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OVERVIEW

The Expense Report app has been developed to provide a tool to enable employees to create and submit
electronic expense reports.

Advantages and solutions delivered by this application include:
e Easy to create and submit expense reports
e Show individual expense line items
e Capture attachments (images, documents) verifying expense line items
¢ Mobile device camera can be used to capture receipt images directly.

o Mileage expenses are automatically calculated using IRS allowances maintained within the
system

e Real-time status is shown against each expense report
o Workflows pass the expense report to the appropriate resources based on the action take

¢ Notifications can be sent to the appropriate resources whenever an action is taken on an expense
report
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Contents

ROLES

There are 4 distinct roles in the Expense Report app:

- Employee

o

o

An employee creates and submits expense reports

Has their own dashboard of launchers (Expense Report)

- Manager

o

- Admin

@)

A manager can also create and submit expense reports and has the capability to approve the
expense reports of employees who report to him

Has their own dashboard of launchers (Expense Report - Manager)

An administrator has the capability to create and maintain settings and operational data that
determines the operation surrounding expenses (Accounting Classes, Employees, Exchange
Rates, Employee Roles, Employee Types, Expense Years, GL Accounts, Payroll Dates)

Has their own dashboard of launchers (Expense Report - Admin)

- Payroll Admin

o

Control when an expense report is extracted for payment, and mark when an expense report
will be paid

No separate dashboard, but they are part of a security role group where only they can
perform certain operations

Has the ability to view all expense reports, and can also approve any of those expense
reports
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DATA ENTRY CONVENTIONS

ADDING DATA

Data can be added in 3 separate ways. Each method ultimately works in the same way.

To confirm that you would like to add the new data, click on the ‘Continue’ button. Click on the ‘Cancel’
button to quit this screen; data will not be saved.

[ml Cancel J

Method #1 — ‘Add’ icon

Each screen here data can be entered will have an icon to represent the ‘Insert’ function. Click once on
the icon and the associated data entry screen will appear.

(onerat 7] 25 ¥ 08 5 PCORCEES -
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Method #2 — Context menu

Contents

The Context menu is activated by clicking the small downward facing black triangle on the end of the tool

bar line located in the top right of the screen. Select the New / Insert option from the list.

55@.

P 2 CE [

Open
Edit

MNew Ezpense Report

Submit Report

Approve Report

Feject Report

Delste Report

Extract for Payment

Mark as Paid

View POF

Fiefresh

Search

Caloulate Column Statistics
Export

Launch GML Editar

Open Development Data Object
Open Development Query

Open Satellite Server Diagnostics
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Method #3 —right-click menu

Contents

Right-click anywhere on an existing expense report line and select the New / Insert option from the
resulting dropdown. If there are no pre-existing expense report lines on the screen, then you will need to
use the Context Menu (method #2) to add a new expense report.

Cpen_
Edit_

Mew Expense Report_

Submit Report_

Approve Report_

Reject Report_

Delete Report_

Extract for Payment_

Mark as Paid_

Wiew FDF_

Refresh_

Launch GML Editor_

Cpen Development Data Cbject_
COpen Developmeant Cuery_

Cpen Satellite Server Diagnostics_

Settings..
Global Settings...
Check for Updates...

About Adobe Flash Player 32.0.0.156 (64-bit)...
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EDITING DATA
Data can be edited in 3 separate ways. Each method ultimately works in the same way.

To confirm that you would like to edit the data, click on the ‘Save’ button. Click on the ‘Cancel’ button to
quit this screen; changes will not be saved.

Save l Cancel I

Method #1 — Select row & Select edit

Double-click on the row you wish to edit. Initially the row will be shown in more detail on an additional
screen. On this screen click on the ‘Edit’ link to place the row in edit mode.

Ewlovee: 2 K YOE
pase
D e

Employee: 1

Employes ID 1

First Name Robert

Last Name Elant

Extender User ID rplant

Email

Manager L

Manager | Jimmy Page |£,}

Active o

Full Time [+]

Internal [+]

Type | Corporate - Non-PS  » .é}
Role VP v |5
Accounting Class | 1237 - Marketing v | 5}

External Employee ID 0

i Save It Cancel |
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Method #2 — Context menu

Highlight the row you wish to edit by clicking on it once. Click on the Context menu icon and select the
‘Edit’ option from the resulting dropdown menu list.

P= pCERRCES
Open

Edit

| Add Employes

Refresh

Search

Calculate Column Statistics
Export

Launch GML Editor

Open Development Data Object
Open Development Query

Open Satellite Server Diagnostics

Method #3 — Right-click menu
Highlight the row you wish to edit by clicking on it once. Right-click and select the ‘Edit’ option from the
resulting dropdown menu list.

Open_
Edit_

Add Employee_

Refresh_

Launch GWL Editor_

Open Development Data Object_
Cpen Development Cuery_

Cpen Satellite Server Diagnostics_

Settings..

Global Settings...

Check for Updates...

About Adobe Flash Player 32.0.0.142 (64-bit)...
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DELETING DATA
Data can be deleted in 3 separate ways. Each method ultimately works in the same way.

To confirm that you would like to delete the data, click on the ‘Continue’ button. Click on the ‘Cancel’
button to quit this screen; data will not be deleted.

[ml Cancel J

Method #1 — Delete key

Highlight the row you wish to delete by clicking on it once. Press the DELETE key on your keyboard to
delete the row.
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Method #2 — Context menu

Highlight the row you wish to delete by clicking on it once. Click on the Context menu icon and select the
‘Delete’ option from the resulting dropdown menu list.

