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1 Added ability to disable manual expense entry for Comd
Mastercard users.

1 Prevented ability for Comdata Mastercardaus to edit
imported transactions.

1 Added recycle deleted receipt images feature.
1 Required receipt image notes in Expense Track mobile

1 Upgraded entire functionality and interface of Expense T
Mobile App.

11/01/2018
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= = =4 =
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Welcome to Expense Track by Comdata

The Comdata Expense Track solution simplifies the process of generatingttsuhrand
approving expense reports. Designed specifically for use thdhComdata Corporate
Mastercard,Expense Track allows you to manage all your expense reporting online,
eliminating the need to keep records of paper receipts, simplifying reportmssion and
automating policy reinforcement. Furthermore, you can use Expense Track for reimbursable
expenses.

Note that Expense Track is not designed to produce payment amounts to Comdata, but
rather to automate the input of these expenses into your aqang systems or reimburse
amounts to employees. Use Expense Track as your one source for all expense management
purposes in your company.

Some key benefits of Expense Track include:
1 Alleviating the need to keep record of paper receipts

1 An Expense Trackahile app for uploading receipts, enterifige items, approving, and
coding expensefnly available for Expense Track Premium)

1 Auto-image matching of receipts to card transactions through use of a mobilécenbp
available for Expense Track Premium)

Faster reimbursement for reifursableexpenses
Improved policy enforcement with configurable rule validation
Configurable approval routing automation

Ability to access the application from any device with internet connection

=A = =4 =4 =4

Google maps integration fatetermining miles travelled and reimbursement due

Note: Expense Track is available in a Basic and Premium package. Some features may not be
available depending on the package you have purchased.
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Basics

Expense Track Process Flow

The Expense Tri@rocess follows two paths: reimbursable expenses and Comdata
Corporate credit card expenses. The degrbelow visualizes both paths.

1 Reimbursable ExpenseReimbursable expenses are any expenses incurred without a
Comdaa CorporateMastercardthat can ke reimbursed These transactions can be
captured bymanuallyentering expense reports and submitting them for approval
through automated routing. If approved and reconciled, the transaction will be exported
to be processed through yousccounting system.

1 Gomdata CorporateMastercard All transactions performed with Comdata Corporate
Mastercardautomatically import into Expense Track for processing. From here, you can
edit the report as needed and send it for approval and reconciliation. If approved and
reconciled, the expense returns to your company's accounting software system.

$rExpenseTrack
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Expense Track Process
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Understand Expense Tradkser Roles

It is important to understand that there are no specific user roles in Expense Track
as the system is heavily permissions based. Each fedtasen associated permission
that must be granted to you by your Administrator.

As a user of Expense Track, your Administrator should assign you to a user role and

a user group (if necessary). For example, if an Administrator needs an Accounts Payable
asociate to reconcile expenses, they would set them up as a user and graint

user profile permission to access only expense reconciliation features. Furthermore,

if an Administrator needs several Accounts Payable associates to review expense reports,
they can set up a user group with permissions to expense reconciliation features.

Then, they can assign each associate to that user group.

Typicallythere are threeuser roles in Expense Track: Administrator, Cardholaied,
Approver. However, these roles ahntheir responsibilities may be changed

based on your Administrator's discretion. See below for a list of possible tasks
that may be assigned to users:

Manageexpense reports

Approve expense reports

Access tools such as the Expense Dashboard, Itinerandsyileage Calculation
Substitute approvers

Split account coding

=2 =2 =4 A A 2

Add unprocessed credit card transactions to expense reports
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Technical and System Requirements

See the following system requirements to take full advantage of the Expensk Wednsite.

For optimal experience, please ude following browsers:

Browser Version Comments

Internet Explorer 11.0 most Make sure to install all recommerd Microsoft software
recent version| updates.

Mozilla Firefox Most recent | Comdata makes every effort to test amdpport the most
version recent versiorof MozillaFirefox.

Google Chrome Most recent | Google Chrome automatically applies updates. Comdata
version makes every effort to test ansupport the most recent

versionof Googé Chrome.

Expense Track is designed to be responsive with most screen resolutions. Expense
Track is thoroughly tested using a combination of browsers and multiple screen resolutions
in order to provide usrs the best possible experience. The following screen resolutions are

recommended:
Screen Resolutions in Pixels
1024 x 768 1366 x 768
1920 x 1080 1280 x 1024
1680 x 1050
1600 x 900

Note: A minimum screen resolution of 1024 x 768ésommended. Seren resolutionsmaller than
1024 x 768 might not properly displayrt@in Expense Track pages. Algrie, for allbrowsers, you
mustenable JavaScript and cookies.

Area Version
Adobe Flash Player 11.0, 12.0, 13.0, 14.1, ort&a
Adobe Reader 10,0, 11.0, or later
Microsoft Excel 2003, 2007, 2010, 2013, 2016
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Navigate Expense Track

This section will cover logging in and navigating the Expense Track home page. Use
this information to gain a basic familiarity with Expenseckra

You will receve your login credentials through an email from your Administrat@nce
received follow the steps below tsuccessfully log in and navigate the web portal.

1. Launch your web browser (Expense Track is most compatible with IntexpéirEr v11.0,
Chrome Mozilla Firefoxand mobile web browsejs

2. Enter the Expense Track Uikpensetrack.comin your browser's address bar and
then pressEnteron your ke/board.

3. Enter your login credentials (username and password) and thenlabighkn

®rExpenseTrack
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Forgot Password

If accessing the web site via mobile browser, the page will open to the full site login page.

(see image on next page)


https://prod.comdata.verian.com/ProdCD/cfms/security/login.cfm
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@& prod.comdata.verian.com (&

download on the

£ C
s App Store

@rExpenseTrack

2 COMDATA

Comdata

Copyright ® 2018 Basware, Inc. All rights reserved.

< 0 m O
Note: If you fail to log in after four attemig, the web portal will lock you out. However, you can
regain access through one tife followingmethods:
f Wait 15 minutes and you can make another attempt
1 Clear your browser's cache

{1 If you are using the Google Chrome web browser, use "Incognito Modatdd under
Chrome'sools drop-down menu

1 ClickForgot Passwordo request a temporary password. You will need to change the
temporary password upon logging in.
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The Expense Track home page contains quick accesytieatures, such as your expense
reports, open taks, and expense statuses

Note: Expense Track times out after 20 minutes of inactivity. You will receiveim@te warning
before the system completely logs you out.

3
PEpenseliack o ravels bxpense - 2 - e W = =  TESTUSER1~

< I,

Expense Report *

Expense Drafts Dec 2016 j © Create New Expense Draft

Tasks e Status 6

Approval Expense
n Expense Reports to Approve o Items in Expense Bin/Drafts

Section Description

Gontains dropdown menus to all of Expse Track's features. Soroptionsare

1. Main Menu . _ .
not available depending on your access permissions

2. Quick Access Carous| Provides quick acceds your draft expense reports

Displays your open items, such agesonciled expenses or items that require

4. Tasks
your approval.

Displaystie status of your opened expenses. For example, if you have expel
5. Status reports that require approval, "Expense Reports in Approval” displays with th
total number.
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The Expense Track main menu contains links to albof features in Expense Track.

A  Travel & Expense ~ -l:} - | = TEST USER 1 -
Menu Description
Home M Returns you to the Expense Track home page from any page in the web pj

TheTravel & Expensedrop-down containghree groups of links:

1 Manage/SearchExpense Dashboard, Expense Drafts, Search Exp#&hgst

CardsExpense Import Summary by User

Travel & Expenses )
1 Filters:Open Expenses, Old Expenses, All Expenses

1 Approval/ReconcilePending Approval, Approval History, Card Service
Reguest Approvals

Offers the ability to save quick links for your frequently used features. For
example, if you want quick access to the Expense Dashboard, type it in the

Speed Link® and clickAdd. A quick link will be created to the Expense Dashthtaat you
can access from any page in Expense Track.
Message:E Displays akbystem and usergenerated notifications.

Displaysonly if a Comdata Corporatielastercardis assigned to you. Clitky
My Cardses Cardsi2 @A Ss &2dzNJ OF N eélined frahdacfiddS & LIS
request a credit limit increase or replacement card.

User Name Drop Provides access to details on the version of Expense Track, your user prof
down Menu Help option, and the ability to set your in and out of office statu




PrExpenseTrack

Expense Track User Guide by b COMDATA

UserTasks

As an Expense Track User, you may have a raitge of tasks depending on the
permissions granted by your Administrator. These tasks can indubmittingexpense
reports, approvingexpense reportsand monioring or correcting dedult expense items
Follow this guide to understand how to use each feature available to users.

If you see a task or function that yalo not have access to, but requjreontact your
Administrator.

Click a task below to view more informatidéach task@ntains sub topics with more
details:

1 ManageExpense Reports

Approve Expense Reports

1
1 DelegateUsers
1 Submit CardserviceReguests
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ManageExpense Reports

All transactions you perforrwith your ComdataMastercardare imported into Expense
Track and collected into draft expense reports. Thesgorts are autecreaed basedon
your company's expense period (weekly, senonthly, monthly, etc.) and the number of
transactions you performed within that expense period.

When the transactions are imported, they are matched to your user profile based on your
user ID, cusimer ID, and expense item (transaction detail). The transaction matches to an
expense item based on its Merchant Category Code (MCC).

Your Administrator will determine the frequency of augenerated draft expense reports
and the naming convention of eacbport. For example, if the frequency is get monthly,
you will receive a draft expense report for all credit card transactmrthe previous month
and the report name will reflect that month (example, July 2018)derstanding the credit
card expensealraft frequency allowdor efficient expense tracking and approval.

This section includes instructions on managing your expense reports, such as reviewing
them for accuracy, correcting mismatché&@nsactions and attaching receipt images

Note: Only posed ComdataMastercardtransactions display in Expense Track. Transactions
generally appear 242 hours after the posting date except for Sundays.

Click a link below to learn more

Manage Transactions

Revew and SubmitComdataMastercardExpense Reports

Move Expensgto Another Report
Edit Account Codes

Split AccountCodes

OverrideDefault Account Codes

Attach Receipt Images to an Expense

Search Expenses

=A =/ =4 =4 =4 4 -4 -4 -4

CreateReimbursable noitComdataMastercardExpense Repast
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Manage Transactions

Expense Track offers the ability to manage your expense transactions (edit, code, delete,

etc.) via the Manage Transactions page. Manage Transactiongsajlou to search for and

edit expenses at the individual transaction level rather than by draft expense report.

CdNI KSNXY2NBs AF @&2dz FNB +y SELSyasS 58tS53143S8=
transactions from this page.

Use the various fields andtBrs on the Manage Transactions page to quickly find
transactions that require action before they can be submitted, such as transactions missing
receipt images or with incomplete accounts coding.

Note: Permissio207¢ Can View Manage Transactionsust beenabled for your user profile.

The Manage Transactions page offers the following abilities:

i View Transactions
I Edit Transactions
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The Manage Transtons page containa grid of all your transactions, regardless of their
status (green flag, red flag, etc.). Whatsmore, you can filter the grid to display transactions
by certain criteria, such as transactions requiring approval, missing coding, or gnissin
receipt images. Follow the steps below to learn more.

1. There are two paths to accessing the Manage Transactions page:

1 On the Expense Track main menalest Travel & Expense > Manage Transactions

Travel & Expense ~ JRe 3

Manage/Search Filters
| Expense Dashboard Open Expenses
i Expense Drafts Old Expenses
Manage Transactions All Expenses

Search Expenses
My Cards

Manage Card Service
Requests

Expense Import
summary by Batch

1 SelectAll Transactions > one of the Transaction filteptions.

Note: Selectingone of these options will filter the grid on the Manage Transactions page by
the option you select (example: transactions that require submission for approval).

1

[@ All Transactions | BEH Expense Report

All Transactions x

9 transactions require your
attention.

o transactions need to be
submitted for approval.

o transactions are missing
accounts coding information.

o transactions are missing
receipts.




PrExpenseTrack

Expense Track User Guide by b COMDATA

2. The Manage Transactions page opens with all your transactionsu lare a Delegate
dza SNE @2dzNJ 5SSt S3AFG2NARQ UGNl yalOGA2ya RAALIX @
Note: Accessing the Manage Transactions pageheTravel & Expensdrop-down orAll

Transactiongefaults data to the past 90 days. However, each tyoe apply filters or change
columns in the grid, they will remain each time you view this page.

Manage Transactions

* = Inactive User

. Transaction Image Draft/Report
Display Name Company Expense Item Post Date Merchant Total Status 8 P Flag Coded
Date Count 1D

Chase Smith Comdata Airfare 01/02/2019 01/02/2019 Airline 200.00 In Draft 1] 311838 L 4 Yes -
Todd Smith Comdata Car Rental 06/09/2018 06/09/2018 Ride Share 30.00 In Approval 1 234728 W Yes

will Hall Comdata Airfare 06/09/2018 06/09/2018 Airlines 600.00 In Approval 1 234728 ¥ Yes

Tina Jones Comdata Meals 06/05/2018 06/05/2018 Test 85.00 In Draft 1 234935 v Yes

Tina jenes Comdata Travel - Other 06/05/2018 06/05/2018 Test 200.00 In Draft 4] 234935 ¥ Yes

Will Hall Comdata Meals 55 05/20/2018 05/21/2018 BURGER SPOT 14.91 In Draft a 232214 A d No

Travel - Other

Beck Benning Comdata = 05/21/2018 05/21/2018 TOLL 40.00 In Draft Q 232155 A d No
James Fallon Comdata Meals BB 05/20/2018 05/21/2018 JUICE sPOT 11.52 In Draft a 232213 A d No

scott Comdata Meals 55 05/20/2018 05/21/2018 AIRPORT 18.10 In Draft a 232164 A d No
O'Donoghue

25 ¥ perpage 1-250f5000 « ¢« 1 2 3 4 5 6 7
Total transactions: 77699
Total amount: $ 12,721,099.88
Icon Description
Filters Filter the grid by specific criteria (post date, transaction date, employee ID, et

Customize Display| Add or remove colummin the grid. There are a total of 24 columns you can

customize to your preference.
Note: You can alsolick and drag columns around to reorganize the grid.

Save Current View Save your applied filters and columns for a customized view. You can sevéh

customized views. Enter a name for you view and then click the sav.(

Provides two optiongor exporting data to an Excel spreadsheet
More Actions - - :
1 Export Current ViewExport alrows in the current page view

1 Export all rows:Export allrows in the grid

Note: A maximum of 5000 rows cdre returned when exporting to Excel.

Expense Item Click a link in th&xpense Itentolumn to edit individual transactions.

