'lht S d Leading healthcare
terminology, worldwide

IHTSDO Online Expense
System - zExpense

Date: 20150616
Version: 1.00
Status: Current

IHTSDO Online Expense System - zExpense Page 1 of 19
Status: Current 20150616



IHTSDO Staff Online Expense System - zExpense

Version 0.02

Amendment History

thtsdo

Version Date Editor Comments

0.01 20150520 YDA First draft for comments

0.02 20150527 YDA Revisions made based on JGK and KNI
comments

1.00 20150616 YDA Current version

Approvals
Version Date Approver Comments
1.00 20150616 KNI/RDA

© International Health Terminology Standards Development Organisation 2015. All rights

reserved.

IHTSDO Staff Online Expense System - zExpense
Status: Current

Page 2 of 19
20150616




IHTSDO Staff Online Expense System - zExpense
Version 0.02 lh.tS dO

Table of Contents

I L o o (1Tt [ o O P 4
This document outlines the instructions for the online IHTSDO expense system (zExpense).... 4

Please do not hesitate to contact Yohani Daruis (yda@ihtsdo.org) if you have any questions. . 4

2 T~ o T~ o ) o 4
3 Changing password and user information .........ooiiiiiiiiiiiiiiiiiiiii e 4
4 Setting language and tiMeEZONE ... ....u ittt ittt ettt ettt ettt ettt ettt eeeeeeeeeeeeeeeaaaaaans 5
5 Scanning and uploading @ FECEIPE vivviiiiiiiii i i it eeeeaas 7
5.1 Option 1: Upload receipts onto ZEXPENSE ......ueeriiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeennnnnannes 7
5.2 Option 2: Email receipts to receipts@zebon.dK......ccvveiiiiiiiiiiiiiiiiiiiieeeeeeieeiiinnanns 10
5.3 Option 3: Scan receipts using zExpense Mobile App.....ovviiiiiiiiiiiiiiiiiiieeeeieeiiiiaaes 11
6 Cash Withdraw/adVanCe ........ceeiiiiiiiiiiiitiieiiiiiiieeeeeeaneeeeeeeeeennnnnneeess 11
6.1 Entering @ Cash @adVanCe .....eennnniiii ettt ettt e et eeeeeaaannnneeaaaaeees 11
ALV (=T L 13
B ALLOWANCES .. uutttetttteitiiiiii ettt eeee e eeeeeeeeeeannnaeeeeeeeeesnnnnnneeesssssennnnnnneees 14
9 Creating and submitting an expense Claim .........uuiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeennns 16
IHTSDO Staff Online Expense System - zExpense Page 3 of 19

Status: Current 20150616



IHTSDO Staff Online Expense System - zExpense
Version 0.02

thtsdo

1 Introduction

This document outlines the instructions for the online IHTSDO expense system (zExpense).
Note:

1. Travel expense claims should be in accordance with IHTSDO Travel Policy.

2. Purchases should be in accordance with IHTSDO Procurement Policy.

3. IT related expenses require pre-approval by the Head of Applications and Architecture
(see guidance here).

Please do not hesitate to contact Yohani Daruis (yda@ihtsdo.org) if you have any questions.

2 Logging on

1. Go to https://zexpense.com
2. User name: email address eg. xyz@ihtsdo.org
3. Password: enter the password sent to you by the Office.

3 Changing password and user information
: D ———

zExpense IHTSDO | Yohani Daruls £ ~

Dashboard Expenses Settlements Others settlements Reports

Welcome to zExpense

Creditcard New settlements Have the
transactions To create a new settiement, please settlement

New creditcard transactions O1'00Se Expenses in the top bar on approved

. this page. Then choose the
are avallable under When you wish to have your

settlements approved,
choose Forward in the right
corner of your settiement.

=

1. Click on the pull down menu next to your name.
2. Select ‘Private Settings’.

transactions you want in your
settlement and the settlement is ready
to be created.