- pCRARGEEE).

| Open
Edit
New Expense Report

Submit Report
I Approve Report
Reject Report

Delete Report

Extract for Payment

Mark as Paid

View PDF

Refresh

Search

Calculate Column Statistics
Export

Launch GML Editor

Open Development Data Object
Open Development Query

Open Satellite Server Diagnostics

—
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Method #3 — Right-click menu

Contents

Highlight the row you wish to delete by clicking on it once. Right-click and select the ‘Delete’ option from

the resulting dropdown menu list.

Open_

Edit_

New Expense Report_
Submit Report_
Approve Report_
Reject Report_

Delete Report_

Extract tor Payment_

Mark as Paid_

View PDF_

Refresh_

Launch GML Editor_

Open Development Data Object_
Open Development Query_

Open Satellite Server Diagnostics_

Settings...
Global Settings...
Check for Updates...

About Adobe Flash Player 32.0.0.156 (64-bit)...
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CLIENTS & PROJECTS

When entering expense line items on an expense report the app will prompt via dropdowns for a Client
and a Project to bill against.

Initially, the app is referring to 2 tables that were included as a part of the SQL Script package.

e xalt_client : stores a list of clients and their details

o o ol

Client id (*)
Client name (*)
Internal

e xalt_project : stores a list of projects and their details

0O O 0O 00O 0O O O o O o0 O o0 O o o o

Project id (*)

Project description (*)
Project type

Internal

Billing type

Total billable hours
This month billable hours
Quoted hours

Quoted cost

Hourly rate

Client id

Service order

Project status id
Estimate start date
Estimate end date
Estimate date end
Primary resource id

Contents

The fields marked by (*) are the only ones that the Expense Report needs to function. The other fields are

available to be utilized by other apps in the Xalt Mobility App Catalog.

There are 3 options for incorporating Clients and Projects into the Expense Report app:

1)

2)

Use the embedded Client and Project tables, populating the required data into those tables.

Integrate your own back-end Client and Project tables into the Expense Report app. Please
consult with your Account Executive if you would like more information on integrating Xalt
Mobility apps with your back-end applications.

Do not use any Client or Project data when creating expense reports.
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NOTIFICATIONS

The Expense Report app sends Notifications to various users upon the following actions:

e Expense Report Submitted — notification message is sent to the employee’s approval
manager

e Expense Report Approval — notification message is sent to the employee
e Expense Report Rejected — notification message is sent to the employee

e Expense Report Paid — notification message is sent to the employee

Notifications will only be received by users of the app if the following components are set up:
e The Notifications Service has been installed and configured in the tenant

e Individual users are set up in the Notifications Groups/Users and have notifications
preferences established.

ADMINISTERING NOTIFCATION GROUPS AND NOTIFICATION GROUP USERS

To administer Notification Groups and Notification Groups and Notification Group Users you must first be
a Notification Admin user.

From the ‘Home’ tab select the ‘Administrator Dashboard’ launcher and then double-click on the
Notification Admin security role.

App Builder Dashboard Administration Dashboard [
Administration Dashboard
Dashboard . T =
Security Roles Al v 58 Gﬁ@a P
{ 1 ? {=1 Name 1a Description
i Administrator Security Administrator
App Builder | . Jopi lics for ki o
Dashboard Develope Person who is developing applications for this company
Expense Report Manager | Expense Report Manager
.I Extarnz Person whe is not an employes of the company
—— g y —
Dashboards
Notifcation Admin Notification Administrator
Gadgets
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Within the ‘Notification Admin’ screen click on the ‘New’ icon in the ‘Users’ section.

Users Al v 2 DEEP'

A screen of all user’s setup within the tenant will then be displayed. Double-click on the required userid to
add them to the Notification Admin group.

As a member of the Notification Admin group you can setup and maintain Notification Groups and
Notification Group Users.

SETTING UP USERS IN NOTIFICATION GROUPS / NOTIFICATION GROUP USERS

Typically, Notification Groups are used to establish a role/group that number of individual users are then
associated with, much like an Email Group associates a group of people in Microsoft Outlook. Notification
Group Users then identifies the users associated with each Notification Group.

However, notifications are sent to individuals in the Expense Report app, and the Notification Group will

be identifying single users. There will be a 1:1 relationship between a Notification Group entry and a
Notification Group User entry.

Page 16 of 48
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To view the list of Notification Groups already established, launch the ‘Notification Group’ object form the
‘Data Objects’ pane.

Data Objects Toplevel v | 2l 8P ~

? {1 Data Source 14 Object Name 2a Class Security Rich Details Rich Queries Mobile Deta =l
k Notifications Catavolt Notification catavolt_notification [none) No ez No
Notifications Email Notification catavolt_notification_method [none) ez CH N
- e — [none) Yes ez Yes
INotifications Notification Group wratzunk notificatinn arnaon Use Authorization List Yes Yes Yes
NSRS Not n-:atm r = }-! _ Use Authorization List | Yes ez Wes
Netifications SMS Notification Edit_ [none) NS Yes NEH
PDF Generator Expense Report PDF Delete [none) No ez No
Quality Inspection AUD Mfg Audit Header Copy__ [none) Yes Yes Yes ;
Quality Inspection AUD Mfg Audit Items [none) Yes ez NEH
Create Detail Launcher
‘Quality Inspection AUD Mfg Audit Item Vehicles - [none) REH Ves ez
Quality Inspection AUD Mfg Audit Plan Print Security Report_ [none) NS ez NEH
Quality Inspection AUD Nbr Vehicles - i [none) No CH No
Quality Inspection Coach {Surrogate) Launch Data Object_ [nene) Yeg Yes Veg
Quality Inspection Defects View Lbi=ct Siructure Lhanges [none) Yes Yes Yes

The screen will display a list of existing Notification Group entries. There are no Notification Groups setup
as yet in the example below.