Click a link in th®raft/Report IDcolumn to view a transacti6 (&#&pense report

Draft/Report ID S . . .
P Note: Link is clickable only if the transaction has been submitted for approy




PrExpenseTrack

Expense Track Usemisle by I COMDATA

The Manage Transactions page allows you to add savdransactions just as you can on

expense reports. This ability saves you timanf accessing draft expense reports to manage

your transactions. If you are a Delegate user, this features removes the need to access each

2F 22dzNJ 58t S302NBQ SELISYy&asS NBLE2ZNIa& (G2 YIFyl 3¢

1. Click a link in th&xpense Itentolumn

Manage Transactions

* = Inactive User

Display Name = Company Expense [tem '[I')r:t:sactlon Post Date Merchant Total Status :,:T:E: :TJraftheport Flag Coded
Chase Smith Comdata Airfare ‘ 01/02/2019 01/02/2019 Airline 200.00 In Draft ] 311838 L 4 Yes -
Todd Smith Comdata Car Rental 06/09/2018 06/09/2018 Ride Share 30.00 In Approval 1 234728 ¥ Yes
Will Hall Comdata ‘ 06/09/2018 06/09/2018 Airlines 600.00 In Approval 1 234728 14 Yes
Tina Jones Comdata 06/05/2018 06/05/2018 Test 85.00 In Draft 1 234935 ¥ Yes
Tina Jones Comdata Travel - Other ‘ 06/05/2018 06/05/2018 Test 200.00 In Draft 0 234935 L 4 Yes
will Hall Comdata Meals B 05/20/2018 05/21/2018 BURGER SPOT 14.91 In Draft ] 232214 v No
Beck Benning Comdata ;‘T”e‘ - Other 05/21/2018 | 05/21/2018  TOLL 40.00 In Draft 0 232155 v Mo
James Fallon Comdata Meals B9 05/20/2018 05/21/2018 JUICE SPOT 11.52 In Draft Q 232213 L 4 No
;Egtgnoghue Comdata Meals 5 05/20/2018 05/21/2018 AIRPORT 18.10 In Draft Q 232764 L 4 No
25 ¥ perpage 1-250f5000 « « 1 2 3 4 5 & 7

Total transactions: 77699
Total amount: $ 12,721,099.88

2. The Ed Transaction window opend.his windowmirrors the existing functionality on
the Add/Edit Expense lterpage within draft expense reports. Use the navigation arrows

( 12 ) to move between transactions without savingyachanges. If you need to save
changes, cliclsave & Nexbefore moving to the next transaction.

The Edit Transaction windogontains three tabsExpense Line InformatiorReceipts
and Mileage (if applicable).

Note: If any required fields are missing whgau save a transaction, an erroiiliypopulate on
those fields athe top of the window.

(continued on next page)
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See below for details on using each tab:

1 Expense Line InformatianThe Expense Line Information tab contains the main
transaction deails. Theeditablefieldsare dependent on the expense item and the
expense type configuration.

Edit Transaction

User : Beck BenningTitle : 05/20/2018-05/26/2018

Airfare »

Expense Line Information Receipts

v Line Information
Expense Item *

Airfare -
Date Vendor
05/19/2018 AGENT FEE
Quantity Amount
1.00 10.00 % Add Attachment

Payment Type *

Comdata -

Description *

v Account Code <
. 3

{ 2 Save & Next

Accounts Coding msvailable at the bottom of théab with standard coding

functionality available(cascading, defaulting, and split codingar more infomation

on accounts coding, séeeview and Submit Comdata Mastercard Expeni¢ese

transaction originates from a Comdata Mastercasdpplementalproduct data

displays below the Account Code secti@epending onk S (i NI y édrobahth 2 Yy Q &
category code (MC@Jdditional details may display, such as het&l airline-related

data

Note: Mass coding must be performed through tBelegationor the Edit Expense Item
page at this time.

(see imageon next page)
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User : Beck Benning Title : 05/20/2018-05/26/2018

Airfare »

Expense Line Information Receipts

~v Account Code -
Accounts Coding Type
Indirect Expense v
Company *

-—Please Select—— v

GL Account *

No results available v

Add Split

v Supplemental Data
~ Product Data

Product Code Description Quantity Product Price - Net Due Product Total Cost - Net Due

B32 AIRLINE FARE 1 10 10

+ Airline Data

Ticket
Passenger Issuance Origin Destination Carrier Passenger Flight
Ticket Number Name Date Airport Airport Code Class Number
89000000004536 STAMPS/JORDAN 10000

D

If enabled by your expense Administrator, you can save your accounts coding by MCC.
Enter the accounts coding details, then cl8ave as default for MC@n doing so, all

other transactionsith the same MCC will default to the saved account code values.
Use this option to save time in coding transactions.

w Account Code

Accounts Coding Type

|Job Coding (2.0) v
Company *

1 - OFFICE Inc v
Job *

1000. - HEALTH EDUCATION CAMPUS v
Phase *

10.00000. 00 - FIELD CLERK / SECRETARY v
CostType *

1 - Labor r

Add Split || Save as default for MCC

MCC : 5812 MCC Description : Eating Places, Restaurants
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1 ReceiptsThe Receipts tabtlisplays all receipts in queue upload#dough the
Expense Track mobile apmanually added that were recyad, or emailed to
Expense TracK he queue displays a thumbnail of the receipt image, the capture date,
vendor, amount, and any notes for each imagese this tab to attach one or multiple
receipt images to a transaction.

Edit Transaction

User : Beck Benning Title : 05/20/2018-05/26/2018
Travel - Other »

Expense Line Information Receipts

Only show Transaction Owner's receipts

Date Vendor Amount Notes

5 | 05/03/2018 - $192.50 - @ Attach

% Add Afttachment

. 2045 Water
- 05/11/2018 - $104.59 for field @ Attach
= office

< > Save & Next

There are two methods to attéca receipt image to a transaction:
o ClickAdd Attachmentto add a receipt image saved on your computer.
o ClickAttachto attach a receipt image from thgueue to the current transaction.

Once a receipt image is attached, you can use one of the followreg thptions:

(continued on next page)
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>\

Download: Saves the receipt image to your computer.

>\

Delete:Deletes the receipt image from the transaction.

>\

RecycleAdds the receipt image back to the receipts queue.

Note: If you are a Delegate usersetheOnly S2 g ¢ NI yal OG A 2 y tohgley S NI &
to display onlyeceipts uploaded by the transaction ownéroggle this button off to
display receipts uploaded by you and the transaction owner.

Edit Transaction

User : Beck BenningTitle : 05/20/2018-05/26/2018
Travel - Otherv

[ % Add Attachment

=
I[ Only show Transaction Owner's receipts I | SUNR[SE SPRINGS

water company

Expense Line Information Receipts

Date Vendor Amount Notes

05/03/2018 - $192.50 - @ Attach

05/11/2018 - $104.59 2045_ Water. @ Attach
. for field office

Attached by Kristen Wahl on
05/07/2018
Notes: 2018-05-07_104946.jpeg
(Receipt)

& Download | W Delete

3 Recycle

< 2 Save & Next

1 Mileage:Displays onlyor mileage transactiongJse this tab to ga reimbursements
for trips and to automate the mileage calculation process. You can use the following
functions on this page:

0 Add LocationAllows you to enteadditional segments (up to 10 addresses) to the trip.

o Calculate MilesCalculates the total rfesdriven for the addresses you entered.
ClickingCalculate Milesupdates the expense quantity with the total miles.

o Round Tripif round trip mileage is to be considered, toggle ®Reund Trip
button on. Then, cliciCalculate Miledo calculate the mileso and from the final
destination.

(continued on next page)
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Note: The miles may autgalculate without clicking th€alculate Miledutton if set up
by your Administrator.

Edit Transaction

User : Beck Benning Title : 05/20/2018-05/26/2018
% Add Attachment

Mileage +

Expense Line Information Receipts Mileage

Total Miles KD Add Location
A i, L1 e
Calculate Miles T ﬁ%}?ﬁﬁﬁ;m )

receirt

s
Address 1 [ 0.00 ] W S e T
m‘mﬂ'&gﬁm L
e =
B T
Address 2 €D e o,
[ERAE |
Fam vo b G 1
Round () Vo v M s e
Trip Rl S R F R
LT T T T
T - e

et e i 6 T e R e

i G v v e W —
- Tlp - e o Al G e
LT = iy e Ay

Attached by Kristen Wahl
03M12/2019
Notes: Receipt_2.jpg

& Download

1l Delete €} Recycle
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Reviewand SubmitComdataMastercardExpense Reports

When a draft expese report is autegenerated with your transactions, you will need to
review it for accuracy before submittirthe report to avoid errors.

1. There are three ways to access your expense
. Travel & Expense v JRe 3
reports:

1 On the Expense Track main menu, select

Manage/Search Filters
Travel & Expense > Expss Dashboard

Expense Dashboard Open Expenses

Expense Drafts 'b Old Expenses

Search Expenses All Expenses

My Cards

Expense Import
summary by User

91 dQick theQuick Access Carouseh the home page to open a list of all your draft
expense reports. Select a draft fmothe Expense Draftslrop-down and clickGo.

T

Expense Report ®

Expense Drafts Jane Smith - May 2018 T

1 dickltems inExpense Bin/Draftsinder the Status section on the honpage.

Status

Expense
é ltermns in Expense Bin/Drafts

n Expense Reports in Approval
n Expense Reports in Accounting
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2. The first option directs you tohie Expense Dashboawchichlists all ofyour auto-
generateddraft expense reports. Click the edion(£)tovA $¢ | tidalls2 NI Qa

Expense Drafts

|'I— 2 of 2 item(s)

| Cnly show drafts created for me

Receipts

Cnly show my receipts

Report Title Date Created by Created for Total Actions fd,g;?f' Terario pip x
23_132444 1585 _5%6 peg

May 2018 05/15/2018 JANE SMITH JANE SMITH $14.07 » x Uploaded via Maobile App sent on

3 07/23/2018 by Jane Smith

Mar 2018 03/20/2018 JANE SMITH JANE SMITH $22.89 » x

: } 2013-07- x
23_102312_1586_512 jpeg
Uploaded via Mobile App senton

All Expenses 07/23/2018 by Jane Smith .
Page 1 of 3 [MEXTS || 3%
1-5 of 11 item(s)
. - Tasks

Report Title Date Created by Created for Report# Status Total Actions

Accounting

Apr 2018 04/23/2018 JANESMITH JANE SMITH 62104 Fully Released $602.78 &
- 3 expense(s) waiting to be reconciled. Go!

Feb2018  03/01/2018 JANESMITH JANESMITH 41833  Fully Released $1,602.55 g @ Approval

Jan 2018 02/19/2018 JANESMITH JANE SMITH 38757  Fully Released  $304.22 g g 2 expense(s) require your approval. Go!
Oct 2017 10/30/2017 JANESMITH JANE SMITH 13631  Fully Released $46.49 o @ Reports

Sep 2017 10/30/2017 JANESMITH JANESMITH 13629  Fully Released 52713 g @ + YTD Summary of Expenses

s YTD Expenses by Status
s YTD Approved Expenses

* YTD Approved Expenses

Field Description

If you haveDelegate usersuse theCreated byand Created forcolumns to see who
created reimbursable draft expense reports for you. To display only your own
expense reports, select thenly show drafts created for méoggle button.

Only show drafts
created for me

ExpenseDrafts A list ofall your draft expense reports that have not been submitted for approval.

A complete list of all expense reports you have submitted for approval and/or
reconciliation. You cannot edit these reports, but you can review thimse reports
can be in one of four statuses:

All Expenses 1 In Approval:Expense report is waiting for approver to take action.

91 Declined:The approver declined the expense report.

1 In AccountingExpense report has been approved and is awaiting reconciliati
1 Fully Relased:Expense report has been approved and fully reconciled.




PrExpenseTrack

Expense Track Usemisle by I COMDATA

Field Description

The Receipts queue displays all receipt images thabatrattached to a transactian
If you are éDelegate useyour Delegator uses NI O Sdispldiy @ith gokirfown
Use theOnly show my receiptdutton to toggle the view to display only the receipt

Receipts . . : . .
P you uploaded. Your setting on tl@nly Show My Receiptisutton will remain applied
for every page where the Receipts queue displ®geAttach Receiptémagedo an
Expensdor more information.
Tasks If you have approval privileges, this section displays a list of all of your approval

that require action, such as approving a submiteegbense report.

If you are granted access, the Reports section displaysd lisports on your
Reports expense activity. These include YTD (year to date) Summary of Expenses, YTD
Expenses by Status, YTD Approved Expenses. Click a report to viewailgs det

Note:. F SR 2y @2 dzNJ ! RYA Y Acuimbybé &lowadito ceaty dpedsdzNI G A 2 y &
report drafts If so, aCreate Expense Repadoutton displays on the Expense Dashboard. If this

option is available to you, note that you can create expengmredrafts for only reimbursable,
out-of-pocket expenseand notComdata Mastercard expenses in any way.

Cnly show drafts created for me

Expense Drafts

1-5 of 23 itemn(s) I Create Expense Report | View all

Report Title Date Created by Created for Total Actions
May 2018 05/29/2018 Hannah Lawson Hannah Lawson $855.52 » x
Apr 2018 04/10/2018 Hannah Lawson Hannah Lawson $409.40 » x

Mar 2018 03/19/2018 Hannah Lawson Hannah Lawson $524.96 » x
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3. Each expense repodontains a header section with basic details on the report and an
expense item section that includes all of your tracisans. Edit the header if needed,
such as entering a report description or notes for the expense approver to review.

. Receipts
Edit Expense Report Clear Entries b
S

[hide -] D Only show my receipts
Expense Header 2018-07- x
23_132444 1585 596 jpeg
Report Title * May 2018 Charge to comdata Uploaded vis Mobile App sent on
ay 07/23/2018 by Jane Smith
o 2018-07- x
Report Description Comments 23_102312_1586_512 jpeg
Uploaded via Mobile App sent on
07/23/2018 by Jane Smith
# #
HomeDepot.jpg x
Approval Notes Expense Report Choose File | No file chosen Recycled Receipt sent on 07/20/2018
Attachment by Jene Smith
4 mage5596_21.jpg x
Recycled Receipt sent on 07/20/2013
by Jane Smith
Created By JANE SMITH On Behalf of JANE SMITH
mages596_2 pg x
Recycled Receipt sent on 07/20/2018
by Jane Smith
Expense |tems S » 7
Page 1 0of 1
List| Detail
|| |Status | Date v & |ltem » a Vendor » a|Type » Qty » «|Amount v «|Line Total | Actions
[Pre-Paid]
[N 4 05/11/2018 || Travel - Other v |FUEL9999  |Travel - Other 1.00 14.0700 S1407) P A
=
Move Expense(s)| Select Report ¥ Entered Expense Total: $14.07
Field Description
Report Title The name of the gpense report. This field will populater you.
Charge to The location where the g@enses are being charged.

Report Description| Enter a description to distinguish the report from other reports.

Comments Enter any necessary comments about the expense report.

Approval Notes Enter any notes the expense approver needs to review.

ExpenseReport Select an attachment that is related to the expense report. This can be scanned
Attachment receipts or other relatable documents.