Expenses. Receipts from
the zExpense app are also
available here.
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Dashboard Expenses Settlements Others settlements Reports

Welcome to zExpense

Creditcard New settlements

transactions To create a new settlement, please
choose Expenses in the top bar on
this page. Then choose the
transactions you want in your
settiement and the settlement is ready
to be created.

New creditcard transactions
are available under
Expenses. Receipts from
the zExpense app are also
available here.

https://zexpense.com/settings

3. Make the desired changes and click ‘Save’.

Dashboard Expenses Settlements Others settiements Reports

Private settings

User info Locals Dimensions Cards Mileage Permissions Settings

Change your user info

IHTSDO YYohani Daruis £ ~

Exports

Private settings

Company settings

Administrator se

O Logout

Have the
settlement
approved

When you wish to have your

settlements approved,

choose Forward in the right

corner of your settlement.

First name Address Bank reg. no.
Yohani

Last name Address 2 Bank account no.
Daruis

Identification number Zip
2710733670

Email Ciy

yda@ihtsdo.org

State

Country

4 Setting language and timezone

IHTSDO  © Yohani Daruis £ ~

Password:

Current Password
New Password

Confirm New
Password

==

thtsdo

Upon logging onto zExpense, you should find English as the default language. However, if you
find the landing page is in Danish and would like to change it to English, you should do the

following:

1. Click on your name in the top right, choose “Private Instillinger”.

IHTSDO Staff Online Expense System - zExpense
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Dashboard Udgiftsposter Afregninger Andres afregninger Rapporter

Velkommen til zExpense

Kreditkort Nye afregninger
transaktioner NAr du skal oprette en ny afregning,
Nye kreditiort-transaktioner klik da p& Udgiftsposter i menuen i
er tilgzengelige pa toppen af siden. Herefter vaelges de

Udgiftsposter. Her il poster, du vil have pa din afregning,

eventuelle bilag opfanget af 9 EEE AN EEEETES:

ZExpense appen 0gsa vasre
tilgeengelige.

2. Then click “Lokale” or “Locals”.

Dashboard Udgiftsposter Afregninger Andres afregninger Rapporter
Private indstillinger
Brugeroplysninger Lokale Dimensioner Kort Kersel Rettigheder Indstillinger
Ret dine brugeroplysninger
Fornavn Adresse Bank reg. no.
Yohani
Efternavn Adresse 2 Bankkonto nr.
Daruis
CPR Post nr.
2710733670
Email By
yda@ihtsdo.org
Phone number Stat

Land

IHTSDO Staff Online Expense System - zExpense
Status: Current
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P

Yohani Daruis £ ~

IHTSDG

Sekretaer

Eksporter

Private indstillinger

Firma indstillinger

O Log ud

o

Fa
afregningen
godkendt

Nar du skal have godkendt
dine afregninger tryk da pa
Videresend i hejre hjerne af
din afregning.

IHTSDO " Yohani Daruis 2 ~

Kodeord:

Nuvaerende kodeord
Nyt kodeord

Bekraeft Nyt Kodeord

==
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3. Then click “Sprog” and select English, then “Gem” or “Save”.
4. To change the time zone, use the Timezone menu to select your location, then “Gem” or

“Save”.

iHTsD0  ["Yohani Daruis £~ |

Dashboard Udgiftsposter Afregninger Andres afregninger Rapporter

Private indstillinger

Brugeroplysninger Lokale Dimensioner Kort Korsel Rettigheder Indstillinger

Lokale indstillinger

Decimal-format

v Danish 3 , (comma)
Dato-format

(GMT+01:00)/Copenhagen dd-mm-yy (22-05-15)

Afstands-enhed

5 Scanning and uploading a receipt

Only use one of the three options below to upload a receipt onto zExpense.