App Builder Dashboard Motification Groups [

Notification Groups

[<1 Group 1 4 HName

To add a new Notification Group click on the ‘Create’ icon.

(cenerst v 2P{GPCRRCEEG -
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Enter the userid in the ‘Group’ field and the actual name in the ‘Name’ field. Click ‘Continue’ to save the
new entry.

Create W EEG ~

Group dnewton

Name David MNewton

I Continue |l Cancel ]

A Notification Group Users tab will open, showing the newly created Notification Group and providing a
method to add users to the group.

App Builder Dashboard  Notification Groups  Notification Group: dnewton [

Notification Group: dnewton

Group  dnewton

Nzme David Newton

Users

To add a new Notification Group User click on the ‘Create’ icon in the ‘Users’ pane.

ceneal v | BAGPCRRCEES -
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As was done with the Notification Group, enter the userid in the ‘Group’ field and the actual name in the
‘Name’ field. Click ‘Continue’ to save the new entry.

Create W EEG ~

Group dnewton

Nzme David Newton

i Continue |l Cancel

\

The name is now associated with the group and notifications generated by the Expense Report app can

now be routed to the appropriate individuals.

Notification Group: dnewten

Group  dnewton

Name David Newton

Users

f [«1 Active User ID 1 4| User Name
i Yes dnewton Dawid Newton

PERSONAL NOTIFICATION PREFERENCES
This next section must be completed by the actual user of the app, as the screens are directly related to
their userid. An app user can choose to receive any combination of the 3 available notification methods.

Click on the Notifications link in the top right of the screen.

- ] - L "

dnewton App Catzlog-Dev  Logouf Metifications

a2 Adminictratinn Fvnanca Rannric Fvnanca Raikn
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The Notifications screen will be displayed showing all of the notification messages sent to date.

Catavolt Notifications |

(e ] OGOOFCDRCEEG -
e 1
o
vessace
vessaae
vassiar
vessae
vessice
vessace
vessae
vessac
vessae

A e Irmpacs Project Lag has bean submited

Click on the ‘Notification Methods’ icon to show the preferences screen.

((Caneral ([0kGe FCRRCEED -
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There are 3 methods by which a user can receive notifications:
e Mobile App Notifications — notifications will be received within the app on the mobile device

¢ Email Notifications — notifications will be received at all the email addresses identified in this
section

e SMS Notifications — natifications will be received at all the text message devices identified in this
section

Notification Methods

Mobile App Notifications

=1 Active Device Type Description Device ID 1 4| notification_userid

Email Notifications

=1 Active Email Addrass 1 & Description

I+l

Yes david.newten@hexagon.com | Dave Email

SMS Notifications

{=1 Active | Mobile NHumber 1 . Description

|

EH 6303839455 Dave Mobile

Page 21 of 48
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Mobile App Notifications must be added using the actual mobile device, as the required device id is taken
from the device.

Email and SMS notifications are added using the ‘Create’ icon.

ceneral_+| 33 I POPCERCEEG -

|

Entries for either Mobile App, Email or SMS notifications can be de-activated by clicking the line detail
once to highlight it, and then clicking the ‘Suspend’ icon.

General ::EE méjc‘@]@ﬂﬁﬁﬁ'

Entries for either Mobile App, Email or SMS notifications can be activated by clicking the line detail once
to highlight it, and then clicking the ‘Activate’ icon

General » ::E@ QEPQEE‘:EEEG'

|
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EMPLOYEE WORKBENCH e

The Employee Workbench contains 2 launchers.
MNew Expense
Report
1) New Expense Report — create a new initial expense report (line item detail and attachments b
are performed in the ‘Expense Reports’ launcher). :
Expense
2) Expense Reports — list all expense reports for that employee, add line items and attachments Reports

to expense reports. New expense reports can also be initiated from this launcher.

NEW EXPENSE REPORT

An Employee wishing to use the app to submit expense reports must be setup in the app prior to creating
expense reports. Please refer to the Employees setup instructions under the Administrator Workbench
section in this guide.

Select the ‘New Expense Report’ launcher to begin the process of creating a new expense report.

Expense
Reports.

Page 23 of 48
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A data entry screen will display that captures the initial details for an expense report.

New Expense Report

Description

Comments

Month r | D
Year - 9

Continue Jl Cancel |

Enter the following details:
- Description: A short title describing the purpose of the expense report.

- Comments: A longer description that supports the reason for the expense report and any of the
line items included within the expense report.

- Month: Select the month that the expense report should be reported against from a dropdown list.
- Year: Select the year that the expense report should be reported against from a dropdown list.

To view the expense report header that you just created, use the Expense Reports launcher in the same
Workbench to view all your expense reports, including the newly created expense report.

You can also create a new expense report in the Expense Reports launcher, so you have two ways to
create a new expense report.

Expense
Reports

Page 24 of 48
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EXPENSE REPORTS

Select the ‘Expense Reports’ launcher to view a list of previously created expense reports. The list will
contain all reports for an individual, and incudes expense reports in any status (i.e. Created, Submitted,
Approved, etc).

New Expense
Report

Expense
Reports.

