooememe e eeeeeooommeeeeemeeeemeeeeeeeeeseeseseemommmsoe .o mmmomoomoe e oo oooeoee oo omomn ot oo e ettt ettt ettt e e
17
| 18 | Description Lodging Transport Fued Meals Phane Enterta
i 11-Jul-07 ;m.rfar'es - returns to/from Melbourne $  400.00
P |
11-Jul-07 gTaxis to airport $  50.00
El NS U SN U | ORI | NN SN |
12-Jul-07 (Transport to office $ 40,00
pzal o R R e e Ut i T S
{ 13-Jul-07 {Customer Training Expenses
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4. Rates Maintenance Screen

SKC CONSULTING

il Allowance Rates Maintenance

2
3 United Kingdom $ This screen captures the amount of ailowance_[per—diem]
: per day payable to an employee when travelling to an
4 United States $ 85.00 overseas country. When filling in an expense report, the
5 Japan $ 100.00 employee can refer to this table for amount of allowance
6 China % 70.00 he/she can claim.
7 'Hong Kong % 80.00
8 Singapore 5 80.00
9 Germany 3 90.00
Date 18-1uly-2007
10 -
11 ABC Technology Pty Ltd it
12 Email o Accouljts
13 [E i pl e
14 Jr:§'ﬂ:‘?§' ;“:.an.ﬂi gEI'].\.QI.HIF Exscutive Expﬂrl
15 Saleg Greq MCGawen
16 Dsix Deacripsion Ledgirg Trinspart Futl ek Fhena Erfertairmert | Allawinze
1? L1-Jul-07 |Airfares - reteonsg tofTrom Mabowme § Aanl.aon
1 B L1=Ril-07 |Taxis 10 arpart ¥ 000
19 L2-3D7 | Trarspont o edlice | G
20 E3-2l-0?  |Custoemir Training Expenses
i; La-Jul-07 .MHIICELI!II,' team ko | | | | § 2%0.00 |
23 L5207 | Travel Alcwanrce - 5 days £ 300,00
24
4 4 » M} Register / Expense Statement / Employees ' Rates / Customers

mer ' Expensa Statenint ¢ Emokyacs ¢ Ratas Eu:mll_{iﬁuu,l-‘ ) ' : 141
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5. Customers Screen

A

il Customers Maintenance

E

SKC CONSULTING

SKC CONSULTING

stomer Name This screen contains a list of the company's customers. It will
assist an employee when filling out which customeris) an e
expense needs to be charged to.
B Microsolt bxcel - Exp sort v, 15
E] Fe Edt Yew [rsert Fomat Took Dt Window Heb
DEFHSH SRY & hE- Qz-HI @ -0. KD FRar@E@EA8sADR.
Verdana -2 - B T U|E i BB aobiter £ B % , ER RE -D-A- Dewe [ Agshepesr S W OO EE 4 2 [ h-F-A-=S=0E"
S snaglt |51 Wndow s
24 - A 250
acT [:] T F 1 G H — i J 3 T L Iz
1
2
) Date 18-July-2007 Expense Report No. 2087-7-18-Michael Willlams
i
£ Email to Manager
i ABC Technology Pty Ltd SKC CONSULLING
L Emadl to Accounts
L] Emgl#ree
"3
-} Michae! Williams (=}
" R2007-05 Accounts Executive Expense Statement
" sales Greg McGowen To 16-Jul-07|
%
v Gost Party [
e Date Description Ledging Transgort Fuel Meats Phost | Entetsinmest | Allowsnce O GSTIVAT Depatent Customes Totsl
11-Jul-07 |firfares - returns tolfram Melbourne + 400,00 $ 20,00 Sales $ 440,00
n
11-Jul-07 |Taxie te airpart I §  50.00 | s 5.00 Sales I $ s55.00
n . P . . ' .
| . . . 12-Jul-07 |[Transpart to office §  40.00 s 400 Sales §  44.00
24 ; a2 | | 1 I I . |
= 13-Jul-07 |Customer Training Expenses $1,000.00 $ 100,00 SKC Pty Lt $ 1,100.00
4 4 » W[\ Register / Expense Statement / Empldf .,
13-Jul-07 |Marketing team lunch T $ 2500 | Marketing |'$ 2z75.00
& L 1 1 1 !
15-Jul-07 |Travel Allowance - 5 days § 300,00 $ Sales $ 300,00
#
= ! 4 + 4 4 4 -
W « » u]\ Regster ) Expense Statement  Employees { Rates J Customers { Setup / 4] | 31
Ready L]
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6. Email to Manager

£® Expense claim from Michael Williams for your approval : 2007-07(Jul)-18 : 51,714.00 - Message (HTML)
i fle Edt Miew Insert Format Took Actions Help
{ Calibri |10 - |&|_ B I U

7=

[ To.. |  o.mcoowen@abc.com |

el |

[ Bec.. | |mwiliams@abc.com |
Subject: | Expense daim from Michael Wiliams for your approval : 2007-07(Jul)-18 : $1,714.00 |

[ attach... | |%Expense Report vids (169K8) " [ Attachment Options... |
Dear Greg,

Please kindly approve my attached expense claim and forward to the accounts department (accountsi@abctech.com) for processing.
Thank you.

Kind regards,
= When the Email to Manager button is pressed, an email will be created

addreszing to the employee's manager. The subject line is automatically filled
Michael Williams

in and the expense report excel file is automatically attached to the email for
the manager to approve.

Once you've checked that all details are correct, click on Send to send out the email.
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7. Email to Accounts

3 Expense claim from Michael Williams for your processing : 2007-07(Jul)-18 : 51,714.00 - Message (HTML)

! Fle Edit Wiew Insert Format Tools  Actions  Help
i Calibri o0 - A|B L U|S _! &Snagrtgmmdow J
jiisend |G |6 o B 20 @8 DY S |r|&|gognm Y

e —
— F—
2— F—

I
ik
il
R
I'II

SKC CONSULTING

Please kindly process my attached expense claim

When the Email to Accounts button is pressed, an email will be created addressing

Thank you. to the accounts department. The subject line is automatically filled in and the
expense report excel file is automatically attached to the email for processing by
Kind regards, the accounts department.

Michael Williams

[ To.. | acrounts@shctech.com |

L ce. || |

[ Bec.. | | m.wiliams@abe.com |
Subject: Expense daim from Michae! Williams for your processing : 2007-07(Jul)-18 : $1,714.00 |

[ Atach... | ‘@Exuense Report v 1.xls (169 KB) ‘ | Attachment Options... |
Dear Accounts)|

Once you've checked that all details are correct, click on Send to send out the email.
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