5.1 Option 1: Upload receipts onto zExpense
Scan and save your receipts with the naming convention:
Initials_date(YYYYMMDD)_Description
Eg. YDA_20150417_0Office stationery

IHTSDO Staff Online Expense System - zExpense Page 7 of 19
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1. To upload a receipt, click on Expenses

Dashhoard Expenses Settlements Others settiements Reports
Create new settlement ~ Add to settlement ~

iHtspo  [ohaniDaris =

Expenses

0 Date Type Attachments Note Category Merchant  Currency amount Amount
22-03-15 = test 11229 Cloud Services - website 50,00 USD |4 X
23-03-15 -1 11229 Cloud Services - website 98,00USD (&4 X
16-04-15 ] 11234 Office IT - networking 200,00 USD (&£ X

¢

Mileage

Allowances

New allowance

Cash withdraw/advance

‘Add advance payment

2. Then click on ‘New Expense’.

IHTSDO  © Yohani Daruis £ ~

Settlements Others settiements Reports

Expenses

Create new settlement ~ Add to settlement ~

xpense

Aftachments Note Category Merchant  Currency amount Amount

22-03-15 test 11229 Cloud Services - website 50,00 USD |4 X
23-03-15 -1 11229 Cloud Services - website 98,00USD (4 X
16-04-15 ] 11234 Office IT - networking 200,00 USD (&£ X

Mileage

Allowances

New allowance

Cash withdraw/advance

‘Add advance payment

3. Fillin the details as shown on your receipt. Please use the value of currency charged.
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4. Select the Category for your receipt claim, e.g. ‘Travel expense - April conference’ for
April conference related expenses.

5. Use the ‘Note’ feature to describe the expense, e.g. ‘Train ticket from London to
Birmingham.’

ZExpens: IHTSDO ' Yohani Daruls £ ~

Dashboard Expenses Settlements Others settlements Reports

Add expense

Details

Date
17-04-15

Category
Currency Amount

Currency
usD

Exchange rate
100.00

Amoul

(o coe

6. When complete, click the ‘Save’ button.
7. Repeat steps 3 to 6 to enter each receipt claim.
8. Go back into the Pencil icon with that line to upload the receipt.

IHTSDO | Yohani Daruls £ ~

Expenses Settlements Others settlements Reports

Create new settlement ~ Add to settlement ~

Expenses

o=

() Date Type Attachments Note Category Merchant Currency amount  Amou

[ 22-03-15 ‘tj test 11229 Cloud Services - website 50,00 U @ L4
O 23-03-15 . i: 11229 Cloud Services - website 98,00 USR_ | # ac'
) 22-05-15 ‘j 5,00 USD gx Q‘i
() 22-05-15 “1 13_ 11220 Stationary 5,00 DKK 5,00 USD ﬁ)( Eq
O 22-05-15 ) 500DKK 500USD [ ¥ <&

Cash withdraw/advance

Add advance payment
() Date Type Note Category Merchant Currency amount Amount
o 19-05-15 0 ;‘ Flight ticket to Montevideo 25.600,00 DKK 3.896,32 USD g)(

9. To edit an entry, click on the Pencil icon. To delete an entry, click on the Red X icon.

IHTSDO Staff Online Expense System - zExpense Page 9 of 19
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5.2 Option 2: Email receipts to receipts@zebon.dk
1. Scan and save your receipts with the naming convention:
Initials_date(YYYYMMDD)_Description
Eg. YDA_20150417_0Office stationery
2. Email your scanned receipts, (one receipt per email) to receipts@zebon.dk Please ensure
that you use your IHTSDO email account, as your email is your user id.
3. zExpense will create a new expense line for each receipt received (refresh the screen).

IHTSDO | Yohani Daruls £ ~

Dashboard Expenses Settlements Others settlements. Reports

() Date Type Attachments Note Category Merchant Currency amount Amount
] 22-03-15 ‘fj/ test 11229 Cloud Services - website 50,08
) 238-03-15 -1 11229 Cloud Services - website 98,00 USD | X &
O 16-04-15 . ) 11234 Office IT - networking 200,00 USD (£ ¥ <
[ 23-04-15 ] 0,00 DKK \ 0,00 USD |4 3
o =

[ 23-04-15 0,00 DKK  0,006SD | 4

Cash withdraw/advance

‘Add advance payment

Mileage

4. Click on the edit button (Pencil icon) for that receipt line to key in the expense details.

1N

4
Dashboard Expenses Settiements Others settiements Reports

Edit expense

Details Attachments
Date - e .,....x
23-04-15

Category

IHTSDO Sta
Status: Current

Currency Amount

0.00 Upload attachment
Currency

KK : —
Exchange rate

100.00000

Online Expense System - zExpense Page 10 of 19
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Fill in the details as shown on your receipt. Please use the value of currency charged.