A screen will display showing all expense reports in a descending chronological sequence. Initially, the
expense report line will show the details entered when the first created. The date fields will get populated
when those events occur in the system.

Expense Reports

1 | a4 Created Description User Manager |Month | Year Total Amount | Status | QB Status  Submited | Approved | Rejected |Extracted | Paid  Report ID 1 v Attachments
3/5/2019 Hexagon Live 2018:2018/6  David Newton | Jimmy Page | JUN 2018 50.00| Created B

Double-click the line item to view more details, add line items and attachments.

Expense Report: ¢ e rE R EPCEES - E

Report Details

Attachments M| OSP W PCHRE ™ | Expense tines st | v] HISE ¢ PCERCEEG v

ADDING EXPENSE LINE ITEMS

The total value of the expense report claim amount is calculated from totalling the value of all of the line
items entered. Mileage is converted to a monetary amount using the mileage rates setup in the Admin
section of the app.
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Create a new expense line using any of the methods (Icon, Context menu, right-click) and a detail capture
screen will be shown.

New Expense Line

Date BE/05/2019

Desoription

Amount o

Currency or Mileage v | B

Expense Type | - |£_‘.I
Billzble L]

** If expense is billable, enter dient and project **

Client | v | e
Project | v | &

** Don't use Accounting Overide unless instructed to do so

Accounting Class Override | | D

Repeat [+

J Continue || Cancel |

Enter the following details:
- Date: Date that the expense occurred.
- Description: Description of the expense item.
- Amount: Enter the monetary amount for an expense item, or mileage value for a mileage claim.

- Currency or Mileage: From the dropdown, select ‘CUR’ for an expense item, or ‘MIL’ for a
mileage claim.

- Expense Type: select the appropriate expense classification from the dropdown.

- Billable: Check the box if this item will be billable to a customer. Leave unchecked for an internal
expense claim.

- Client: Only select a client from the dropdown list if this expense item is billable to a customer.
- Project: Only select a project from the dropdown list if this expense item is billable to a customer.

- Accounting Class Override: Each employee is assigned a default accounting class when they are
setup in the system. Use this option to override their accounting class if necessary.
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- Repeat: The repeat checkbox is automatically selected. With this option selected a new expense
line item screen will be presented when the existing line item is saved. By unchecking this box,
the original expense report details screen will be displayed when the current line item is saved.

ADDING ATTACHMENTS

Attachments are optional in the Expense Report app, but most companies require physical verification of
an expense via an attachment of a receipt.

Create a new expense attachment using any of the methods (Icon, Context menu) and an attachment
capture screen will be shown.

Attach File Ed

Select a file to upload. If you select a ZIP file, all files inside the .ZIP file will be uploaded.

Upload File E‘"

Description | |

J Attach Cancel J

Click on the yellow folder icon to initiate a standard operating system file search. Locate and select the
file (typically a PDF) you wish to attach.

You can provide a short description of that file that helps identify which attachments are associated with
which expense report line items.

SUBMITTING EXPENSE REPORTS
Click once on the expense report you wish to highlight the line.

Expense Reports

1 | 44 Created Description User Manager |Month Year |Total Amount | Status | QB Status |Submited Approved |Rejected | Extracted |Paid |Report ID 1y|Attachments
f 4 3/5/2013  Hexagon Live 2018:2018/6 David Newton Jimmy Page JUN 2018 50.00 Crested 5

Then click on the ‘Submit’ icon.
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General Ela i EE N ";?'GE]B*:EEEG'

Click ‘Continue’ to proceed.
Submit Report CEED~

Are you sure you want to submit this report?

Please make sure you have attached scans or photos of your receipts/invoices/stc.

[ml Cancel J
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VIEWING EXPENSE REPORT AS PDF

An expense report can be viewed as a PDF document. To perform this operation, click once on the
desired expense report line to highlight it.

Expense Reports

T | i Created|  Description User Manager | Month |Year Total Amount Status QB Status | Submited | Approved |Rejected | Extracted | Paid | Report ID 1 Attachments
3/20/2019 | Another Test:2019/3 | David Newton | Jimmy Page MAR | 2019 £29.43) Submitted 3/20/201% £
3/20/2019  Test:2019/3 David Newton Jimmy Page MAR 2019 5123.00 Extracted for Payment Extracted = 3/20/2019 3/20/2019 3/20/2019 5

Click on the View PDF’ icon.

General ¥ EE = % B E 3G@Bf=EEG-

The expense report will be displayed as a PDF document in a separate window.

Expense Report Test201903
Description: Test201%3 Create Date: 0322019
Comments: Test Submit Date: 02072018
Employea: David Mewton Approval Date: 03202019
Manager: Jimmy Page Rejected Date:
Total Amount: 5123 Extracted Date: 0222019
Referance Yaar/Month: 2018 { March Paid Date:
Status: Extracted for Payment Entered in QB: true

Cur/Mil Local usD

Diate Description Cods Amount Amaount Gil Account
0322018 Test Expence usor 123.0000 $123.00 1000 - Travel
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MANAGER WORKBENCH

The Employee Workbench contains 3 launchers. New Expense
Report
1) New Expense Report — create a new initial expense report (line item detail and attachments - —
are performed in the ‘Expense Reports’ launcher).
. Expense
2) Expense Reports — expense reports dashboard showing Reports
a. Managers own personal expense reports (add line items and attachments to expense
reports) \/
b. Expense reports with a status of ‘Created’
c. Expense reports with a status of ‘Submitted’ Approval
d. All expense reports regardless of status. Requests

3) Approve Requests — approve or reject expense reports that have been submitted.