Displays all receipt images uploaded through the Expense Track mobile app or
Receipts manually through the website.lick a receipt to view its image. SA#ach Receipt
Imagedo an Expesefor more information.
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4. The Expense Items tableolds each of your transactions as identified by the credit card
icon &). If the transaction is in red flag statu¥)( it cannot be submitted for approval
and means a correction is required. The reason for a red flag status can range from
incorrect account codes to missing receipt images, but it is dependent on your
I RY A Y A & cohihuiiafloNQ

CIithheediticon*:l') G2 OASs GKS GNI yal Ol A2 y Qa RSGI Af
Note: If the transaction includes a discountaunt, that amount will be added to the total
amount of the transaction. The sum of the total and discount are then usedaizh a receipt

Expense [tems

List| Detail

| |Status|Date v & |ltem » & Vendor + «|Type + & Qty * 4|Amount * «|Line Total | Actions
[Pre-Paid]
| 05/11/2018 || Travel - Other v ||FUEL999%  |Travel - Other 1.00 14.0700 s14.07| 2[5 B A
=

Meove Expense(s) | Select Report ¥ Entered Expense Total: $14.07

Field Description

1 Ared flag¥) means the expense item is incomplete and additional
information must be finished for it to save properly.

1 Ayellow flag¥) means there is an error in thexpense item's information.
Status For example, if you entered miles greater than the calculated miles or th
reimbursable amount is less than line cost, a yellow flag displays.

1 A green flag¥) means the expense item is complete and can be submittg
with the exgense report.

Date Indicates the transaction date.

ltem Usedto match the transaction to another expense item if needed.
Vendor The merchant where the expense occurred.

Type The associated expense type.

Quantity The quantity that was purchased, if ajgalble.

Amount The amount in dollars and cents that was purchased.
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Field

Description

Line Total (PrePaid)

The total for the expense line item.

Each icon allows you to edit the transaction

1 # Edit: Click to open the Add/Edit Expense Item page.

1 5 Move: Move the tansactiornto a different expense reporSeeMove

Expenssto Another Reporfor more information.

Items section in its default view as a table (List) or a detailed view (Details).

Actions 1 E Edit Account Codegllows you to edit theaccount codes on a
transactionand then apply those account codes to etliransactions See
Edit Account Codeer more information.
g & Split Account CodeSplit the account codesn a transactionSee the
Split Account Codesecton for more information.
. _ TheList/Detail buttons in the top right corner allows you to dis Expense
List/Detall g y pléag Exp

Tip:Based onyourRY A y A & ( NI (i #oNyau n@a be Ablledodabld a reimbursable
expense item to your expense report. If so, Bxpense Itendrop-down displays within the

Expense Items table. Use this drdpwn to select an expense item and manually enter the

details on a transaction. S&&reate Reimbursable ne@omdataMastercardtransactions for
more information.

Expense Items

Expense Item : | Select Expense Iltem Ml Add List| Detail
[ |Status|Date v « (Item v a Vendor » « |Type v & Qty r « /Amount v «|Line Total | Actions
[Pre-Paid]

(] L4 04/08/2018 || Meals & Entertainm ¥ ||AIRPORT Meals & 1.00 £.8000 568.89| 2 E’ A
Entertainment =

] 04/11/2018 || Travel - Other v [|AIRPORT PARK |Travel - Other =5 1.00 92.0000 59200 2 3B A

O 041172018 || Meals & Entertainm ¥ ||RESTAURANT  |Meals & 1.00 13.6100 $13.61| 2 E’ = A
#ERE K Entertainment B4

O L4 04/27/2018 || Airfare v ||AGENT FEE Airfare =4 1.00 10.0000 £10.00) » r_’ A

O L4 042772018 || Airfare v ||AIRFARE FEE Airfare =4 1.00 286.9000 $238.90| » r_’ = A

Move Expense(s) | Select Report

M Move

Entered Expense Total: 5409.40
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5. The Add/Edit Expense Item page displayslethils on the transaction. The fields on this
pageare dependent on thexpense type selected armbnfigurations made by your
Administrator. Required fieldare denoted with an asteriskComplete fields as
necessary and clicRavewhen finished.

Add/Edit Expense Item Clear Entries Receipts

Travel - Other Did you know you can e-mail pictures of your
receipts to Expense Track from your phone?
Date* 05/11/2018 Vendor Name#* FUEL 99399
Purpose* Payment Type* Comdata v
gl
Quantity 1.00 Amount 14.0700
Fraudulent ® MNo O Yes Additional
Charge? Information

Remember data
for
the next expense?

Product Data 4

Account Code

Company 1001 - Brentwood Y-

Division 7520 - Corp. Pymts ¥ | -

Department 1115 - Corp Pay Project Management v|-

GL Account 70309 - TRAVEL T

Attachments

Upload Attachment: % Click to add attachment.

Note: The Account Code sectigs required andlisplays fields for applying an account code
structure tothe transaction. Account codes allow you to allocate the costs of the transaction to
specific entities within your company. These fields will prepopulate for Comdataercard
transactions. Howevergview the account code structure to ensure it is apglicorrectly.If you

do not know the appropriate account code structui@ fa transaction, contact your

administrator.

In addition, your administrator may require you to attach a receipt image to the transaction
before it can be submitted for approval. &she Click to add attachmenbutton to do so. See
Attach Receipts to an Expense Itéon more information.

(see image on next page)
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Product Data +

Account Code

Company 1001 - Brentwood Al -

Division 7520 - Corp. Pymts ¥ -

Department 1115 - Corp Pay Project Management Y-

GL Account 70309 - TRAVEL v

Attachments

Upload Attachment: % Click to add attachment.

You can also view specific| |-G

details on the transaction

. Product — .. Product Price - Product Total Cost -
using the Product Data E— Description Quantity | bue e —
drop-down. The label of | age CIGARETTE/TOBACO 2.0000 $6.76 $13.32
the drop-down is B31 FUEL ADJUSTMENT 2.0000 $0.25 $0.50
dependent on the A94 MISC OTHER 1.0000  $1.25 $1.25
merchant category code | 999 e MNSCELLANEOYS 4 0000 $1.00 $1.00
(MCC) assigned to the
transaction. For example, Account Code
if the transaction takes
place at a hotel, el_HoteI e 1001 - Brentwood vl
Datadrop-down displays.

. . Division 7520 - Corp. Pymts ¥ | -
If the transaction is orp-Fyme
related to anairline, an Department 1115 - Corp Pay Project Management v
Airfare drop-down GL Account 70309 - TRAVEL v

displays.

Aftachments

Upload Attachment: | & Click to add attachment.
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6. Once you clicksaveon the Add/Edit Expense Item page, you are returned to the
Expense Report page. Ensure all expense items have a green flag status. If so, click
Submitto send it for approval.

Edit Expense Report ‘ p—— Receipts

tride] @D Only show my receipts

Expense Header 2018-07- x
23_132444_1586_556 jpeg
+ * Uplozded via Mobile App senton
Report Title May 2018 Charge to Comdata 0712312018 oy Jane Sith
L 2018-07- x
Report Description Comments 23 1023121586512 jpeg
Uplozded via Mobile App senton
07/23/2018 by Jane Smith
P P
HomeDepotjpg x
Approval Notes Expense Report Choose File | No file chosen Recycled Receipt sent on 07/20/2018
Attachment By lane smith
4 mages596_21.Jog x
Recycled Receipt sent on 07/20/2018
by Jane Smith
Created By Jane Smith On Behalf of JANE SMITH
mage5536_2 joz x
Recycled Receipt sent on 07/20/2018
by Jane Smith
Expense ltems Frrmehinarncmink inm » 7
Page 1 of 1
List| Detail
[] |Status|Date + 4 |Item * « Vendor +* 4« Type » 4 Qty » «|Amount * s Line Total | Actions
[Pre-Paid]
| 05/11/2018 || Travel - Other v ||[FUEL9999  |Travel- Other 1.00) 14.0700 $1407| 2 3 B A
1 Attachment(s) B4

Move Expense(s) | Select Report ¥ Entered Expense Total: $14.07

7. A summary pge displays wh details on the expense report, including the report
number, title, expense items, approvers, and approver rules. You will receive a
notification in your Expense Track Messages once your expense approver takes action
on the report.

Click tre Print Expense Repottutton to print the report for record keeping.

° Successfully created expense report #78184 for JANE SMITH
Print Expense Report

If you have any questions concerning your expense report, please contact Expenses@comdata.com

Feedback
Report # 78184
Report Title May 2018
Report Details # Description Qty. Cost Total S5tatus
1 Travel - Other 1 1407 14.07 pending
Report Approvers 1. JARED JONES
Approval Rules Request Condition - Comdata: Route to Manager

You may return to your Homepage. Don't forget to logout if you have finished using Comdata. Review your message center for
more details and additional feedback.
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You can also track the status of your submitted expense report on the Expense
Dashboard.

Only show drafts created for me .
! Recelpts

Expense Drafts
Only show my receipts

1-1 0f 1 item(s) 2018-07 X -
Report Title Date Created by Created for Total Actions ,‘,U N ;d",_, ' A eer aear
23132444 1588 996 peg
test 03/20/2018 JANE SMITH JANE SMITH $22.89 » x Uploaded via Mobile App sent on
07/23/2018 by Jane Smith
2018-07- x
All Expenses 23 102312_1586_512jpeg

Uploaded via Mabile App senton

07/23/2018 by Jane Smith -
1-5 of 12 item(s)
Page 1 of 3 [ MenTd || ¥¥

Report Title Date Created by Created for Report #  Status Total Actions
I'May 2018 08/10/2018  JANESMITH  JANESMITH 78184 In Approval $14.07 @ g I

Apr 2018 04/23/2018  JANESMITH  JANESMITH 62104 Fully Released $602.78 go gy

Feb 2018 03/01/2018  JANESMITH  JANESMITH 41833 Fully Released $1.60255 o gy

Jan 2018 02/19/2018  JANESMITH  JANESMITH 38757 Fully Released $304.22 o @

0ct 2017 10/30/2017  JANESMITH  JANE SMITH 13631 Fully Released $46.49 @ g

Reports
* ¥TD Summary of Expenses
* YTD Expenses by
« YTD Approved Expenses

by Status

ComdataMastercardtransactions may fato match to the correct expense item if an error
occurs in the mapping. In this situation, the transaction will match to a default expense item
determined by your company Administrator and will display a red flag st®uslg

addition, only theMove icon will be available in théctionscolumn. If this happens, you

will need to manually assign the transaction to the appropriate expense item.

For example, in the image below, the transaction entered the system and errored on
matching to the correct expemsitem. Based on a default setting applied by the
Administrator, the transaction matched telease SeleciThe user will need to select the
correct expense item from théem drop-down to correct this problem. As a best practice,
be sure to monitoimported transactions taensure all items are matched appropriately.

Expense Items

Expense ltem: | Select Expense ltem v | List| Detail
[ |Status|Date » « |[ltem » & Vendor + Type » «|Qty » 4+[Amount + «|Line Total | Actions
[Pre-Paid]
| 03/07/2018 |p|easese|ect v | OFFICE SUPPLY STORE = 10.00 100.6100 51.61|5,

Move Expense(s) | Select Report b Entered Expense Total: $8,113.49
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You can also review and correct ydbomdata Mastercartransactions on the Expense
Import Summary by User page. This page provatesss to all of your matched and
unmatched imported credit card transactions. You cannot view transactions for other users.

1. On the main menu, selediravel & Expense > Expense
Travel & Expense ~ [Ro
Import Summary by User

Manage/Search Filters
Expense Dashboard Open Expenses
Expense Drafts Old Expenses
Search Expenses All Expenses
My Cards

Expense Import
Summary by User ‘h

2. The Import Summary by User page opendwattable of all your transactions grouped
into batches. Each batch contains up to 24 hours of posted transactions. Click a link in
the Batch IDcolumn to view a batch's transaction details.

. T~ . .
Note: Use the filter button -) to narrow the results in the tabl UseMore Actionsto
export a row(s) or the entire table to an Excel spreadsheet.

Import Summary by User

List of Batches ~
-~ Batch Date of Batch # of Transactions # of 'I:ransactiuns # .of Transac.tiuns # of Transactions ~ # of '!'ransactiuns Batch Total
1D | Pending with Exceptions on Drafts/Reports = Archived Amount

[ | 24498 [ 05/08/2018 2 0 0 2 0 $857.32
0 | 24294 _0510712018 2 0 0 2 0 $356.32
L 44079 _05106!2018 3 0 3 0 0 $1390.00
7! 44075 705/05.’2018 3 0 0 3 0 $1390.00
O | 43868 705/04/2018 2 0 0 2 0 $2555.82
O | 43667 705!03.’2018 2 0 0 2 0 $182.80
O | 43469 _0510312018 1 0 0 1 0 51.90
0 | 43270 _05101,’2018 2 0 0 2 0 520.53
0 | 43079 _04130/2018 3 0 0 3 0 $290.84
L 42877 _04/’29,’2018 3 0 3 0 0 $98.80

I AN0TD 7nA11011f\4D > n n > n €ao on M

M4 4 Page1 |of24 wwW |20 ~ Showing 1 - 20 of 470 items

The total of all batches is $ 122,310.22.
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3. The Card Transaction Detail page opens with info on each transaction in the batch.
Transactions that enter unmatched will beBixceptionstatus and theException Type
column explains the reason for the exception. If the transaction Brocessedtatus,
edits can be applied only from the Edit Expense Report pagkect a row(s) using the
check boxes in the far left column and then select ere Actionsdrop-down to
perform one of the following actions:

1 Archive.Archives the transaction so it cannot be edited or submitted. Note that this
does not delete the transaction from Expense Track.

ReprocessSends the transaction for reprocessing to add to an expense report.
Edt Transactions Assigsthe transaction(s) to an existing user or expense item.
Export current view Expors all selected rows to an Excel spreadsheet.

=A =2 = =4

Export All RowsExpors all rows to an Excel spreadsheet.

Card Transaction Detail

List of Transactions 1 rows selected &
Transactio Employee Transacti Transactio Expense Exception
B ] Post Date ploy User CC Name Merchant P P Status
Date ID Amount Number Item Type
User_ID could -
¥ | 222065§03/15/2018 03/16/2018 CUSTID1 $8.07 000453288180 5-STARHOTEL, Meals nmo:p%eedin Exception
the system.
0| 2220654 03/15/2018 03/16/2018 | Wo020392 Fred Walton | CUSTID2 $60.09 000316139180 CARRENTAL | Car Rental Processed
d . RIDE SHARE
L 2220658 03/14/2018 03/16/2018 Wi20391 Casey Watson | CUSTID3 $6.42 000149106180 SERVICE Fuel Processed
U 2220654 03/15/2018 03/16/2018 Wh20330 SJE::IES CUSTID1 $9.85 000516705180 RESTAURANT | Meals Processed
| 2220658 03/15/2018 03/16/2018 We20389 \TVC:IE\!EHS CUSTID2 $52.86 000316273180 CAR RENTAL Car Rental Processed
U| 2220654 03/15/2018 03/16/2018 We20388 E‘;TE;:FS CUSTID3 $124.26 000048938180 5-STAR HOTEL| Hotel Processed
U 222065803/14/2018 03/16/2018 Wa20387 Damon Jones | CUSTID1 $28.60 000033433180 GAS STATION | Fuel Processed
LR PageoHS » W o|20 v Showing 201 - 220 of 348 items

The total of all transactions is § 1124.42.

4. For this example, weetected a transaobn thatwas nd mapped to a userThen, we
selectedEdit Transactionso fix the discrepancyl his opens the Edit Transaction window.
From here, enter the user ID. Be aware that you must enter an existing user ID and spell
the name correctly. You cannoteate a new user from this window. Cli8kibmitwhen
the error is fixed.