Select the Category for your receipt claim, e.g. ‘Travel expense - April conference’ for
April conference related expenses.
Use the ‘Note’ feature to describe the expense. e.g. Train ticket from London to

Birmingham.

When complete, click the ‘Save’ button.
Repeat steps 3 to 7 to enter each receipt claim.
10. To edit an entry, click on the Pencil icon. To delete an entry, click on the Red X icon.

5.3 Option 3: Scan receipts using zExpense Mobile App

This section is to be added.

6 Cash withdraw/advance

This feature is used when a cash advance has been made prior to actual purchase. Cash advances
require authorization from your Line Manager and CEO.

6.1 Entering a cash advance

1. Click ‘Add advance payment’

Date

22-03-15

23-03-15

16-04-15

23-04-15

23-04-15

Expenses
[ New experso |

Type Attachments Note Category

test

11229 Cloud Services - website
11229 Cloud Services - website

11234 Office IT - networking

Merchant Currency amount Amount
50,00 USD £ X <
98,00 USD £ X <
200,00 USD [ X <&
0,00DKK  0,00USD [# X

000DKK 0,00USD [# X

IHTSDO Staff Online Expense System - zExpense
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2. Enter details of advance payment, using value and currency as per the actual transfer.

3. When complete, click the ‘Save’ button.

1HTsDO  [*VohaniDaniis 2|

Dashboard Expenses Settlements Others settlements Reports

Add new advance payment

Details

Date
19-05-15

Note
Currency Amount

Currency
usbD

Exchange rate
100.00

Amount

(ooe | cres

4. To edit an entry, click on the Pencil icon. To delete an entry, click on the Red X icon.

IHTSDO | Yohani Daruis £ ~
Dashboard Expenses Settlements Others settlements Reports
16-04-15 11234 Office IT - networking 200,00 USD ﬁx Aﬁ“

o (e

0 23-04-15 0,00DKK  0,00USD [&

A8 B

O 23-04-15 0,00DKK  0,00USD [& X

e

Cash withdraw/advance

Add advance payment

() Date Type Note Category Merchant Currency amount

O 19-05-15 Ijl Flight ticket to Montevideo 25.600,00 DKK  3{896,32 USD Z)(

Mileage

Allowances

New allowance

IHTSDO Staff Online Expense System - zExpense Page 12 of 19
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7 Mileage

You may claim mileage, if you have used your private car for business purposes, e.g. external
meetings, trips to/from airport, etc. The 2015 rate per kilometer driven is DKK 3.73 as
stipulated by the Danish tax authorities.

1. To enter mileage for a particular trip, click on ‘New Mileage’.

IHTSDO | Yohani Daruis £ ~

Dashboard Expenses Settlements Others settlements Reports

[ 16-04-15 . ] 11234 Office IT - networking 200,00 USD |4 X =
0 23-04-15 . ] 0,00DKK  0,00USD |4 X
) 23-04-15 -

0,00DKK  0,00USD [&#

L

Cash withdraw/advance

‘Add advance payment
() Date Type Note Category Merchant Currency amount Amount
O 19-05-15 L:?/‘/ Flight ticket to Montevideo 25.600,00 DKK 3.896,32 USD Zx

Allowances

New allowance

2. Enter date travelled.
Enter from/to and distance in kilometers.

4. The ‘Note’ field should be used to state the reason for travel, e.g. for April conference
travel.

5. If you are claiming a return trip, check the ‘Make return route’ box.

w

| IHTSDO | Yohani Daruis £ ~

Dashboard Expenses Settlements Others settiements Reports

Add mileage
Date: 26-05-15

Firm Address Zip City Country
From: Gammeltorv Denmark
To: CPH Airport Denmark
Distance: 0 km
Reg No.: 000X

Note:

Compensation: S{andard

Make return
route:

IHTSI
Statu

13 of 19
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6. To edit an entry, click on the Pencil icon. To delete an entry, click on the Red X icon.