Page 30 of 48

Contents




Contents
(4 4 HEXAGON

NEW EXPENSE REPORT

Select the ‘New Expense Report’ launcher to begin the process of creating a new expense report.

Expense
Reports

v/

Approval
Regussts

The process of creating a new expense report item is covered in the ‘New Expense Report’ in the
Employee Workbench section.

EXPENSE REPORTS

Select the ‘Expense Reports’ launcher to view a list of previously created expense reports.

Expense
Reports.

v/

Approval
Ragussts
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The screen will display a dashboard that has 4 distinct views.

Expense Reports

My Expense Reports = Created = Submitted All

i
i

1) My Expense Reports: Personal expense reports related to the manager.

2) Created: Expense reports with a status of ‘Created’ for the manager and his direct reports.

3) Submitted: Expense reports with a status of ‘Submitted’ for the manager and his direct reports.
4) All: All expense reports regardless of status for the manager and his direct reports.

MY EXPENSE REPORTS

The process of managing expense reports (adding line items, attaching images, submitting) is covered in
the ‘Expense Reports’ in the Employee Workbench section.

CREATED

This tab displays all expense reports that have been created but have not yet been submitted. These are
typically expense reports that are in the process of being compiled prior to submission to a manager for
approval.

For a Manager, both their personal expense reports and those of their direct reports will be displayed on
this screen.

Expense Reports

= My Expense Reports

1]
g
£

= Submitted

Im
z

Created

= Created Description User Manager | Month |Year Total Amount | Status QB Status  Submited Approved Rejected Extracted | Paid | Report ID 1¥ Attachments

[Py

3/22/201% New example:2019/3 | David Newton | Jimmy Page | MAR 2019 $0.00 | Created

SUBMITTED
This tab displays all expense reports that have been submitted and are awaiting review by a manager.

For a Manager, both their personal expense reports and those of their direct reports will be displayed on
this screen.

Personal expense reports will need approval by their manager, but they have the capability to either
approve or reject the expense reports of their direct reports.
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Expense Reports

= My Expense Reports | = Created

= Submitted
Submitted

? =1 Created Description User Manager

i 3/20/201%

ALL

Ancther Test:201%/3 | David Newton | Jimmy Page | MAR

« 4 HEXAGON

Iim
E

Month | Year Total Amount | Status

2019

This tab displays all expense reports in any status.

Contents

QB Status | Submited Approved  Rejected Extracted | Paid | Report ID 1y Attachments
525.43| Submitted

6

For a Manager, both their personal expense reports and those of their direct reports will be displayed on
this screen.

Expense Reports

ES My Expense Reports

im

i

£
1}

Submittad

1]
z

All

=1 Created Description

[P

User Manager | Month

New example:2015/3 | David Newton | Jimmy Page

MAR
Another Test:201%/3 | David Newton | Jimmy Page | MAR
3/20/2019 | Tesu:2019/3 David Newten | Jimmy Page | MAR

Year | Total Amount Status
2019
2013 $29.43 Submitted

2018 $123.00
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APPROVE REQUESTS

Select the ‘Approve Requests’ launcher to begin the process of approving expense reports.

Expense
Reports.

Approval
Reguests

A screen will display all the expense reports that require review by a manager. Expense Reports can be
rejected and sent back to the submitter for correction, or they can be approved and progressed to the
accounting department for further review and subsequent payment.

APPROVING EXPENSE REPORTS

Click once on the expense report you want to approve to highlight the line.

Expense Reports ]~ ]
= Wy Expusafaports | S Crested S Sobmitied 5 A

My Expense Reports Genersl o[ HIBR v vkl e PORRCEEG

User Manager  Month Vear |Total Amoust Status QB Status Submited | Approved |Rejocted Extracted Paid ReportiD Ly Attachments
ODmvidMewman AdemMyche AR 2019 §34.00 Submimead 3872018 .
G b Wik | 201 51900 < 302072018 | 3/20/3

wiany | w0 3

Then click on the ‘Approve’ icon.

General | EE =] @ b E E &3G®B§§Eﬁ-
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Click ‘Continue’ to proceed.

Approve Report (7 5 5@ ~

Are you sure you want to approve this report?

i Continue Il Cancel J

REJECT EXPENSE REPORTS

Click once on the expense report you want to reject to highlight the line

Then click on the ‘Reject’ icon.

General | » EB = o HE M ‘;}GE]B@EQI

Click ‘Continue’ to proceed.

Reject Report

Contents

¢TEES @A

Are you sure you want to reject this expense report? The report will be retumed to the submitter for optional correction and resubmission.

iml Cancel J
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ADMINISTRATOR WORKBENCH

The Administrator Workbench contains 8 launchers.

1) Accounting Classes — create/maintain accounting class types.

2) Employees — create/maintain a list of employees using the expense report system.
3) Exchange Rates — create/maintain exchange rates.

4) Employee Roles — create/maintain employee roles.

5) Employee Types— create/maintain employee types.

6) Expense Years — create/maintain expense years.

7) GL Accounts — create/maintain GL accounts.

Employee
Raolez

8) Payroll Dates — create/maintain payroll dates.

{:

Employes
Types

{:

Expense Years

{

GL Accounts

(

Payroll Dates
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ACCOUNTING CLASSES

The Accounting Classes launcher is used to maintain the accounting classes used in an organization.