(continued on next page)
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Edit Transaction

Select a User Start typing a name
Select an Expense Meals
Iltem

Clear All

5. Return to the Card Transaction Detail page to see the credit card transaction tied to a
user. Notice that the user has been added but the transactigtilisin Exception status.
SelectReprocessrom the More Actionsdrop-down to send the item for processing onto
an expenseeport draft. If successful, the status will changeRmcessed

Note: To view detailed information on a traaction, either click the transaction ID in tHe

: | ®
column or select a check box and then click the eye |.).

Card Transaction Detail

Successfully edited 1 transaction(s).
List of Transactions ~

Transaction Employee Transaction Transaction Expense Exception

1D Post Date User CCName Merchant Status
Date ID Amount Number Item Type
A transaction
with this
- transaction
| 2220859 03/15/2018 03/16/2018 Tina Lockheart CUSTID1 $8.07 00045328818031 5-STARHOTEL Meals Exception
number already
exists in the
system.
O 2220658 03/15/2018 03/16/2018 W020392 Fred Walton CUSTID2 $60.09 00031613918031 CAR RENTAL Car Rental Processed
- RIDE SHARE
& 2220657 03/14/2018 03/16/2018 Wi20391 Casey Watson CUSTID3 $6.42 00014910618031 SERVICE Fuel Processed
O 2220656 03/15/2018 03/16/2018 Wh20390 Brooke Wheels | CUSTID1 $9.85 00051670518031 RESTAURANT Meals Processed
B 2220855 03/15/2018 03/16/2018 We20389 Noelle Wellons | CUSTID2 $52.86 00031627318031 CAR RENTAL Car Rental Processed
| 2220654 03/15/2018 03/16/2018 We20388 Patrick Childers | CUSTID3 $124.26 00004893818031 5-STARHOTEL Hotel Processed
O 2220653 0371472018 03/16/2018 Wa20387 Damon Wayans | CUSTID1 $28.60 00003343318031 GAS STATION Fuel Processed
Michaela R coo oo N (R = o - a h
M« Pagel11 [of 18 M 20 v Showing 201 - 220 of 348 items

The total of all transactions is $ 1124.42,



PrExpenseTrack

Expense Track User Guide by b COMDATA

Move Expenseso Another Report

If a transactionis on a report in error, yogan move it to another report

1. In the Expense Items tablelick theMove icon Fﬁ) on a transactioryou want to move.

Note: If you only have one expense report in the website, eve icon will not display.

Expense Items

Expense ltem : | Select Expense Item Ml Add List| Detail
] |Status|Date v & |Item v & Vendor » & Type v & Qty v «|Amount v «|Line Total | Actions
[Pre-Paid]
(]} v 05/15/2018 || Meals & Entertainment v ||EISTRO Meals & Entertainment B9 1.00 12.0100 S12.01| # E’ B A
(]} v 05/18/2018 || Travel - Other v ||AIRPORT PARKING |Travel - Other B9 1.00 45.0000 $46.00| »# E’||_F_, A
O L d 05/18/2018 || Meals & Entertainment v ||RESTAURANT Meals & Entertainment B9 1.00 31.0400 £31.04| 2 E’||_F_, A
O L d 05/17/2018 || Hotel v ||HOTEL SERVICE Hotel =4 1.00 333.0700 $333.07| # E’ B A

Move Expense(s}| Select Report v Entered Expense Total: $422.12

2. A window opens prompting you to select the expense report from a list of draft reports.
Select an expese report from theMove to Expense Repodrop-down.

#* Move Expense Line - Google Chrome l = | Bl 22 J
@ Secure | https:;//train.comdata.verian.com/TrainCD/cfms/ExpORs/MoveExpB... ‘
Maove to Expense Report: | Select One.. ¥

3. ClickMove.

Meove to Expense Report: | |ane Smith - Apr 2018 ¥

Move Close
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4. A success message displays informing you the transaction was moved.

The expense item was successfully moved.

Close

5. Tomove multiple items, select the check box next to each expense item you want to
move. Then, select an expensport from theMove Expense(sjirop-down. ClickMove
to move each selected expense item to the new report.

Expense Items

Expense ltem : | Select Expense Item v List| Detail
| |Status Date v & |Item + & Vendor » & |Type v « Qty v «|Amount * «|Line Total | Actions
[Pre-Paid]
IR 4 05/15/2018 || Meals & Entertainment v ||BISTRO Mesls & Entertainment 1.00 12.0100 $1201| 2 G B A
=
[ 4 05/16/2018 | Travel - Other v ||AIRPORT Travel - Other B5 1.00 46.0000 $46.00| 2 3 B A
PARKING
[ 4 05/16/2018 || Meals & Entertainment v ||[RESTAURANT  |Meals & Entertainment 1.00 31.0400 $31.04| 2 [ A
=
v ¥ 05/17/2018 || Hotel v |[HOTEL SERVICE |Hotel B9 1.00 333.0700 $333.07) 2 (3, 5 A

Move Expense(s) | Mar 2012 v Entered Expense Total: $422,12




PrExpenseTrack

Expense Track User Guide by b COMDATA

EditAccount Cods

The Edit Account Codes option allows you to apply account codes to one or multiple
transactions This option allevias the need to codé&ansactionsone-by-one if some or all
will have the same account code structure.

Note: You cannot edit a transactiathat already hasccount codesplits applied.

1. Locate a transactiarthen click theEdit Account Codegon @-“).

Expense [tems

Expense Item : | Select Expense Item Ml Add List| Detail
|| |Status |Date + + |Item + & Vendor » & Type * & Qty » «| Amount * 4| Line Total Actions
[Pre-Paid]
(] W 05/15/2018 | Meals & Entertainment v ||BISTRO Mealz & Entertainment 1.00 12.0100 £12.01 Y 4 r;’@ h
1 Attachment{s) =
()] A4 05/16/2018 | Travel - Other v ||AIRPORT PARKING |Travel - Other 5 1.00 46,0000 $46.00| r;’I@ A
o 05/16/2018 | Meals & Entertainment v ||RESTAURANT Meals & Entertainment 1.00 31.0400 $31.04| 2 IE|A
1 Attachment(s) B4
(] A4 05/17/2018 || Hotel v ||HOTEL Hotel 5 1.00 333.0700 $333.07| 2 GIE|A

Move Expense(s)| Select Report v Entered Expense Total: $422.12

2. TheEdit Account Code page opens; use the accounts coding aekthe top of the page
to modify the account coding value for the selectiednsaction

Edit Account Code

Transaction Date Posted Date Expense Merchant Quantity Unit Cost Total
01/31/2018 02/02/2018 Meals - Meals BURGERS 1 $6.08 $6.08
Purpose:

Product Data +

Accounts

Coding Type Equipment with GL ¥
Company 1-Comdata Construction |-
Equipment
Number 1805-Wheel Loader ¥ -
Cost Type 12-License |-
Account 541005-Indirect Travel ¥

Apply Selected Coding Segments to Selected Line Items on Expense Report @ No () Yes Save & Return
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Note: If set up by your Administrator, Rurposefield displays for you to enter a description for
the transaction. If you apply the account code to multiple expense items on the report, the
description entered here will be copied to each item.

You can add multiple descriptions to one expense itt® NJ SEI YL S AF &2dz Syid S|
and save the EdiAccount Code page, return to thige and enter another description. The

ySs y20S oAttt 060S IRRSR (G2 (G4KS LINB@GA2dza 2ySd C2N
This is useful if you save the expense item, but left out details on the Purpose distrip

Edit Account Code

Expense Report

Transaction Date Posted Date Expense Merchant Quantity Unit Cost Total
01/31/2018 02/02/2018 Meals - Meals BURGERS 1 %6.08 % 6.08
Purpose:
| Client Lunch

p

Product Data +

Also,product related details display in the form of a drdpwn. For example, in the image
below, aProduct Datadrop-down displays to show details related to a miscellaneous
transaction.

The naming of the droplown is dependent on the merchacttegory code (MCC) assigned to
the transaction. For example, if the transaction takes place at a hotdgtal Datadrop-down
displays. If the transaction is related to an airline,Adrfare drop-down will display.

Edit Account Code

Expense Report

Transaction Date Posted Date Expense Merchant Quantity Unit Cost Total
01/31/2018 02/02/2018 Meals - Meals BURGERS 1 $ 6.08 % 6.08
Purpose:

Client Lunch

&

Product Data =
Product Code | Description Quantity = Product Price - Net Due | Product Total Cost - Net Due
999 OTHER MISCELLANEQUS TRANS | 1.0000 $6.08 $6.08
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3. On theApply Selected Coding Segmerib selected Line Items on Expense Repetd,
select theYesradio button.

Accounts
Coding Type Equipment withGL ¥
[l Company 1-Comdata Construction ¥ | -
Equipment
) Number 1805-Wheel Loader | -
| Cost Type 12-License v -
] Account 541005-Indirect Travel v

Apply Selected Coding Segments to Selected Line Items on Expense Report () No @ VYes Save & Return

4. This opens the account code fields and thensactions at the bottom of the padger
selection. Select your account code structure and then selectrdmesactionsto apply
the structure. You caapply the entire account code to each transacti@am specific
valuesof the account codeFor example, in the image b&pthe Cost Type and Account
values will apply to theelectedtransactions ClickSave & Returnwhen finished.

Accounts
Coding Type EquipmentwithGL ¥
Y
Company 1-Comdata Construction ¥ | -
Equipment
Number 1805-Wheel Loader v | -
¥ Cost Type 12-License v|-
¥ Account 541005-Indirect Travel v
Apply Selected Coding Segments to Selected Line Items on Expense Report No @ Yes Save & Return 1 Cancel

Expense Line Items 1-48 of 48 items processed

Transaction Posting

Item Name Account Code Vendor Name Line Total
Date Date

Selectm

1~53250.0101(
50.0000%),
1/31/201 /02/201 I .
01/31/2018 02/02/2018 Meals 1~85000.0201( BURGERS 6.08

50.0000%)

1-1805-12-
541005(
%,
v 01/31/2018 02/01/2018 Business Services ?06.2280&)' GIFT CARD 40.00
5502715(
50.0000%)

1-1805-12-

541005(

v 01/31/2018 02/01/2018 Business Services 50.000G%), SUPPLY 10.86
1-6350-12-
5502715(

o 50.0000%)
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5. You will be returned to the Edit Expense Report page and your account codes will apply
to the expense items selected. If a note was added inRbeposefield, it will display in
the Expense Descriptioline within the Detail view of th&xpense Itemgable.

Note: To remove or change the value in tReirposefield, open the EdiExpense Item page and
SRAG GKS daddrigfiant OG0 A2y Qa

Expense Items

Expense ltem : | Select Expense Item M Add List| Detail

[ |Status |Date » « |Item + & Vendor = & Type » & Qty v 4| Amount v «| Line Total | Actions
[Pre-Paid]
O |¥ 01/31/2018 || Meals v ||BURGERS Meals = 1.00 6.0800 $6.08| 2 (3 B A
Details
Item Description: Meals
Expense Description: Client Lunch I
Date from: 01/31/2018
Account Code: 1-1805-12-541005 I
Restaurant: BURGERS
Additional Information
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Split Account Codes

The Split Account Codes option allows you to split accounts cod@sneor multiple
transactions Use this option if théransactiontotal can be applied to different accounts
within your company, such as a different division or department.

1. Locate a transactiarthen clickSplit Account Codé“).

Expense Items

Expense Item : | Select Expense Item Ml Add List| Detail
Status |[Date v & |Item v & Vendor v & Type v & Qty v «| Amount v «| Line Total | Actions
[Pre-Paid]
w 05/15/2018 | Meals & Entertainment v ||BISTRO Meals & Entertainment 1.00 12.0100 $12.01( 2 EOE!K
1 Attachment(s) =
v 05/16/2018 | Travel - Other v || AIRPORT PARKING |Travel - Other =2 1.00 46,0000 $46.00 2 3, FHA
w 05/16/2018 || Meals & Entertainment ¥ ||RESTAURANT Meals & Entertainment 1.00 31.0400 £31.04 Y4 E’ 3 ’b
1 Attachment(s) =
v 05/17/2018 |[Hatel v ||HOTEL Hotel = 1.00 333.0700 $333.07| 7 3 F|A

Move Expense(s) | Select Report v Entered Expense Total: $422.12

2. The Split Account Code pagpens; use the account coding fielatsthe top of the page
to modify the accounts coding values for the selected expense item.

Split Account Code

Expense Report

Transaction Date Posted Date Expense Merchant Quantity Unit Cost Total
01/31/2018 02/02/2018 Meals - Meals BURGER 1 $ 6.08 $6.08
Purpose:

Product Data +

Coding Note:

A::n?unts Equipment with GL ¥

Coding Type
Company 1-Comdata Construction ¥
Equipment
Number 10.1250-D8 Dozer v -
Cost Type 10-Equipment Rental ~ -
Account 541005-Indirect Travel ¥

T T
split Percent | Split Amount Action

Add Split
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Note: If set up by your Administrator, Rurposefield displays for you to enter a description for
the transaction. If yowapply the account code to multiple expense items on the report, the
description entered here will be copied to each item.

You can add multiple descriptions to one expense itt® NJ SEI YL S AF &2dz Syid S|
and save the EdiAccount Code pageeturn to thispage and enter another description. The

ySs y20S oAttt 060S IRRSR (G2 (G4KS LINB@GA2dza 2ySd C2N
This is useful if you save the expense item, but left out details on the Purpose description.

Use theCodingNote field to apply a note for each split on the expense item. If the split is added
to multiple expense items, the coding notes will apply to each of those items as well. Both the
Purposefield andCoding Notefields will be visible to the expense Appro(®.

Split Account Code

Transaction Date Posted Date Expense Merchant Quantity Unit Cost Total

01/31/2018 02/02/2018 Meals - Meals BURGERS 1 $6.08 $6.08

Purpose:

Client lunch

Product Data #
———ee

Coding Note:  Lunch expense

Also,if the expense item is Blastercardtransaction, product related details display in the form
of a dropdown. For example, in the image belowPeoduct Datadrop-down displays to show
details related to a miscellaneous transaction.

The nammg of the dropdown is dependent on the merchant category code (MCC) assigned to
the transaction. For example, if the transaction takes place at a hotdgtal Datadrop-down
displays. If the transaction is related to an airline,Adrfare drop-down wil display.

Split Account Code

Expense Report

Transaction Date Posted Date Expense Merchant Quantity Unit Cost Total

01/31/2018 02/02/2018 Meals - Meals BURGERS 1 $6.08 $6.08

Purpose:

Product Data =

Product Code Description Quantity Product Price - Net Due Product Total Cost - Net Due

999 OTHER MISCELLANEOQUS TRANS 1.0000 $6.08 $6.08

Coding Note:



PrExpenseTrack

by b COMDATA

Expense Track User Guide

3. Add the split using either th8plit Percentor Split Amountfield. Enter a split value
between 0 and 1 in th&plit Percenfiield (for example, .5 for 50%). Enter the split value
in dollars and cents or a whole number in tBplit Amountfield. Continue adding splits
until the sum of all splits equal the total amount of th@ansaction

4. ClickAdd Splitwhen finished.To make changes t@split, clickEdit. Toremowe a split,
clickDelete.

Note: You can split account codes to a negative @ager amount than the total of the expense
item. This ability supports taseporting purposes as there are times when an expense report
should be ovedallocated to one tax account in order to be credited to another tax account. It is
also useful for codingegative amounts for a return or refund.