Dashboard Expenses Settlements Others settiements

Cash withdraw/advance

Add advance payment

Date Type Note
O 19-05-15 Lt?'i Flight ticket to Montevideo

Mileage

| Date Type From To Compensation

o 10515 2 Standard

11-05-15 2 Standard

Allowances

New allowance

8 Allowances

Reports

Category Merchant

Note

For April conference travel

For April conference travel

iHTspo  FVohaniDaris 27

Currency amount Amount

25.600,00 DKK 3.896,32 USD Z)(

Allowances (per diem) are awarded for trips lasting more than 24 hours. If a trip is less than 24

hours, then meals are claimable per receipt.

Note: Per diem rates are dependent on the destination. If the country you have travelled to is
not listed, please contact Yohani at yda@ihtsdo.org

Dashboard Expenses Settlements Others settlements

Cash withdraw/advance

‘Add advance payment

0 Date Type Note Category Merchant

) 19-05-15 .E/ Flight ticket to Montevideo

Mileage

) Date Type From To Compensation
) 110515 2 Standard

0 110515 Standard

Allowances

New allowance

1. To claim per diem for a trip, click ‘New allowance’.

2. Choose country of destination.

IHTSDO Staff Online Expense System - zExpense
Status: Current

Reports

Currency amount

‘Yohani Daruis £ ~

Amount

25.600,00 DKK 3.896,32 USD |4 3¢

Note
For April conference travel

For April conference travel

Distance
okm (£ X
okm [# X

Page 14 of 19
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3. Enter ‘City’ travelled to.
4. Enter ‘From’ date and time (when you left your home).
5. Enter ‘To’ date and time (when you arrived home).
6. Enter the number of breakfasts, lunches and dinners, which were provided during the

trip.
7. When complete, click the ‘Save’ button.

| IHTSDO | Yohani Daruls £ ~

Dashboard Expenses Settlements Others settlements Reports

Add allowance

Destination Duration Paid meals
Country From Breakfast
India s 06-04-15 06 :00 % 5
City To Lunch
Delhi 13-04-15 16 % : 00 § 0
Dinner
2

Undocumented nightly allowance
0

Con [ owes

8. To edit an entry, click on the Pencil icon. To delete an entry, click on the Red X icon.

IHTSDO  [Yohani Danuis £ ~

Dashboard Expenses Settlements Others settlements Reports

S

Date Type Note Category Merchant Currency amount Amount
19-05-15 Lt?'i Flight ticket to Montevideo 25.600,00 DKK 3.896,32 USD ZX

Mileage

Date Type From To Compensation Note Distance
11-05-15 2 Standard For April conference travel 21km (£ X
11-05-15 ? Standard For April conference travel 21 km \ﬁ’)(

Allowances

[Now towrcs |
From To Country City Days Hours Type
06-04-15 06:00 13-04-15 16:00 India Delhi 7 10:00 § X
05-05-1507:00 09-05-1520:00 France Paris 4 13:00 § £ x

IHTSDO Staff Online Expense System - zExpense Page 15 of 19
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9 Creating and submitting an expense claim

1. Click on

‘Expenses’

thtsdo

2. Tick the entries related to the expense claim. If there are no entries related to the
claim, then go to step 3.

Expenses Settlements

@ 160438 )

@ 23-04-1 )
4 ©

o BT [

Others settlements

Reports
11229 Cloud Services - website

11234 Office IT - networking

Cash withdraw/advance

‘Add advance payment
Date Type Note Category Merchant
19-05-15 L’i Flight ticket to Montevideo
Mileage
To Compensation Note
Standard For April conference travel
Standard For April conference travel

Allowances

(6 N N O¥)

’
Denmark’.
Dashboard Expenses Settlements
Expenses
v oo
Date Type Attachments
) 22-03-15 =
0 23-03-15 -1
0 16-04-15 . ]
o 17-04-15 . ]
& 17-04-15 ]
& 17-04-15 ]