App Builder Dashboard Accounting Classes 5]

Accounting Classes |

o+ 30+ PCORAEED ~

{= Description 1a

le« -l

1234 - Client Services
1235 - Development
1236-G&A

1237 - Markating

When adding a new accounting class, the app will prompt for:
e Accounting Class Description

e Active

New Accounting Class wEEG- B

Description | | |
Class ID 0

Active |_|

‘ Continue |l Cancel J

Accounting Classes are never deleted. Unused accounting classes should be set to inactive.

EMPLOYEES
The Employees launcher is used to maintain a list of employees within the organization.

App Builder Dashboard | Employees [ =

Employees ] > |

cenersl | v | ;37 = PCERCEEG ~

T2 mome 14 Email Manager Internal Type Role  Employee ID Full Time Manager

1 Adam Hyche  adam.hyche@hexagon.com  No Yes Corporate - PS Diractor 5 Yes Jimmy Page
David Newton  david.newton@hexagan.com  No Yes Corporate - PS Director 6 Yes Jimmy Page
Jimmy Page Yes Yes Corporate - Non-PS  President 2 ves Jimmy Page
John Bonham No ves Corporate - Nan-PS | VP 3 ves Jimmy Page
John Paul Jones No Yes Corporate - Hon-PS VP 4 ves Jimmy Page
Robert Plant No Yes Corporate - Hon-PS | VP 1 ves Jimmy Page

When adding a new employee, the app will prompt for:
e First Name — First name of employee
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e Last Name — Last name of employee

e Extender User ID — The internal Xalt user id of the employee that will use to login into the
expense report app

e Email - Employee email address

e Manager? — checkbox to identify whether they are a manager for other employees in the app
e Manager Name — dropdown list of managers

e Active — Are they active in the app

e Full Time — Are they a full-time employee

e Internal — Are they an internal or external employee

e Accounting Class — the accounting class they belong to

e Type — dropdown list of employee types

e Role —dropdown list of employee roles

e External Employee ID — optional field to represent an employee id for an external employee

Add Employee

First Name ||
Last Names

Extender User ID

Email

Manager? L

Manager | v 0

Active v

Full Time ¥

Internzl (v

Accounting Class | v |}'3'
Type | r -é}

Role ¥ ‘!_\'3'

External Employee ID | ¢

‘ Continue || Cancel |
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Employees are never deleted. If they are no longer working for the company, then their record should be
edited and they should be identified as inactive.

EXCHANGE RATES

The Exchange Rates launcher is used to maintain current exchange rates when converting between
different currencies. This launcher is also used to set the mileage rate allowance as determined by the
IRS.

App Builder Dashboard  Exchange Rates (3 =

] |

Exchange Rates

General | v | i3]+ PCERCEEG v

I Currency From 24 Currency To 1a Rate Value Active From 3a Active To 4a

le -1

MIL usD 0.5450000 1/1/2019 12/31/2019

usD usD 1.0000000 1/3/2019 1/3/2044

When adding a new exchange rate, the app will prompt for:
e Currency From — Currency symbol of the currency that the expense was incurred in. i.e. GBP
e Currency To — Currency symbol of the currency that the expense will be paid in. i.e. USD
e Active From — Stating date of the conversion rate period
e Active To — Ending date of the conversion rate period

¢ Rate Value - rate exchange value

New Rate ' EE& - H

Currency From ‘ |

Currency To

Active From - )= ufﬂ
Active To - ff - ué
Rate Value 0

| Continue |[ Cancel J

Exchange rates are never deleted. Starting and Ending dates are used to control their activity.
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EMPLOYEE ROLES

The Employee Roles launcher is used to maintain a list of the different employee roles within an
organization.

App Builder Dashboard Employee Roles Al
Employee Roles |

General (v | S - PCERCTEEG -

I

When adding a new employee role, the app will prompt for:

e Employee role — description of an employee role

Add Role (" EEG ~

Description | | |

| Continue Il Cancel |

Employee roles are never deleted.

EMPLOYEE TYPES

The Employee Types launcher is used to maintain a list of the different employee types within an
organization.

App Builder Dashboard  Employee Types (3 |

Employee Types ]~ |

ceneral | v [ S - PCEROIEES ~

{5 emp_type_desc 14

le-1

Contractar
Corparate - Non-PS
Corporate - PS

Intern

When adding a new employee type, the app will prompt for:

e Employee type description
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Add Type (P EED v

Employe Type | |

| Continue I-l Cancel |

Employee types are never deleted.

EXPENSE YEARS

The Expense Years launcher is used to determine which years an expense report can be created for.

App Builder Dashboard Expense Years [J

ol
=
Expense Years %]

Activevears | v | (S - PEERIEED -
T = vearaw
L1

When adding a new expense year, the app will prompt for:

e Expense year — add a new year to the list of years an expense report can be created for

Add Year ¥ 550 -

Year | 1] |

‘ Continue |l cancel J

Expense years are never deleted. Expense years are inactivated when they are no longer valid.

GL ACCOUNTS

The GL Accounts launcher is used to maintain the list of accounts to which an expense may be
categorized. i.e. Travel, Meals & Entertainment, etc.

GL Accounts

T i Account number 0
£

[Sonerst v |5 0 PCOBOEEG -
o

When adding a new GL account, the app will prompt for:
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Description
Account number
Group number

Ledger number

New GL Account " EE=6G -~ H

Description ‘ |

Account Number 0

Group Number 0

Ledger Mumber 0

I Continue |L cancel J

Contents

GL accounts are never deleted. Unused accounts are edited and set to inactive.

PAYROLL DATES

The Payroll Dates launcher is used to establish the payroll dates for an organization.