Split added. Specify the next entry.
Split Account Code

Transaction Date Posted Date Expense Merchant Quantity Unit Cost = Total

04/29/2018 05/01/2018 Travel - Other - Other Travel Expenses CARTOLLS 1 $15.55 $15.55

Purpose:

Product Data 4+

Coding Note:
A“?ums Equipment with GL ¥
Coding Type
Company 1-Comdata Construction ¥ -
Equipment
Number 10.1250-D8 Dozer Y-
Cost Type 10-Equipment Rental 7| -
Account 541005-Indirect Travel ¥
split Percent | Split Amount Action
5 Add Split
Account Code split Percent Split Amount Coding Note Action
1-10.1250-10-541005 0.5000 ( 50.0000 %) $7.7750 | Plane ticket
1-10.1250-10-541100 0.5000 ( 50.0000 %) $7.7750  Luggage
Total 1.0000 ( 100.0000 %) $ 15.5500

Apply split Coding Data to Selected Items on Expense Report @ No ) Yes Save & Return | Cancel
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5. On theApply Split Coding to Selected Items on Expense Refield, select theYesradio
button. This opens thé&ransactionsbelow for selection, which allows you t@ply the
splits to other transactionsForexample, in the image below, the splitsibapply to the
Meals expense. Since this transactisrsplit down the middle (50/50), the Meals
expense will be split down the middle as well.

6. ClickSave & Returrwhen finished

Account Code Split Percent Split Amount Coding Note Action
1~53250.0101 0.5000 ( 50.0000 %) $3.0400 @ Client Lunch
1-85000.0201 0.5000 ( 50.0000 %) $3.0400 | Client Lunch
Total 1.0000 ( 100.0000 %) $6.0800

Apply split Coding Data to Selected Items on Expense Report No @ Yes Save & Return

Expense Line Items 1-48 of 48 items processed

Selectm Transaction Posting Date Item Name Account Code  Vendor Name Line Total

Date
1-1805-12-

541005(

%) 01/31/2018 02/01/2018 Meals ?Oégggofz)' AIRPORT RESTAURANT | 40.00

5502715(
50.0000%)

7. Return to the Expense Itemalile and change the view to Detail. You can see the note
added in thePurposefield appears in thé&xpense Descriptiohne. Split account code
values appear in thAccount Coddine separated by comma. Any values entered in the
Coding Notdfieldwilldisg @ Ay GKS ! LIINRPGSNRa @ASg 2F (KS
Note: To remove or change the value in tReirposefield, open the Edit Expense Item page and
SRAG GKS SELISyasS AiGSYQa RSaAaONALIIAZY D

Expense Items

Expense Item : | Select Expense Item v List| Detail

| |Status |Date v « |Item v & Vendor v Type v » Qty * «|Amount v «|Line Total | Actions
[Pre-Paid]

[ 01/31/2018 || Meals v ||BURGERS Meals = 1.00 60800/ $6.08) 2 A

Details

Item Description: Meals

Expense Description: Client Lunch . Lunch Expense I

Date from: 01/31/2018

Account Code: '1~53250.0101""1 ~85000.0201'|

Restaurant: BURGERS

Additional Information
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Your company Administrator determines thefault account codes. This means each

time you go to apply an account coding structure to an expense item (either in the website

or mobile app), the account coding fields may contain default values. With the

appropriate permission, you can override thessues and set your own defaults as

necessary. Use this feature to control your account coding defaults. To access this

feature, contact your company Administrator.

1. On the Expense Track home page, click ymer name dropdown

> Profile

2. In the Accounts Coding
Defaultsfor Expense Reports
section, modify the fields as
necessaryThe values you
select will display each time
you apply account codds a
transaction ClickSaveDefaults
to save your change<€lear
Defaultsresets your selections
to the system'slefaults.

Note: A red note stating "The
segment x cannot be defaulted”
displays if you do nobave

permission to default account
codes.

zo TestUser 1 ~

O Info

© Help

[* Status: IN

O Logout

Accounts Coding Defaults For Expense Reports

Accounts Coding Type

Default v

The segment 'Company’ cannot be defaulted.

Company

1001 - Brentwood v
The segment 'Division’ cannot be defaulted.
Division

7500 - Allocated v
The segment 'Department’ cannot be defaulted.
Department

1000 - Special Projects v

The segment 'GL Account’ cannot be defaulted.

GL Account

11132.10 - A/R - Employee Personal E 7

Save Defaults Clear Defaults

Comdata Card?

Comdata Card?

Yes @ No

Save Profile Clear Entries



PrExpenseTrack

Expense Track Usemisle by I COMDATA

Attach Receipt Image® an Expense

YourcompanyAdministratormay set arequirementfor receipt ima@ attachments at either
the expense item levekxpen® header level, or both. If this requirement is set, the
expense report cannot be submitted until you attach the necessary receipts. Note that you
can submit norreceipt expenses, but this is dependentt the settings applied by your
Administrator.

Receipts images can be upload via your computemough emailor the Expense Track
mobile app. Follow the stedselow to learn more
Note: If you misplace a receipt, use the Missing&ipt Form as a rept&ment for the receipt

image. Fill out the form (electronitig), save it, and attach it tan expense item as you would a
receipt imagelLearn how toaccess the fornmere.

1. ¢2 YlydzZZtfte FRR I NBOSALW AYIF3IS G2 + GNIrvyal
Expense Item page and clittie Click to Add Attachmenbutton.
Add/Edit Expense Iltem Clear Entries
Travel - Other
Date* 05/16/2018 Vendor Name* AIRPORT PARKING
Purpose* Payment Type* | Comdata v
A
Quantity 1.00 Amount 46,0000
Fraudulent Charge? ® No (O Yes Additional Information

Remember data for
the next expense?

Product Data +

Account Code

Company 1001 - Brentwood ¥ -

Division 7500 - Allocated vi-

Department 1000 - Special Projects Y-

GL Account 11132.10 - A/R - Employee Personal Expense v

Attachments

Upload Attachment: % Click to add attachment.

Save Clear Entries Cancel
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2. Inthe Attach a Filavindow, clickChoose File
Note: If you want to add additional information to the regtifor approvers to see, enter it in
the Notesfield.

Attach a file

Notes

Attach a file Choose File | No file chosen

3. Browse your computer and find the receipt image to upload. Then, Clpn

F UPEI‘I iI
I;_;J I.;_:) | =| = My Documents + My Pictures - m I Search My Pictures m
Organize =  Mew folder = - 0 @

i Favorites
B Decktop
3 Downloads
=l Recent Places

@) Creative Cloud Files Ride_Share_Recei

pt

= Libraries
@ Documents
J‘! Music

[=| Pictures

E Yideos

File name: || v| |AnFiles |

Open - Cancel |




PrExpenseTrack

Expense Track Usemisle by I COMDATA

4. When you are returned to théttach a Filevindow, clickAttach.

Attach a file

Motes

Attach a file Choose File | Ride_Share_Receipt.jpg

5. The attachment will display on the Add/Edit Exgeritem page. ClicBaveto confirm

the attachment. Click th®eleteicon l\ﬁﬁ) to remove the attachment. Clickdd an
Attachment to this Expenséo add another attachment.

Attachments

Upload Attachment: % Click to add attachment.
Ride Share Receipt.jpg (Notes: Ride Share_Receipt.jpg) @
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The Receipts queue contaimall receipt images that were upload to Expense Track (via mobile
app, email, deleted from an expense item, etc.) but were not attached to saction. Use the
Receipts queue to store receipt imagasyou ca attach them to transactions later

The Recipts queue displays on the Expense Dashboard, Expense Report, and Add/Edit Expense
Item page. However, you can only add receipt images from the queue via the Add/Edit Expense
Item page.

Note: If you are aDelegate usery2 dzNJ 5 St SAF G2 NJ dzZASNEQ NBOSA L& oAff
along with your own. Use th®nly show my receiptsoggle button to display only the receipts you

uploaded. Your setting on th@nly Show My Receiptisutton will remain applied for every page

where the Receipts queue displays.

Only show drafts created for me [tineraries

Expense Drafts

< april trip
1-5 of 23 item(s) Create Expense Report
Report Title Date Created by Created for Total Actions
May 2018 05/29/2018 JANE SMITH JANE SMITH $855.52 » x Page 1 of 1
Apr 2018 04/10/2018 JANE SMITH JANE SMITH $409.40 .
Mar 2018 03/19/2018 ANE SMITH JANE SMITH 52496 » | .
! . ! LXK Receipts
TESt 02/08/2018 JANE SMITH JANE SMITH $260.00 X 1
Only show my receipts
Feb 2018 02/02/2018 JANE SMITH JANE SMITH $747.92 » x
2018-07- X
26_120610_100_565 jpeg
Uploaded via Mobile App sent on
Al Expenses 07/26/2018 by Jane Smith
2018-07- X
1-5 of 56 itemis) 26_120516_100_572 jpeg
— - - Pl =1
Report Title Date Created by Created for Report# Status Total Actions Ef{,';:zﬁ ;i:;“]:z::f:ﬂg:em on
Apr 2017 08/10/2018 JANESMITH JANESMITH 1659 Partially Rel d 889.06 & & =
pr ] ] 5 artially Release: $ v & age 1 of 3 (FE578] [3%
Jul 2016 06/30/2017 JANESMITH JARED JONES 1001 In Accounting $12.16 v &
06/15/2016 - 06/30/2016  06/27/2017 JANESMITH JODY BLAND 993 In Accounting $243.01 @ & Reports
Mar 2017 2 06/27/2017 JANESMITH JARED JONES 992 Partially Released $-241.86 wa

05/16/2016 - 05/31/2016  05/22/2017 JANESMITH JANESMITH 944 In Accounting $789.42 & &
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1. On the Add/Edit Expense Item page, click the paperclip %MQ attach the receipt image
to the transaction.To preview a receipt image before attaching it, click the receipt image
name in the Receipts queu&he preview allows you to view the entire image and zoom in
and out.

Note: Each eceipt image linldisplays either Recycled Receipir Uploaded via Mobile App
meaning:

1 Recycled Receiptf an expense item with receipt images is declined or the attachisiare
deleted, they will return to the Receipts queue wiRecycled Receimtatus.

1 Uploaded via Mobile Appltf a receipt image is uploaded through the Expense Track mobile
app, it will display the statuslploaded via Mobile App

Add/Edit Expense Item Clear Entries Receipts

Meals & Entertainment Only show my receipts
Date*  04/11/2018 Vendor Name*  RESTAURANT Lunch_31 jpeg % “
Recycled Receipt sent on
08/10/2018 by Jane Smith

* *
Purpose Payment Type Comdata N Ride_Share_Receiptljog & X

Recycled Receipt sent on
08/10/2018 by Jane Smith

2018-07- A
Quantity 1.00 Amount 13.6100 26_120610_100_565 jpeg
Uploaded via Mobile App sent -

5 - Page 1 of 3 | MExTH || 3%
Fraudulent ® No () 'es Client Related? ® No () Yes

Charge?

Receipt Preview

Client Name Attendees

Click on a receipt in the list above to view
here.

Remember data

for

the next expense?

Product Data +

Account Code

Company 1001 - Brentwood ¥ | -
Division 7500 - Allocated ¥
Department 1000 - Special Projects Al -

GL Account 11132.10 - A/R - Employee Personal Expense ¥

Attachments

Upload Attachment: | % Click to add attachment.
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2. The receipt image attzhes and displays in th&ttachmentssection. CliclSaveto finish.

Aftachments

Upload Attachment: % Click to add attachment.

Note: To delete a receipt imageeturn to the transaction after saving it ardick the delete
icon @). Doing so wilbpen a popup window askingf you want to recycler delete theimage

Attachments

Upload Attachment: | & Click to add attachment.
Lunch_31.jpeg (Motes: Lunch_31.jpeg

ClickNo, delete this attachmento permanently remove the receipt imag€lickYes, continugo
add the receipt image back to the Receipts queuth the statusRecycled ReceipBy recycling
the receipt image, you avoid losing it, and caidit to a transactionagainat any time.

Do you want to recycle this attachment into the Receipts

Queue?

Mo, delete this attachment
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Expense Track offers the ability to email receipt images to the website, whichecan
attached to expense report headers and itentsadater time. This feature is uid for
uploading receipts to the Expense Track website from other locations.

1. Send an email to Expense Track with your receipt image(s) attached. Your company
Administrator will set up an email address to receive the receipts.

Note: The receipt image mudie an attachmento the email and in one of théollowing file
types: .xls, .xlsx, .doc, .docx, .html, .pdf, .jpg, .jpeqg, .text, .zip, .png, .gif, .tif, .tiff, .rtf

2. Once you send the email, Expense Track will store the receipts on youpnaodie
based on the email address. The next time you sign in to Expense Traagryfind
your receipt images sted in theReceipts queue.

Note: If you are eDelegate userany receipts for your Delegator users will displayhe
Receipts queueUse theOnly show my receiptdutton to toggle the view to display only the
receipts you uploaded. Your setting on tBaly Show My Receiptisutton will remain applied
for every page where the Receipts queue displays.

L) Only show drafts created for me Itineraries Update
Expense Drafts
KApriI trip
1-5 of 23 itern(s) Create Expense Report
Report Title Date Created by Created for Total Actions
Apr 2018 04/10/2018 Hannha Lawson Hannah Lawson $409.40 » x Page 1 of 1
Mar 2018 03/19/2018 Hannah Lawson Hannah Lawson $524.96 » x
TESt 02/08/2018 Hannah Lawson @ Hannah Lawson & $260.00 » T )
Receipts
Feb 2018 02/02/2018 Hannah Lawson Hannah Lawson $747.92 » x i
January 2018b 01/24/2018 Hannah Lawson Hannah Lawson $0.00 2 @O Orly show my receipts
2018-05-04_113534 jpag x
Uploaded via Mobile App sent on
05/04/2018 by HANNAH LAWSON
All Expenses
2018-05-04_113422 jpeg x
. . Uploaded via Mobile App sent on
1-5 of 55 item(s) View all 05/04/2018 by HANNAH LAWSON
Report Title Date Created by Created for Report # Status Total Actions
Jul 2016 06/30/2017 Hannah Lawson MATT SMITH 1001 In Accounting $12.16 &
Page 1 of 1
06/15/2016 - 06/30/2016 06/27/2017 Hannah Lawson MATT SMITH D03 In Accounting $243.01 w &
Mar 2017 2 06/27/2017 Hannah Lawson MATT SMITH 992 Partially Released $-241.86 o @ Reports
05/16/2016 - 05/31/2016 05/22/2017 Hannah Lawson Hannah Lawson 944 In Accounting $789.42 @ @ « VTD Summary of Expenses
May 2017 05/22/2017 Hannah Lawson Hannah Lawsen 942 In Approval $1.267.01 @ @ ::rr: :‘;:d;m“?“e
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3. TheReceips queue will remain displayed when yopen expense reports and expense
items. To attach an image to a transactiorpen an expense report and click the edit

icon () to openan expense item.