Mileage

Click on ‘Create New Settlement’.
Staff residing in Denmark, select *Staff location in Denmark’.
Staff residing in Australia, Canada, Sweden, UK or US, select ‘Staff location outside

IHTSDO
98,00 USD | X <
200,00 USD (£ X <&
0,00USD (& X
0,00USD (£ X

0,00 DKK

0,00 DKK

Currency amount Amount

25.600,00 DKK 3.896,32 USD |4 X'

Distance
21km (£ X
21km (£ X

IHTSDO | Yohani Daruis £ ~
Others settlements Reports
Create new settlement ~ Add to settlement ~
Staff location in Denmark
Staff location outside Denmal
Note Category Merchant Currency amount Amount
test 11229 Cloud Services - 50,00 USD (&£ X
website
11229 Cloud Services - 98,00USD |4 X
website
11234 Office IT - 200,00 USD |4 X
networking
Stamps 11320 Mail 16,25 GBP 24,76 USD & X
Mobile phone 11340 Telephone/fax 52300DKK 79,60 USD |4 X
March 2015
Adobe for Mac 11350 Software licences 1.500,00 AUD 1.168,65 USD ‘g}(

IHTSDO Staff Online Expense System - zExpense
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6. If the claim is Project related, then select the appropriate ‘Work Item’ dimension code
(please confirm with your Line Manager and/or the Budget Holder which code should be
used for each claim). You will need to create a separate claim for each dimension used.

IHTSDO | Yohani Daruis £ ~

Dashboard Expenses Settlements Others settlements Reports

Work with settlement o Jipd

Settlement header
Info Dates Expenses - Own outlays ~ 1.273,01 $
ID: 1 Creation date: 17-04-15

Total cost 1.273,01$
User: Yohani Daruis
Dimensions
Employee 1025 — T wdthelrauine 1973018
number: Work v "
: i i 150102 - QMS Updating
Type: Staff location outsic z
L Denmane oS 150201 - WHO/IHTSDOJAG and JCG
150202 - WHO/IHTSDO - lidison with Family of Int'l Classifi

Status: = 150203 - JIC strategic liaison 3nd harmonization SDOs

150204 - GS1 collaborative wofking
150205 - 1SO review and consliltation on stds and liaison
150206 - HL7 harmonizatiofi activities

—a
150207 - Collaboratigns™ harmonization and clinical engage
ommer Relationship Management (EMEA)

150501 - Customer Relationship Management (AMERICAS)

150601 - Exec Lead Products and Services

Date Type Attachments Note 150701 - Updating and maintenance of published value sets
@ 150702 - Sites and laterality
17-04-15 = Stamps
. 5 150703 - Condition/situation implementation g x
17-04-15 = @8 Mobile phone March 2015~ 150704 - ICD-11 alignment work 7 x
— 150705 - Allergy list
17-04-15 = &8 Adobe for Mac 150706 - LOINC work (contractual agreement) 7 x

150707 - Microbiology reporting

e ———| S vy e —— 150708 - Clinical observations - ICF
150709 - Intervention, plans, orders and goals
150710 - Pharmaceutical content development
v

7. You will notice that the receipts you selected earlier are listed in this claim.
8. To add another expense line, click on ‘Add new expense’.

IHTSDO " Yohani Daruis £~
Dashboard Expenses Settlements Others settlements Reports
16-04-15 I:—fL . 11234 Office IT - networking 200,00 $ % X #J
0,00 DKK 0,00 $ g X
0,00 DKK 0,00 $ g X

Distance Amount

21.00 km 12608 (£ X
x
City Days Hours Type Amount
Delhi 7 10:00 § 542,408 (& X

Addallowance | Add existing allowaries |

ey

=  Yohani Daruis 20-05-15 09:59 There are no notes to this settiement at the moment

9. If there is an existing receipt that you would like to attach to this claim, click on ‘Add
existing expenses’.
10. To add another mileage line, click on ‘Add new mileage’.