App Builder Dashboard Payroll Dates &

Payroll Dates

(L]

1/1/2019
1/15/2018
2/1/2018
2/15/2019
3/1/2019
3/15/2019
4/1/2019
4/15/2019

5/1/2019

[ Pay Date 14

When adding a new payroll date, the app will prompt for:

Payroll date
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Add Payroll Date =50 ~

I Continue Ii Cancel J

Payroll dates are never deleted. Payroll dates may be edited.

PROCESSING THE EXPENSE REPORT

Once an expense report has been approved by a manager it is then ready for processing by the payroll
team. They are 2 remaining steps within the expense report app to complete the expense report
workflow. These steps are performed in synchronization with the back-end payroll system.

1) Extract for Payment

2) Mark as Paid

There are many different payroll systems in use by companies. Each of them has their own various
mechanisms for importing and processing data. This app does not contain any specific payroll integration,
but it is entirely possible to integrate this app to those external payroll systems if you are familiar with
those data interfaces.

AUTHORIZING PAYROLL ADMINS

Each of the ‘Extract for Payment’ and ‘Mark as Paid’ steps require special authorization within Xalt to
perform. Anyone performing these tasks needs to be added to the ‘Expense Report Manager’ Security
Role group. To add a resource to this group, follow the steps below:

e Click on the ‘Home’ tab in the top left of the screen.

S
X | Xalt ﬁ
\—

e From this screen, click on the ‘Administrator Dashboard’ launcher.

Data Entry | Images
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Administrator
Dashboard

App Builder
Dashboard

e Double-click on the ‘Expense Report Manager’ line.

App Builder Dashboard Administration Dashboard (4

Administration Dashboard

Security Roles an |~ BIOEa&s -

f=l Name 1a Description

e+l

Administrator Security Administrator

dications for this company

Expense Report Manager | Expense Report Manager

External Person wha is not an employes of the company
Internal Person wha is an employee of the company
Notifcation Admin Notification Administrator

e Add the Xalt users who will be part of the team that complete expense reports.

Users

[=1 User ID 14

I+ ->|

ahyche
driewston

SmMunuswam

Additionally, Payroll Admins may be granted the capability to view, approve and reject expense reports
for any employees in the system. To enable this feature, each Xalt user needing this capability (typically
those in the Payroll Admin group, but it can be any Xalt user) will need their Xalt user id upgrading by
following the steps below:
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From the main App Builder Dashboard screen, double-click on the Xalt user in the User Profiles
section.

App Builder Dashboard &

App Builder Dashboard (=]
| Data Sources U ~1% PR Tpteel v | OSBRSS
‘T 1 Description 1 4 System v Primary User 1D FTP ‘System URL T Object Name 24| Class Secursty | Rich Details | Rich Queries | Mobie Details Mobile Queries | Attachments |+
£ oy e @o s fe 7 PR £ Onty Repot AN Tma Carts | daly_resen 3 e) Vs - v e e "
o e vcres | e | b 12 b miebmaagao o e oty a2 o prighivs s o o - » ]
w550 08 o wpcwros N | sbe PR Ouiy Rapert 2 Emioree ol oy 3 () Ve - vor ver e
Nothazans o wpmo  Ne btachener 032 cataveh.com dasbarwnames pscatnics_dey_duth Oy Rapert 2 Employee - Rasd Only | dedy_roser_amoloyee_2 noce) | vos ™ ' Yo ™
POF Gaearszer | 5OF oo Mo Oty Ragert V2 Foraman daty_rusen 2 (pona) | vea v e e "
Qualey Inspactien o wpeamwog Mo | dbeaalsanen/snea0i cmvet.com:datsbasanamesapocatiog_dev_data Oaly Rapare 2 Haurn daty_resen bor 2 ne) | - " ver N
Test N Daly Raport V2 Hours - Raad Oy | day,resert heuwrs 2 foena) | o . "o e ™
Timekaesng @0 mommos Mo dbusdsanen/sga20ri ek ciicasieseamenssocog. der_can Oty Rest vz payrl by _resert pot_woen 2 (none) W i ™ v "
Oy Rasere 2 hase Code daly_rasers 12 phases rova) | Mo - " e e
Oy Rasert v2 Resd Oy oty _reser 2 (rore) | ves ™ ver ves "
Losis - Empiores Ssacnm dnty_resers_emcioves (o) Mo - " ves "
Losios - Empioyee Specrum 2 iy _resers_smoioyee ™ . ™ ver e
Loz - o8 Spmtnim doly_reser_sobn toone) | Mo - "o vor o
Losi - Phase Code Spactrum daiy_resen_shase_csde rove) | o s N o e
Lookus - Brzac Enginwers doiy_ragert_sros_wogon | (ove) | Yen - o Yor e
Loskus - Preject Managers daty_resen_prspec_managens | (peea) | You [ ves - ™ |
| i LRt R Active 1 HCERooRSTs v
‘f ~ name 14 Label s . =] I b User 1D 14 Nome Password Expires Email Phone Organization Last Maintained On  Last Maintained By
& e v by O Erery 2 : e Stem admerrmor ==
At o eme ¥ 0 “ ahvehe Adam e sam e dheagon.com .
A bmeges Trages 2212018 12:40 9% aémin aamst ol Susport cmor
Dy Ragen Duily Rapert WisS ST part erman o com aanr
Daly Raview Revau/azoroe a20196.000M | kouwada e Vot f {
Emsloyea Timakessiog Trmaaasing YIS 726 kouvada Joania Saizczans [Ty —— | plorzans
Exvense Fasers Bsense fasers wws Tz | ahvhe Jamas wisea s lson@haxagen com 7o | camor
Expense Resenz - Admin Erzenze fegzes - 2 W2 dneazn i K m e heragen cem VRS s | dman
Expense Rapors - Mor Erzenze Reperts - Marager VA4 e [T, s punaistneon cam v as N | touad
Qualey Irtpecsen Admograton  Quity Ispection Adminstracen W09 doewton o Jesesn S e sneragn o Y019 64| prosesh
Qualey Inpectan Intoactor warkbench Quaity Inssecton Inspecter Werkbench WA SV drwon 5 PO T pe—"
Qualy Trapecsen Masta Oata Quatty Inspection Mastar e S0 drwton Stuphen ward P ———— 1A TSN | waard
Varcenance WA S0 dowton Tim Elosen [ —— G0 2TIM | i
[y Rarea 203 v SO pusiermans
Timekaasing Adme Tmakaszing Admin e ns M | kowvada
T O e - i T O s cisasm | s o=}
Time OF Requess - Emioyee Trme OF Raguests - Empicyes vezms TN lertang o