Expense Items

List| Detail
Status |Date » « |[ltem ~ & Vendor » « Type = & Qty * »| Amount v «| Line Total | Actions
[Pre-Paid]

w 05/15/2018 || Meals & Entertainment ¥ ||BISTRO Ieals & Entertainment 1.00 12.0100 si201l I @ A
1 Attachment(s) =

05/16/2018 | Travel - Other v || AIRPORT PARKING |Travel - Other B9 1.00 46.0000 s26.000 2, B A

w 05/16/2018 || Meals & Entertainment v ||RESTAURANT Meals & Entertainment 1.00 31.0400 s31.040 2l @ A
1 Attachment(s) =

w 05/17/2018 |[ Hotel ¥ ||HOTEL Hotel = 1.00 333.0700 $333.07| 2l = A

v 05/23/2018 || tirfare ¥ || AGENT FEE Airfare 55 1.00 10.0000 s10.00002 I @ A

r 05/23/2018 |[ Airfare ¥ ||AMERICAN Airfare = 1.00 423.4000 342340\ 2~ i = A

Move Expense(s) | Select Report v Entered Expense Total: $855.52

4. Locate the
rece|pt |n the Add/Edit Expense Item Clear Entries Receipts

Rece|pts Meals & Entertainment Only show my receipts
Date*  04/11/2018 Vendor Name*  RESTAURANT Lunch_31.jpeg % x -
queue and o endor Name Recycled RE(EIP'.CISE"[UH
h I k th 08/10/2018 by Jane Smith
then cic e
Purposet Payment Type* comdata " ide_Share_Receipt1.jpg @ X
attachment Recyiod Receip sent

08/10/2018 by Jane Smith

icon &a).

2018-07- S %
Quantity  1.00 Amount  13.6700 26_120610_100_565 jpeg
Uplozaded via Mobile App sent -
_ _ Page 1 of 3 [HExT2 | [ 3%
Fraudulent ® Ne () Yes Client Related? ® Ne ) Yes
rd
Charge? Receipt Preview
Client Name Attendees
Click on a receipt in the list above to view
here.
Remember data ¥
for
the next expense?
Product Data+
Account Code
Company 1001 - Brentwood ¥ | -
Division 7500 - Allocated Y-
Department 1000 - Special Projects M -
GL Account 11132.10 - A/R - Employee Personal Expense T

Attachments

Upload Attachment: | % Click to add attachment.
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The receipt image attaches and displays in Atachmentssection. CliclSaveto finish.

Attachments

Upload Attachment: | % Click to add attachment.

|| Attached receipt: Lunch_31.jpeg |

Note: To delete a receipt imageeturn to the transaction after saving it ardick the delete
icon @). Doing so wilbpen a popup window askingf you want to recycler delete the image

Attachments

Upload Attachment: % Click to add attachment.
Lunch_31.jpeg (Motes: Lun-::h_31.jpeg

ClickNo, delete this attachmento permanently remove the receipt imag€lickYes, continugo
add the receipt image back to the Receipts queuith the statusRecycled ReceipBy recycling
the receipt image, you avoid losing it, and Gddit to a transactionagainat any time.

Do you want to recycle this attachment into the Receipts

Queue?

Mo, delete this attachment
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Search Expenses

Search Expenses allows you to locate submitted expense reports based on certain keywords
such as expense types, report stattisle or reports in a date range. Use this feature to find
a specific expense report if yowate a large amount of reports

1. On the Expense Track main menu, seleetvel & Expense > Search Expenses

Travel & Expense »

Manage/Search Filters
Expense Dashboard Open Expenses
Expense Drafis Old Expenses

All Expenses
My Cards

Expense Import
summary by User

2. On the Search Expense Reports page, completd &éald as necessary to enter your
search criteria. All fields are optional and you can cBekrchby itself to pull up all of
your expense reports.

Note: Your search may be limited to only the expenses you created. If you need access to other
expense eports, contact your Administrator. Also, you cannot search for draft expenses.

Search Expense Reports

Keywords Status Any Status v
Report Title Expense Type '
Date from Date to
Report &

Search Clear
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3. A table of your results display at the bottom of the page. Click a link iféport #
column to view a report.

Search Expense Reports

Keywords ‘ ‘ Status Any Status v

Report Title ‘ ‘ Expense Type v

Date from Date to
User All Users n Report # ‘

1- 20 of 59 item(s)

Report Title » a Date » & Requester v 4 Status » & Total » & Actions
Personal expense test 04/12/2018  Kristy Harden In Approval $1.080.43 @ @ X 83
Test Report 03/29/2018  Molly Smith In Approval $559.17 @ @ X 3
TEST 03/29/2018  Molly Smith Partially Released $52.60 @ @

Test1 03/28/2018 Damon jones Fully Released $50.00 @ &

Test delete of image on decline 03/26/2018 Damon Jones Fully Released $0.00 g @
Dynamic Filter Test For CC 03/13/2018 Admin (22) Fully Released $89.00 v &
Dynamic Filter Test For RE - In Draft 03/13/2018 Admin (22) Fully Released $5.00 g &
Dynamic Filter Test For RE - 4 03/13/2018 Admin (22) Fully Released $15.00 v &
Test2 03/13/2018  Hannah Lawson Fully Released $-20.00 @
Dynamic Filter Test For RE - 2 03/13/2018  Aaron Brown In Approval $10.00 @ & Xy
Dynamic Filter Test For RE 03/13/2018  Aaron Brown In Approval $3547 @ @ X ag
Test Report 03/08/2018  Damon Jones Declined $0.00 o @
*lanuary Milelage 02/28/2018  John smith In Approval $27.00 X 8y
Jan 2018 02/28/2018  Damon Jones Partially Approved $1.096.25 @ @
testing 022718 02/27/2018  Kristy Harden In Approval $9.50 o X 8y
testing 2/18 02/20/2018  Chase Cove In Approval $50.000.00 @ & X oy
Apr 2017 02/13/2018  Jim Bard In Approval $2,029.90 @ @ P
Feb 2017 02/13/2018  Chase Cove In Approval $785.98 o @ X g
testing 01/08/2018 Kristy Harden Fully Released $17.42 & &

Test Report 12/18/2017  Chase Cove Fully Released $5.65 @ @

1
Note: Use the features in théctionscolumn:
7 (®)ViewhllSya (KS 9ELSyasS wSLE2NLG |- LIS o6-- T

1 (&) Print Preview:Opens a printable version of the expense report

1 (?{) Delete:Removes the expense report from the system. Does not display if the expense
report is in Fully Released $iis.

1 (‘i-) Replace ApproverAllows you to changéhe expenseapprover in the approval routing.
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The design of the Expense Report #XX page (XX = report's number, such as 101, 201,
901, etc.) is similar to thApprowe Expense Repopage. Details such as the header and
line item details, approval history, and notes are displayed on one page.

Note: TheCopy Items to New Repotiutton, located in the top right corner, creates a new

expense report using the expenserits in the current one. Be aware that this function can be
used for only reimbursable expense items. If the expense report contains only credit card items,
the Copy Items to New Repotiutton is greyed out. If the expense report contains both credit

card ard reimbursable itemsCopy Items to New Repowvill copy only the reimbursable items.

However, if you have permissi@®15¢ Can copy credit card transactiorenabled, clickingCopy
Iltems to New Reporwvill copy the credit card items and change them tambursable items.

Expense Report # 78182 | EDGE, TODD - 05/01/2018-05/31/2018 |
Date created Created by Created for Expense total Approved total Expense advance

07/26/2018 Admin (289) EDGE, TODD $5822.18 $5,822.18 No

Project OR instructions Comments

Internal attachments

% Click to add attachment.

Details for Expense Report #78182 1-50f 5 items processed
Alerts | Date Expense Max amount Actual Amount Pre-paid Approved Qty. Status Released Total
amount amount expense

General Expense
Expense type : General Expense
Vendor: PETROLEUM

v 0511502018 | Account Code: Expand/Collapse $0.0000 $31.95 5000 $31.9500 1.000000 | pending  No $31.95
1~1098.~30.10330.~5

£
2018-05-15_084812 jpeg (Notes: 2018-05-15_064812 jpeg (Receipt))

General Expense 5
Expense type : General Expense
Vendor: PETROLEUM
0511742018 | Account Cade: Expand/Collapse $0.0000 $31.95 5000 $31.9500 1.000000  pending  No $31.95
1~2031. 1-30.10211.~6
2-5081.~10.10021.~1

v

#£HR*

pdf-sample.pdf (Notes: notes)

Discussion Notes

No notes found

Send FYI Notifications View Approval Routing
No FYI notifications found Rule 5335-5335: Route to Manager

1 Ross, Will (active)
Start: 07/26/2018

Add New User
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Usethe Expensecolumn to perform additional functions.

Details for Expense Report #78182

Alerts = Date Expense

General Expense

Expense type : General Expense
Vendor:PETROLEUM

Account Code: Expand/Collapse
Job Coding (2.0)

Company 1(1 - Company Inc)

. 05/15/2018 | ob 1098. (1098. - TRI-C PHASE 2)

Phase 30.10330. (30.10330. -
OFFICE TRAILER)

CostType  5(5 - Rented Equipment)

#0

2018-05-15_064812.jpeg (Notes: 2018-05-15_064812.jpeg (Receipt))

General Expense 5
Expense type : General Expense
Vendor:PETROLEUM

Account Code: Expand/Collapse
1~2031. 1~30.10211.~6
2~5081.~10.10021.~1

A1 05/17/2018

e
pdf-sample.pdf (Notes: notes)
f To edit or split the coding of an expense item, click the . {con or split %) icon.
Note: If an expense item contains splitgyu cannot edithe account code.
1 Any attacled receipts can be viewed from this page by selecting the PDF
FGaGl OKYSYy G fAY]1l AYYSRAIFGSt @& dzyRSNJ 6KS AGS
1 For detailed information on each expense item, click the item name under the

Expense column. This opens the Expense Item Approval page.

1 If applied by your Administrator, aBxpand/Collapséutton may display by the
Account Coddield. Click this button to view the entire account code and
descriptions of each segment.
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Clicking a line item opens the Expense Item page, which is similar © se ltem
Approvalpage. This page contains all details on the expense item, such as the receipt
Image, account coding splits, itemizations, and credit card transactions, if available. These
changes put theubmitted expense report page design in line with the Approve Expense

Report page.

Note: TheDiscussion NotesSend FYI NotificationsandView Approval Routinglisplay at the bottom

of the Expense Report and Expense Item page.

v | General Expense | $31.95 | EDGE, TODD, Expense Report # 883888 |

Expense name Expense type Purpose Vendor Name
General Expense General Expense Coding descriptions PETROLEUM
Payment type Personal expense Transaction Date Posting date
Comdata No 05/15/2018 05/17/2018
Merchant address Merchant Category Code

123 NORTH RD 5542

CITY, OH 88888-0000

Requested amount: $31.95 Approved amount: $31.9500
Requested quantity: 1.00 Approved quantity: 1.00

Coding
Account Code 3¢ note  Amount Percentage
1(1-Company Inc) ~ 2031. 1 (2031. 1 - EAST ST PARKING GARAGE) ~ 30.10211. $ 15.9750 0.5000
(30.10211. - TOILET RENTAL) ~ 6 (6 - Other Cost) | Job Coding (2.0)
2(2-Company LLC) ~ 5081. (5081. - GARAGE REPAIRS) ~ 10.10021.(10.10021. - FIELD $15.9750 0.5000
TENANT) ~ 1(1 - Laber) | Job Coding (2.0)
Product Code Description Quantity Product Price - Net Due Product Total Cost - Net Due
AD9 UNL REG 86/87 OC 11.6200 $2.75 $31.95

2 of 5 expenses L4 ¥ Returntoreport

% Click to add attachment.

1 agres to pey abowe total
amirt accarding to ey car

TS apreseL

[ —
TR

Attached by EDGE, TODD on 07/26/2018 09:34:12 AM
Notes: notes
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You can also search for a history of submitted expense reports usinfgilteeslinks under
the Travel & Expensedrop-down. There are three options for viewing expense report

history:

Travel & Expense ~ R
Manage/Search Filters
Expense Dashboard Open Expenses
Expense Drafts Old Expenses
Search Expenses All Expenses
My Cards

Expense Import
summary by User

1 Open ExpensesSubmitted expense reports that have not begrpeoved or released for
payment. Statuses include Approval, Partially Approved andin Accounting

1 Old ExpensesAll submitted expense reports that have gone through approval and
released for payment. Statuses includartially ReleasedFully ReleasedDeclined

1 All ExpensesAll submitted expense reports in the system regardless of status.

The formatting of each page is the sarfidick a link in th&eport #column to view a report.

Old Expenses

21-36 of 36 item(s)

Report Title ~ « Date v » Created by v » Created for ~ » Report# v » Istatus voa Total v & Actions
Jul2017 2 07/07/2017  Kristen Wiig Chase Cove 1018 Fully Released $19.26 @
February 2017 07/06/2017  John Smith John Smith 1014 Fully Released $89.37 w @
February 2017 07/06/2017  Damon Jones Damon Jones .1 013 Fully Released $91.75 @ @
June Tradeshow 07/03/2017 Tina Jacks Tina Jackson .1 009 Fully Released $0.00 @ g
February 2017 06/30/2017  Kristen Harden Bill Simpson 1003 Fully Released $10272 g @
test 06/30/2017  Admin (22) Admin (22) .1002 Declined $0.00 &
test 06/30/2017  Kristen Harden Bill sSimpson 'mau Fully Released $6.21 @ @
Test 06/30/2017  Kristen Harden Chase Cove .999 Fully Released $102.01 g
04/30/2017 - 05/06/2017 06/30/2017  Kristen Harden Chase Cove .998 Fully Released $636.59 ¢ @
06/01/2017 - 06/15/2017 06/29/2017  Kristen Harden Chase Cove 997 Fully Released $218.80 @ @
June Trade Show 06/27/2017 Damon Jones Damon Jones .994 Fully Released $0.00 g g
Apr 2017 05/22/2017  Tina Jackson Tina Jackson .943 Fully Released $83.30 o @
March 2017-2 05/17/2017  Tina Jackson Kristen Harden 931 Fully Released $114.66 @ @
Feb 2017-2 05/17/2017  Dan Ashton Dan Ashten .930 Fully Released $0.00 ¢ g
Mar 1 -Mar 7, 2017 04/27/2017  Chase Cove Chase Cove .89? Fully Released $85.51 @
test 04/27/2017  Hannah Lawson Hannah Lawson .896 Fully Released $0.00 o g

12
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The design of the Expense Report #XX page (XX would be the'separtber, such as 101,
201, 901, etc.) is similar to th&pprove Expense Repgoage. Details such as the header
and line item details, approval history, and notes are displayed on one page.

Note: TheCopy Itens to New Reporbutton, located in the top right corner, creates a new expense
report using the expense items in the current one. Be aware that this function can be used for only
reimbursable expense items. If the expense report contains only credit tamtsj theCopy Items

to New Reportbutton is greyed out. If the expense report contains both credit card and
reimbursable itemsCopy Items to New Repowvill copy only the reimbursable items.