IHTSDO Staff Online Expense System - zExpense Page 17 of 19
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11. If there is an existing mileage entry that you would like to attach to this claim, click on
‘Add existing mileage’.

12. To add another allowance line, click on ‘Add allowance’.

13. If there is an existing allowance entry that you would like to attach to this claim, click on
‘Add existing allowances’.

14. To add an existing expense/mileage/allowance to this settlement, tick the relevant
expense line and click ‘Add expenses’/’Add Mileage’/’Add Allowance’. Clicking on ‘Go
back’ will not save your changes.

15. To remove an expense line from this settlement, click on the Red X. Note that this action

will remove the line of expense from this settlement. It will be moved back to your front

page for future use or deletion.

IHTSDO  * Yohani Daruis £ ~
Dashboard Expenses Settlements Others settlements Reports
It
Type: Staff location outside em
Denmark
Status: [ Open |
=3
Expenses

Date Type Attachments Note Category Merchant Currency amount Amount

170415 2 g8 Stamps 11320 Mail 1625GBP 24765 (&

17-04-15 “j/ . Mobile phone March 2015 11340 Telephone/fax 523,00 DKK 79,60 $

17-04-15 L.;’/ - Adobe for Mac 11350 Software licences 1.500,00 AUD 1.168,65$ |

17-04-15 L:j/ 0 Plug 11221 Minor acquistions 5,00 $

[ o g | g s

Mileage

£
i
\

16. To view and/or save your report, click on the PDF icon.

1HTsD0  VohaniDariis 27|
Dashboard Expenses Settlements Others settiements Reports
. Forward
Work with settlement o
Settlement header ——

Info Dates Expenses - Own outlays 200,00 $
ID: 14 Creation date: 20-05-15

Mileage 12,60 $
User: Yohani Daruis
Employee 1025 Dimensions Allowances 542,40$
2 rl:’:‘k 150204 - GS1 collat | ~ Total cost 755,00 $
Type: Staff location outside

Denmark

To withdrawing 755,00 $
Status: =
=3

Expenses

Date Type Attachments Note Category Merchant Currency amount  Amount
16-04-15 2 g8 11234 Office IT - networking 200008 [# X <&
80415 2 g9 000DKK 0008 [# X
23-04-15 & 000DKK 0008 (& X

[ssronovmes | sy pmss

IHTSDO Staff Online Expense System - zExpense
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17. When your expense claim is compete and ready for submission, click the ‘Forward’

button.

Dashboard Expenses Settlements Others settiements

Reports

IHTSDO

Yohani Daruis £ ~

Work with settlement

Settlement header

Info Dates
ID: 1 Creation date: 17-04-15
User: Yohani Daruis
Employee 1025 Dimensions
number: Work
Item

Type: Staff location outside

Denmark
Status: =

Expenses - Own outlays 1.278,01 $
Total cost 1.278,01 $
To withdrawing 1.278,01$

[

Currency

18. To see an overview of all your expense claims, click on ‘Settlements’.

Dashboard Expens:s

Settlements Others settlements

Reports

IHTSDO

Yohani Daruis £ ~

Settlements

# Date Type

6 23-03-15 Staff location in Denmark

7 23-03-15  Staff location in Denmark

12 19-05-15 Staff location in Denmark

18 19-05-15 Staff location in Denmark

5 23-03-15 Staff location outside Denmark
8 17-04-15  Staff location outside Denmark
9 17-04-15 Staff location outside Denmark
10 17-04-15 Staff location outside Denmark
11 17-04-15 Staff location outside Denmark
14 20-05-15 Staff location outside Denmark

Amount

251,60 $
100,00 $
0,008
0,008
30,00 $
85,858
0,008
0,008
1.278,01 8

1.378,42 $

19. To view the report of your claim, click on the PDF icon.
20. To edit an expense claim, click on the Pencil icon.
21. To delete an expense claim, click on the Red X icon.

IHTSDO Staff Online Expense System - zExpense
Status: Current

Status Waiting for
[ Open] RHX
Debbie Jackson T )‘

Open]
Open]
Open]
Open]

Debbie Jackson \)\

R X
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