Now click on the New icon in the Properties section to bring up a new screen where the admin
function can be added.

Properties M e OsE e

ba Property 14 Vake

=

Enter the following information:
o ‘U_expense_admin’ in the Substitution Name line

o ‘1’ on the Value line.

User Profile Property ¥

User Prafile dniewton E

Substitution Name | U_sxpense_admin

value 11 ]
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The admin capability to view, approve and reject expense reports for any employee will now show

against the user profile.

Properties

[=1 Property 14 Value

|+ |

U_expense_admin

EXTRACT FOR PAYMENT

When an expense report has been approved by a manager, it is ready to be processed by the payroll
team. The next step is to extract the expense report for payment, which signifies that it is ready to be
entered into the back-end payroll accounting system.

Using the ‘Expense Reports’ launcher in the ‘Expense Reports — Manager Workbench, select the
expense report line to be extracted.

Xalt

Home DataEntry Images Time Off Requests - Admin | Time Off Requests - Employee | Time Off Requests

New Expense
Report

Expense.
Reports.

.\]
Approval
Requests

App Builder Dashboard | Expense Reports [

Expense Reports
= My Expense Reports = Created = Submitted = all
My Expense Reports

=1 Created Description User Manager

<=

3/20/2019  Another Test:2019/3 David Newton  Adam Hyche MAR 2019
3/20/2015 | Tesu201%/3 David Newton | Adzm Hyche | MAR | 2013

3/5/2019 | Hexagon Live 2018:2018/6 | David Newton | Adam Hyche | JUN | 2018

Month | Year |Total Amount | Status | QB Status | Submited

$34.00 Submitted 3/20/2019
£19.00| Approved 3/20/201% | 3/20/2015

$321.69| Approved 3/7/2019 | 3/7/2019
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Then select the ‘Extract for Payment’ option from the dropdown context menu.

g B PCEE
| Open
Edit
MNew Expense Report
Submit Report
Approve Report
Reject Report

e

Extract for Payment

Mars as Faid

Toggle Entered in QB

Set QB Extraction

View PDF

Refresh

Search

Calculate Column Statistics

Export

T

The system will prompt you to confirm this action. Click on ‘Continue’ to proceed.

Extract for Payment CCEED~

ArE you sure you want to extract this report for payment in this pay period?

| Continue I Cancel J

MARK AS PAID

Once the expense report has been processed in the back-end payroll accounting system and is ready to
make a payment to an employee, the expense report n the app can be marked as paid.

Using the ‘Expense Reports’ launcher in the ‘Expense Reports — Manager’ Workbench, select the
expense report line to be extracted.
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Xalt

Home DataEntry Images = Time Off Requests - Admin | Time Off Requests - Employee | Time Off Requests - Mgr | Time Off Requests - Setup | Expense Reports | Expense Reports - Admis

App Builder Dashboard Expense Reports [
Expense Reports
New Expense
Report £ My Expense Reports [ Created | [ Submitted = = All
— My Expense Reports
- T Crested Description User Manager |Month Year |Total Amount | Status QB Status Submited | Approved Rejected Extracted |Paid | ReportID 1y Attachments
Reports. Y 00t Ancther Test:2019/3 David Newton  Adsm Hyche MAR 2013 $34.00 Submitted 3/20/2019 8
i 3/20/201% | Testi201%/3 David Newton | Adam Hyche | MAR | 2013 519.00, Approved 3/20/2019 | 3/20/2019
J 3/5/2019 | Hexagan Live 2018:2018/6 | David Newton | Adam Hyche | JUN | 2018 $321.69| Approved 3f7/2018 | 372019 6
Approval
Requests

Then select the ‘Mark as Paid’ option from the dropdown context menu.

R OCEHHR~ |
Open

Edit

MNew Expense Report
Submit Report
Approve Report

Reject Report

Dglsts Report

Mark as Paid

oggle Entered in QB
Set QB Extraction
Wiew PDF

Refresh
Search

Calculate Column Statistics

Export

The system will prompt you to enter the pay period date when the employee will be reimbursed. Enter a

date and click on ‘Continue’ to proceed.

Mark as Paid

Are you Sure you want to extract this report for payment in this pay period?
Paid

| Continue I-l Cancel |

If Notifications have been set up, then the employee will receive a notification stating the amount and the

date when their expenses will be reimbursed.
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