However, if you have permissi@®15¢ Can copy credit card &nsactionsenabled, clickingCopy
Iltems to New Reporwvill copy the credit card items and change them to reimbursable items.

Expense Report # 78182 | EDGE, TODD - 05/01/2018-05/31/2018 |
Date created Created by Created for Expense total Approved total Expense advance

07/26/2018 Admin (289) EDGE, TODD $5822.18 $5.822.18 No

Project OR instructions Comments

Internal attachments

@ Click to add attachment.

Details for Expense Report #78182

1-5 0f 5 items processed

Alerts Date Expense Max amount Actual Amount Pre-paid Approved Qty. Status Released Total

amount amount expense

General Expense
Expense type : General Expense
Vendor: PETROLEUM

w 0s/15/2018 | ccount Code: Expand/Collapse $ 0.0000 $31.95 $0.00 $31.9500 1.000000 | pending = No $31.95
1-1098.-30.10330.~5

£
2018-05-15_064812jpeg (Notes: 2018-05-15_064812.jpeg (Receipt))
General Expense 5

Expense type : General Expense
Vendor: PETROLEUM

* 0s/17/2018 | Aecount Code: Expand/Collapse $ 0.0000 $31.95 $0.00 $31.9500 1.000000  pending = No $31.95
1~2031. 1~30.10211.6

2~5081.~10.10021.~1
£

pdf-sample.pdf (Notes: notes)

Discussion Notes

No notes found

Send FYI Notifications View Approval Routing
No FYI notifications found Rule 5335-5335: Route to Manager

1 Ross, Will (active)
Start: 07/26/2018

Add New User
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Clicking a line item opens the Expense Item page, which is similar © se ltem
Approvalpage. This page contains all details on the expense item, such as the receipt
Image, account coding splits, itemizations, and credit card transactions, if available.

Note: TheDiscussion NotesSend FYI NotificationsandView Approval Routinglisplay at the bottom
of the Expense Report and Expense Item page. However, you cannot edit the Approval Routing.

2 of 5 expenses < » Returntoreport

v | General Expense | $31.95 | EDGE, TODD, Expense Report # 88888 | -
ICktoa attachment.

Expense name Expense type Purpose Vendor Name
General Expense General Expense Coding descriptions PETROLEUM
Payment type Personal expense Transaction Date Posting date
Comdata No 05/15/2018 05/17/2018
Merchant address Merchant Category Code

123 NORTH RD 5542

CITY. OH 88888-0000

Requested amount: $31.95 Approved amount: $31.9500
Requested quantity: 1.00 Approved quantity: 1.00
Coding
Account Code 3G note Amount Percentage
1(1 - Company Inc) ~2031. 1 (2031. 1 - EAST ST PARKING GARAGE) ~ 30.10211. $ 15.9750 0.5000
(30.10211. - TOILET RENTAL) ~ 6 (6 - Other Cost) | Job Coding (2.0)
2 (2-Company LLC) ~ 5081. (5081. - GARAGE REPAIRS) ~ 10.10021.(10.10021. - FIELD $15.9750 0.5000
TENANT) ~ 1(1 - Labor) | Job Coding (2.0)
Product Code Description Quantity Product Price - Net Due Product Total Cost - Net Due
A0S UNL REG 86/87 OC 11.6200 $2.75 $31.95

Attached by EDGE, TODD on 07/26/2018 09:34:12 AM
Notes: notes
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Create a Reimbursable neBomdataMastercardExpense Repo

If you have the approprie access, you can create expense repatfts for reimbursable
expenses. Reimbursable expenses are any comypelayed transactions where you must
use your personal funds and your company has made an agreement to pay you back for
those funds (example, gas reimbursement for travelling a longdcst for a job).

Note that you cannot create draft expense reports for Comdata Mastercard expenses. Also,
reimbursable expenses are decided by your company. Check with your Administrator on
what is an appropriate reimbursable expenses before you begatorg draft expense

reports.

You can monitor the progress of a submitted expense report on the Expense Dashboard
(Expense Track main menu > Travel & Expense > Expense Dashboard

Note: The option to create an expense report draft may not be availableotolyased on your
' RYAYAAUNT 62NR& O2y FAIAINI A2y ad

This section covers the following topidSlick a link below for more information
1 CreateReimbursabld&xpense Reports

1 Create Mileage Expenses

¢ Load Triplt ltineraries
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Follow the steg below to create and submit a reimbursalien-ComdataMastercard
expense report.

Note: If you have a Comdatdlastercard this option may not be available to you.

1. On the Expense Track main menu, seleetvel&
Expense > Expense Dashboard

Travel & Expense -

Manage/Search Filters

Open Expenses
Expense Drafts "h Old Expenses
Search Expenses All Expenses
My Cards

Expense Import
summary by User

2. ClickCreate Expense Report

Note: If you haveDelegate usersyoucan see who created reimbursable expense reports for
you using theCreated Byand Created Forcolumns. If you want to display only the reimbursable
expense reports created for you, select t@mly show drafts created for meheck box.

L Only show drafts created for me [ Itineraries

Expense Drafts

75 April trip
1-5 of 23 item(s) Create Expense Report | View all

Report Title Date Created by Created for Total Actions
Apr 2018 04/10/2018 Hannah Lawson Hannah Lawson $409.40 » x Page 1 of 1
Mar 2018 03/19/2018 Hannah Lawson Hannah Lawson $524.96 » x
TESt 02/08/2018 Hannah Lawson Hannah Lawson $260.00 » x .
Receipts
Feb 2018 02/02/2018 Hannah Lawson Hannah Lawson $747.92 » x
January 2018b 01/24/2018 Hannah Lawson Hannah Lawson $0.00 2 x Only show my receipts
201 5511 joeg x -
I Viobile App sent on
by JOHN SMITH
All Expenses - PP x
- Uploaded via ..oo'EAppsent_on
1-5 of 55 item(s) 05/04/2018 by HANNAH LAWSON
Report Title Date Created by Created for Report # Status Total Actions ®
Jul 2016 06/30/2017 Hannah Lawson MATT SMITH 1001 In Accounting $12.16 @ @ T
Page 1 of 1
06/15/2016 - 06/30/2016 06/27/2017 Hannah Lawson MATT SMITH 993 In Accounting $243.01 e
Mar 2017 2 06/27/2017 Hannah Lawson MATTSMITH 992 Partially Released $-241.86

&  Reports
05/16/2016 - 05/31/2016 05/22/2017 Hanriah Lawson Hannah Lawson 944 In Accounting $789.42 & 1

May 2017 05/22/2017 Hannah Lawson Hannah Lawson 942 In Approval $1.267.01 @ @
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3. Under the Expenskleader section, complete each field as necessary. Required fields are
denoted by an asterisk. These fields set up the expense report's header, such as the
report's title, description, comments, and any notes for the expense approver.

Create Expense Report [ save | submit [JSRIE Receipts

[hide -] | Only show my receipts
Expense Header 2018-05-04_115511 jpeg x
Uploaded via Mobile App senton
. 05/04/2018 by JOHN SMITH
Report Title * Charge to Comdata
2018-05-04_113534 jpeg x
Uploaded via Mobile App sent on
Report Description Comments 05/04/2018 by HANNAH LAWSON
2018-05-04_113422 jpeg x
¥ % Uploaded via Mobile App sent on
05/04/2018 by HANNAH LAWSON
Approval Notes Expense Report Choose File | No file chosen
Attachment
v
Created By Hannah Lawson On Behalf of * v

Expense Items
Page 1of 1

Expense Item: Select Expense Item ¥

Status Date Item Vendor Type Qty Amount Line Total | Actions
[Pre-Paid]

Entered Expense Total: $0.00

Field Descripton
Report Title The name of the expense report. This field must be completed before an expe
item can be selected.
Charge to Use theLook Upicon n) to lect a charge to location.

Report Description| Enter a description to distinguish the report ifincother reports

Comments Enter any necessary comments about the expense report

Approval Notes | Enter any notes the expense approver needs to review

Expense Report |Select an attachment that is related to the expense report. This can beetann
Attachment receipts or other relatable documents.

Displays all receipt images uploaded through the Expense Track mobile app g
manually through the website. Click a receipt to view its image. You can also &
receipts to each individual egpse item.SeeAttach Receipts to an Expense Repi
for more information.

Receipts
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4. Now that theexpenseheader is created, begin adding expense items. Select an item
from the Expense Itendrop-down. Then, click Add.

Expense Items

Expense Item : | Airfare M

‘ Status

Line Total
[Pre-Paid]

Date Item Vendor

Type ‘ Qty ‘ Amount

Actions ‘

Entered Expense Total: 50.00

Save m Clear Entries Cancel

5. The fields on te Add/Edit Expense Item pagarydepending on the expense type
configurations made by your Administrator. Complete all fields necessary to set up the
expense item and then clickave Required fields are denoted with an asterisk.

Add/Edit Expense Item Clear Entries Receipts itineraries

Airfare
Date* Airline Name¥*

Purpose* Payment Type* Comdata v 2018-05-04_113534 jpeg } X

Uploaded via Maobile App senton
05/04/2018 by HANNAH LAWSON

Only show my receipts

v
05/04/2018 by JOHN SMITH

2018-05-04_113422jpeg. § R

Quantity* 1.000000 Amount* 0.0000 UPIcsded via Mobile App sen.zon
05/04/2018 by HANNAH LAWSON

Page 1 of 1
Fraudulent ® Ne Yes Additional
Charge? Information Receipt Preview
Remember data ¥ Click on a receipt in the list above to view
for here.

the next expense?

Account Code

Company 1001 - Brentwood ¥ | -

Division 7500 - Allocated Al -

Department 1000 - Special Projects Al -

GL Account 11132.10 - A/R - Employee Personal Expense v

Attachments

Upload Attachment: % Click to add attachment.
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Repeat this process tadd as many expense items to the report as necessary. Select the
Remember data for next expensecheck box to copy the information to the next

expense item you create for this report.

Note: The Account Code section displays fields for applying an acoouaet structure to

the expense item. These fields will default to values determined by your Administrator.

This allows you to allocate the costs of the expense item to specific departments,

projects, divisins, etc. within your company.

The account code sicture must be applied correctly. If an incorrect value is selected,
you cannot save the expense item. Be aware that field labels may display differently
depending on your company's account code structure and the Accounts Coding Type selected.

6. Each expese item you enter displays under the Expense Items header in a table. You
may edit fields from this view, such as tl@iantity and Amount, if enabled by your
Administrator.

Expense [tems

Expense ltem : | Select Expense Item Ml Add List| Detail
[ |Status |Date v & |Item + & Vendor + & |Type » & Qty * «| Amount v «| Line Total Actions
[Pre-Paid]
(] w 07/02/2016 || Car Rental ¥ ||Uber Transportation 1.00 30,0000 £30.00 _‘ K E" E, ﬂ
O W O7/02/2016 || pirfare v ||Dela Airfare 1.00 2500.0000 $2,500.00 ra Kr;’ = “
O \d 01/26/2017 || Hotel v ||Hilton Haotel 1.00 500.0000 $500.00| & Kr;’ Er A

Move Expense(s}| Select Report ¥ Entered Expense Total: $3,030.00

Field Description

Select the check box next to expense items you viambove to another report.

Check Box Then, clickVlove.

1 Ared flag¥) means the expense item is incomplete and additional informat
must be finished for it to save properly.

1 Avyellow flag¥) means there is an error in the expense item's information. R
Status example, if you entered miles greater than the calculated miles or the
reimbursable amount is less than licest, a yellow flag displays.

1 A green flag¥) means the expense item is complete and can be submitted
the expense report.
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Field Description

Date Indicates theransaction date for both credit and cash transactions

The name of the Expense Item. Click this link to open the Expense Item Displa

Name page, a reasbnly view of the expense item's details.
Vendor The merchant where the expense occurred

Type The a&sociated expense type

Quantity The quantity that was purchased, if applicable
Amount The amount in dollars and cents that was purchased

Line Total (PreéPaid) | The total for the expense line item

Each icon allosryou to edit the expense item
1 £ Edit: Click to open the Add/Edit Expense Item page and apply changes

1 ¥ Delete:Delete the expense line item. Note that you cannot delete Comg
Mastercardexpense items.

1 % Move: Move the expense item to a different expense report. Selecting t

option opens a pojup window to select a different expense report. To move
Actions of the expense items in a report to a different report, use eve Expenses
drop-down below the Expense Items table.

1 [ Edit Account Codesllows you to edit the account codes an expense
item and then apply those account codes to other expense it&asEdit
Account Codefor more information.

1 . Split Account CodeSplt the expense item by accounbdes. See th&plit
Account Codesection for more information.

ThelList/Detail buttons in the top right corner above thable allow you to display
List/Detall items in a lisbr a detail view. The Detail view provides more information on the
expensdtems such as the description, date, and account code.

7. If all information on the expense report is accurate, cltomitto send it for approval.
If successful, a summary page opens displaying all information on your expense report,
including the reporinumber, title, expense items, approvers, and approver rules. Each
item will be in pending status until approved. Use tRent Expense Repoxption to
view and/or print the expense report for record keepingnécessary

(continued on next page)
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Note: If there is incomplete information in the expense report or the line items, it cannot be
submitted. For example, ensure there are no expeitems with a redlag status.

° Successfully created expense report #1474 for Clint Fisher
Print Expense Report

Comdata
53071 Maryland Way
Brentwood, TN 37027

Feedback

Report # 1474

Report Title Test

Report Details # Description Qty. Cost Total Status
1 Airfare Airfare 1 5000 5,000.00 pending
2 Car Rental Car Rental 1 0 0.00 pending
3 Hotel Hotel 1 0 0.00  pending

Report Approvers 1. Dan Smith

Approval Rules Request Condition - Route to Manager

You may return to your Homepage. Don't forget to logout if you have finished using Comdata. Review your message center for more details and additional feedback.
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Mileage expense items offer thability to calculate your miles driven by using an integrated
Google Maps feature. This allows you to request reimbursements per mile driven. Use this
feature to gain reimbursements for trips and to automate the mileage calculation process.

Follow these #ps to add arexpense item with mileage calculation to an expense report:

1. On the Expense Track main menu, selBevel &Expense > Expense Dashboard

Travel & Expense ~

Manage/Search Filters

Open Expenses
Expense Drafts \h Old Expenses
Search Expenses All Expenses
My Cards

Expense Import
Summary by User

2. ClickCreate Expense Report

Only show drafts created for me [tineraries Update
Expense Drafts

75 April trip
1-5 of 23 item(s) Create Expense Report | View all

Report Title Date Created by Created for Total Actions
Apr 2018 04/10/2018 Hannah Lawson Hannah Lawson $409.40 » x Page 1 of 1
Mar 2018 03/19/2018 Hannah Lawson Hannah Lawson $524.96 2 x
TESt 02/08/2018 Hannah Lawson Hannah Lawson $260.00 » x i
Receipts
Feb 2018 02/02/2018 Hannah Lawson Hannah Lawson $747.92 2 %
January 2018b 01/24/2018 Hannah Lawson Hannah Lawson $0.00 2 x Only show my receipts
2018-05-04_115511 jpeg x -
Uploaded via Mobile App sent on
05/0:4/2018 by JOHN SMITH
All Expenses
! 2018-05-04_113534 jpeg X
_ Uploaded via Mobile App sent on
1-50f 55 item(s) View all 05/04/2018 by HANNAH LAWSON
Report Title Date Created by Created for Report # Status Total Actions S01E0s 113422 )p ®
2078 342208
Jul 2016 06/30/2017 Hannah Lawson MATT SMITH 1001 In Accounting $12.16 & et e MBI m o e e h
Page 1 of 1
06/15/2016 - 06/30/2016 06/27/2017 Hannah Lawson MATT SMITH 993 In Accounting $243.01 v &
Mar 2017 2 06/27/2017 Hannah Lawson MATT SMITH 992 Partially Released  $-241.86 o @ Reports
05/16/2016 - 05/31/2016 05/22/2017 Hanriah Lawson Hannah Lawson 944 In Accounting $789.42 @ @ + YTD Summary of Expenses
May 2017 05/22/2017 Hannah Lawson Hannah Lawson 942 In Approval $1.267.01 o @ * YTD Expe =

* YTD Approve
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3. Under the Expense Header section, complete each field as necessauyird fields are
denoted by an asterisk. These fields set up the expense report's header, such as the
report's title, descriptionand any notesClickSavewhen finished.

Receipts
Create Expense Report Save J Submit Clear Entries Cancel p
e

[hide -] Cnly show my receipts
Expense Header 2018-05-04_115511 jpeg x
Uploaded via Mobile App sent on
) 05/04/2018 by JOHN SMITH
Report Title * Charge to Comdata
2078-05-04_713534 o=g x
Uploaded via Mobile App sent on
Report Description Comments 05/04/2018 by HANNAH LAWSON
2078-05-04_113422 jo=g x
£ £ Uploaded via Mobile App sent on
03/04/2018 by HANNAH LAWSON
Approval Notes Expense Report Choose File | Mo file chosen
Attachment
P
Created By Heather Lark On Behalf of * v

Expense Items
Page 1 of 1

Expense Item: | Select Expense Item Ml Add

[ |Status Date Item Vendor Type Qty Amount Line Total Actions
[Pre-Paid]

Entered Expense Total: $0.00

4. Under theExpense Itendrop-down, select a mileage expense item and then chdkl.

Expense Items

Expense Item : Mileage v List| Detail

Status Date - « |ltem » « Vendor = - Type + « Qty » «| Amount = «| Line Total Actions
[Pre-Paid]
k4 02102017 || Office & Computer Supplies v ||STAPLES 00110502 |Supplies th-'u:.e & Computer) 1.00 338100 $3381 2 G A
1 Attachmentis) =5

Maove Expense(s) | Select Report v Entered Expense Total: $33.81

5. At the top of the Add/Edit Expense Item page, enter the start and end address of your
trip. To add additional segments to yotrip, clickAddto display another address line. If
you add a segment that will not be used, it will not display once glickCalculate
Miles. ClickCalculate Miles
Note: If round trip mileage is to be considered, click tReund Tripcheckbox. Then, click
Calculate Miles The miles to and from the final destination will be calculated.

(continued on next page)
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Add/Edit Expense Item

Mileage Calculation

Segment Address

15301 Maryland Way, Brentwood TM 37027

2 (1111 Broadway, Mashville, TH 37203

L Round Trip
|

Caleulation is based on shortest tin

Clear Entries Cancel

Miles (Total:0.00)

A Add Calculate Miles

A staic Google Maps image displays with a marker on each address. The distance
between each marker and the total calculated miles disfialowthe map.

Note: The miles may autgalculate without clicking th€alculate Mileshutton if set up by your

Administraor.

Add/Edit Expense Iten Save Clear Entries Cancel
Mileage Calculation
P g l‘_“'.‘{ < -
Cheatham ) (D) o Vol g Green Hill ()
witdite ( 11 1
Management \ o t
anagen \ i 5, Mt Juliet
4 8 4 N oot S )
1-Nash¥ille ) =)~ /
(249) /,-"l \ 3}' ’_':I_ o ot
j 7 DL\ &5 Rural Hill J
Peq:im r 4 o) l"& \ (41) f
P . I (sst) Cakcst \ |
/ 19) F_ﬁ \‘\ |
~ Pasquo Brentwood N
—_ 5 \La Vergne
3 1
Google yirview J SmyiMap data ®2016 Google

Segment Address
1 15301 Maryland Way, Brentwood TN 37027
211111 Broadway, Nashville, TN 37203

3 10 Hermitage Ave, Nashwille, TN 37210

Miles (Total:12.07) Actions
0.00 x
1080 X
127 X

Calculation is based on shorzest time. Calculate Miles

6. Complete the remaining fields. Required fields are denoted by an asterisk. Note the

following:

1 The total miles displayed in the mileage calculation is the amount displayed i the
of Milesfield (or whatever field your Administrator has set up tprantity). To add
additional miles, change the quantity to reflect the total number of miles driven.

1 TheAmountfield displays the rate per mile you are to be paid. If this field is

editable, enter the rate.
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7. When finished, cliclsave

Add/Edit Expense Item

Mileage Calculation
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Cheatham G "
hhel reen Hill
Wildlife
Ma”agemem @ e HERMITAGE Mt Juliet
Area
250 Na ille
©
Kingston B Haciy HITI S Rural Hill Gladeville
Springs Belle Meade Oak Hill
BELLEVUE
4 D A
410/ 240
Pasquo ._3 Brentwood
&3—1 La Vergne

ir\.riev.'

Segment Address

115301 Maryland Way, Brentwood TN 37207
211111 Broadway, Nashville TN 37203

3|0 Hermitage Ave, Nashville TN 37210

Mileage

Date*

05/09/2018

Payment Type* Comdata v

Amount* 0

Remember data for
the next expense?

Account Code

Acc?unts Equipment withGL ¥

coding type
Company 1-Comdata Construction
Equipment
Number 10.1250-D8 Dozer
Cost Type 10-Equipment Rental
Account 541005-Indirect Travel

Attachments

Upload Attachment:

SmyMap data ©2018 Google
Miles (Total:12.19) Actions
0.00 | ¢
10.91 x
1.28 x

Calculation is based on shortest time, Calculate Miles

Description/Purpose *¥

Miles* 12.19

Personal Expense ® Mo Yes

L

L

v

% Click to add attachment.
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8. Return to the Expnse Items table and set the view Bstail. You can now see the
calculated miles for the expense item.

Expense [tems

Expense ltem: | Select Expense Item ¥ | QGG
[ |Status |Date v a« [ltem v Vendor v & (Type + & Qty * «| Amount v &| Line Total Actions
[Pre-Paid]
% 05/08/2018 || Mileage v Mileage 12 0.5400 $658| » X B E A
Details
Item Description: Mileage Reimbursement
Expense Description: Business trip
Date from: 05/09/2018
Account Code: 1-10.1250-10-541005
Merchant:
User Entered/ 12.19/12.19
System Calculated:
SegmentAddress Miles
15301 Maryland Way, Brentwood TN 37207 0.00
21111 Broadway, Nashville TN 37203 10.91
39 Hermitage Ave, Nashville TN 37210 1.28
Miles Total: 12.19
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If you have an account with Triplt, a travel planning website, you can import trip itineraries
to Expenselrack and associate them with an expense report. This process helps to alleviate
manually entering trip details for expense items. Be aware that this feature applies to only
airline, hotel, and car rental expense items.

Note: If you are using the Interneexplorer browser, you will need to add the Expense Track URL
(https://expensetrack.com}o your trusted websites. If this is not done, then you may receive an
error when logging into Expense Track from Triplt. To add Expense Track to your trusted sites:
1 Open Internet Explorer

71 ClickSettings > Internet Options

1 Click theSecurity tab > Trusted Sites

1 Ensure theEnable Protected Modeheck box is unchecked. Then, cl8ites

1 In the dialogue box, enter the Expense Track URL and thenAclitk

il

ClickApply and OKto close out of the Internet Options. You should not experience any issues
logging into Expense Track from Triplt.

Create a Triplt Account

Before you can load itineraries to Expense Track, create a Triplt account and ad&trips.
to www.tripit.com and follow the on screen instructions to set up a Triplt account. Signing
up is free of charge.

Load Itineraries to Expense Track

There are two methods of loading your itineraries from Triplt to Expense Track: from the
Expense Dashboard or the Add/Edit Expense Item page.

Travel & Expense ~ Re 3

Load lItineraries through the Expense Dashboard

1. On the Expense Track main menu, select
Travel & Expense > Expense Dashboard

Manage/Search Filters

Open Expenses
Expense Drafts ‘b Old Expenses
Search Expenses All Expenses
My Cards

Expense Import
Summary by User


http://www.tripit.com/
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2. ClickUpdateon the ltineraries tab.

Note: The Itineraries tab displaysity if enabled by your Administrator.

Only show drafts created for me Itineraries Update
Expense Drafts . »
X April trip
1-5 of 12 item(s) Create Expense Report
Report Title Date Created by Created for Total Actions
Oct 2017 10/04/2017 Hannah Lawson Hannah Lawson $1.501.04 2 x Pagelofl
Sep 2017 09/04/2017 Hannah Lawson Hannah Lawson $1.607.38 2 x
Aug 2017 08/04/2017 Hannah Lawson Hannah Lawson $2,29385 2 x
Receipts
Jun 2017 06/03/2017 Hannah Lawson Hannah Lawson $1,003.12 2 x
Apr 2017 05232017 Hannah Lawson Hannah Lawson 988906 2 x Did you know you can e-mail pictures of your receipts to Expense
£ Track from your phone?
All Expenses Tasks
Accounting
SR 14 expensels) waitng o be reconciled. Go
Report Title Date Created by Created for Report # Status Total Actions Approval
test draft 1 1071712017 CC IMPORT USER CCIMPORT USER 1163 In Accounting $200.00 @ @ ! expense(s) require your approvel. Go
Airfare 08/24/2017 Test User 1 Test User 1 1088 In Approval $3,545.45
PP va Reports
August 2016 08/2412017 Test User 1 Test User 1 1087 In Accounting $50.00 g & YTD Expenses P
JaiminTest2 08/17/2017 CC IMPORT USER CCIMPORT USER 1077 In Accounting $12433 @
JaiminTest 081712017 CC IMPORT USER CC IMPORT USER 1076 In Accounting $124.33 &

3. ClickAllow to connect Expense Track to your Triplt account.

Note: Ensure you are logged out of Triplt before performing this step. If you are logged in, the
authentication between Triplt and Expense Track will fail

.

P
-

Trip

|
from

2 i)

Connect Procurelt to your Triplt account

Please login to your Triplt account

Allow Procurelt to access your Triplt account?

Signed In as hlark@comdata.com (not Heather? Click here).
- .

7\ TRUSTe
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4. The Expense Dashboard reloads to display your itineraries from Triplt. Click one to view

its details.
ltineraries
Kﬁpril trip

KEx change 2016

Page 1 of 1

5. The ltinerary Details page opens with information on each trip in the itinerary. Trips are
separated into itinerary items and itinerary item aels. These items are dependent on
the modes of transportation entered in Triplt for the selected itinerary. For example, if
part of your trip includedair travel, the airline detaildisplay under the Booked Flights
itinerary item.

To move an itinerary &m to an expense report, click the check box next to each
itinerary item or the itinerary item detailThen, selecCreate New Expense Repdrom
the drop-down and clickAdd.

Note: To add an itinerary to an existing expense report, select the report niaome the drop

down.
Itinerary Details tineraries
Select All Create Mew Expense Report ¥ X April trip
P Exchange 2016
S
| Booked Flights
) Page 10of1
04/25/2016 - 04/26/2016 Nashville -
Southwest Airlines Apr 25, 2016 - Apr 25, 2016 Mashwville (BNA) to Baltimore (BWI)
Southwest airlines Apr 25, 2016 - Apr 25, 2016 Baltimore (BWI) to Charlotte (CLT)
Southwest Airlines Apr 26, 2016 - Apr 26, 2016 Charlotte (CLT) to Chicago (MDW)
Southwest airlines Apr 26, 2016 - Apr 26, 2016 Chicago (MDW) to Nashville (BNA)
8 Car Rentals
04/25/2016 - 04/26/2016 Mational Number of days - 1
Pickup: CLT
Drop off: CLT

h Booked Hotels

=

04/25/2016 - 04/26/2016 Courtyard by Number of days - 1
Marriott Ballantyne

15635 Don Lochman Lane, Charlotte, NC, 28277

Select All Create New Expense Report ¥ | [N
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6. The Create Expense Report page opens. Notice in the Expense Items table the selected
itinerary item has been moved over. Thgpecolumn identifies the expense item as an
itinerary by the itinerary icon®). If an expense item is ird flag status, click thEdit

. . ] .
icon () to correct any issues.

Expense ltems

Expense Item : | Select Expense Item ¥ Add List| Detail
Status |Date » » |ltem +» « Vendor = = | [Type = Qty » «| Amount + «| Line Total Actions
[Pre-Paid]
Ad 04/25/2016 | Car Rental v Transportation @ 1.00 0.0000 S0.00| » X5 A

Move Expense(s)| Select Report ¥ Entered Expense Total: $0.00

7. Complete the missing information as necessary. Gekewhen finished.

Note: An itinerary field displays with the name of the itinerary associated to the expense item.
To disassociate thexpense item, click the redbutton. Be aware that this does not delete the
expense item but only removes the itinerary details.

Add/Edit Expense Item Clear Entries Receipts tineraries

Car Rental Did you know you can e-mail pictures of your
P e Track from your phone?
Date* 04/25/2016 Vendor Name*
Purpose* April trip Payment Type* Comdata v
Quantity 1.00 Amount* 0.0000
Fraudulent Charge? ® No Yes Additional
Infarmation
Remember data for ¥ Itinerary  April trip ¥
the next expense?
Account Code
hccgunts Default
Coding Type
Company 1001 - Brentwood ™ | -
Division 7510 - NAT v
Department 2112 - BSO Gen-Reg-Referral ol -
GL Account 70309 - Travel

Attachments

@ Add an Attachment to this Expense

Clear Entries Cancel
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8. Return to the Create Expense Report page. Ensure all expense items are moved to green

status and all fields in the headereacomplete. Then, clicRubmitto send the expense
report for approval.

Expense Items

Expense Item : | Select Expense Item Ml Add

List| Detail
Status |Date v « |Item v » Vendor v « (Type v & Qty * | Amount v | Line Total Actions
[Pre-Paid]
L4 04/25/2016 || Car Renal v ||Uber Transpartation 50,0000 $5000| » XA
1 Artachment{s) g
Move Expense(s) Select Report ¥ Entered Expense Total: $50.00

Add ltineraries from the Create Expense Report Page

If you've already loaded itineraries to Expense Track trough the Expense Dashboard, you
can attach itinerary items to expense e while creating an expense report.

1. On the Expense Track main menu, selbetvel &

Expense > Expense Dashboard > Create Expense
Report

2. ClickCreate Expense Report















































































































