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Expense Track Release Notes v16.4

Release 16.4 for Expense Track is available on 1/24/2017 and includes the following

C

hanges:

Note: For more information on the items listed, see the Expense Track Online Help.

Add Mass Account Coding

Allow Users to Default Account Coding

Customize Accounting Periods

Remove Instance Selection on the Mobile App

Remove Unprocessed Level 3 Transaction Data

Require Receipt Images on all Expense Reports

Update Delegate User Function

Add Mass Account Coding

This item allows users to apply the account coding of one expense item to multiple

e

xpense items at once. This change adds an Edit Account Codes (D) button to the Expense

Items table.

Expense Items

Expense ltem : | Select Expense Item Al Add List| Detail
[ |Status |Date + &« |Item + « Vendor = 4 |Type + & Qty » «| Amount + +| Line Total | Actions
[Pre-Paid]
()] " 01/31/2017 || Car Rental v ||test Transportation 1.00 100.0000 $100.00| # [G Fr
1 Attachment(s) =
O w 02/01/2017 || Car Rental v ||test Transportation =4 1.00 500.0000 $500.00| » F4|§}IA
O k4 02/01/2017 || Car Rental v ||test Transportation 1.00 400.0000 $400.001 2 (3 Fr
1 Attachment(s) ==
O k4 02/01/2017 || Car Rental ¥ ||test Transportation 1.00 200.0000 $200.001 » (3 (7
1 Attachment(s) ==
(] v 02/02/2017 || Car Rental ¥ ||test Transportation 1.00 300.0000 £300.001 2 [ Er
1 Attachment(s) =4

Move Expense(s)| Select Report hd Entered Expense Total: $1,500.00
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The Edit Account Code page allows you to modify the account coding for the expense
item selected and apply the coding to other items in the report. You can apply the
entire accounts coding or specific values of the coding to other expenses in the expense
report. The same functionality applies if you split account coding. Click the question

mark icon (") for a guided tour on how to use this page.

Edit Account Code

Iterm Mo (ID) Name & Description Quantity Unit Cost If']:it:ende.d
Car Rental (802666) Car Rental 1 % 500.00 % 500.00
Accounts
Coding Type Default N
Company 1001 - Brentwoed 7
Division 7520 - Corp. Pymts ¥
Department 2271 - Corporate Payments Marketing v
GL Account 70309 - Travel v

Apply Selected Coding Segments to Selected Line Items on Expense Report @ ho Yes Save & Return

Selectm Transaction Posting Date = Item Name Account Vendor Line Total
Date Code Name
02/01/2017 02/01/2017 Transportation ;ggl ;gigg test 100.00
02/02/2017 02/03/2017 Transportation ;gg:: ggig_‘a test 400.00
02/01/2017 02/03/2017 Transportation ;ggl ;gégg test 200.00
02/02/2017 02/02/2017 Transportation 1001-7520- test 300.00

2271-70309
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Allow Users to Default Accounting Codes

This item allows users to set and override default account coding for expense reports.
If an Administrator has set a default account coding string, you can now modify

those defaults via the Profile page. The account coding fields on the expense reports
(desktop and mobile app) will default to the values you select. This change helps

users control their default account coding without needing to contact an Administrator.

Note: To enable this feature, Administrators must set system setting 829 — Accounting Code
selection type to Split Field Entry Format.

Profile for Kristy
Current Password *

Change Password

New Password
Confirm Password

Contact Information

Phone No.
Fax No.
email krdavis@COMDATA.COM

Approval Email
Notification Type

Accounts Coding Defaults For Expense Reports

Text @® HTML

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 r

The segment "GL Account’ cannot be defaulted.
GL Accaunt

1113210 - A/R - Employee Personal Exp  *

Save Defaults Clear Defaults
Comdata Card?
Comdata Card? Yes @ No

Save Profile Clear Entries
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Customize Accounting Periods
(Administrators only)

This item allows company Administrators to customize their accounting period settings

in Expense Track. Normally, a Comdata Implementation Specialist will configure accounting
periods for you during your Expense Track set up, but now, you can change those settings
as needed. Use this feature to ensure the accounting periods set in Expense

Track reflect your company's accounting periods as to avoid expense reporting problems.

Note: Permission 94 - Manage Accounting Periods must be active to access this feature. System
setting 2310 — Credit Card Expense Report Cycle Frequency must be set to Custom Accounting Period.

On the Expense Track home page, click the Settings icon (ﬂ 7) > Accounting > Accounting
Periods.

System
Users
Payment Information

vendors Expense Report
Catalog

Geographic
Accounting Accounting Codes
Other Data Accounting Code Groups
Expense Account Types

{  Accounts Coding Types

/3172017 Accounting Periods "

This opens the Accounting Periods page. Click the question mark icon (") for a guided
tour on how to use this page. You can set up new accounting periods and edit existing ones.

Accounting Periods

]2

Start Date End Date ~ Accounting Period Name
02/01/2017 02/10/2017
01/16/2017 01/31/2017

M4 Pagelr |of1 WM |20 showing 1 - 2 of 2 items
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Remove Instance Selection on the Mobile App

This item removes the need to select an instance URL when you first download the
Expense Track mobile app. Now, you will be directed to the Login screen upon first
opening the mobile app. However, you can still change your instance at any time by
pressing the Change My Instance button on the Login screen.

l Sharris@comdata.com

FORGOT PASSWORD CHAMIGE MY INSTAMCE
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Remove Unprocessed Level 3 Transaction Data

This item updates the process for managing unprocessed credit card transactions.
Previously, if an imported credit card transaction did not match to an expense item,
it would display in an Unprocessed Level 3 Transaction Data grid on the Edit Expense
Report page.

Unprocessed Level 3 Transactions

tl 'Record 1D Merchant Name Date Amount “Expense Items | -
l# [ 928 HUDSONNEWS 5T1089 04/21/2016 2.8500 | Hotel v |
L B27 HUDSON 5T1385 04/21/2016 2.9900 | Select Expense Item v | -

Expense Items

This change removes the Unprocessed Level 3 Transactions grid and changes the process
for unmatched transactions. If an unmatched transaction enters Expense Track, it

will default to an expense item determined by your company Administrator, and display
in the Expense Items table in red flag status (¥). In addition, only the Move icon

will be available in the Actions column. The expense report cannot be submitted until
you fix the unmatched transaction.

For example, in the image below, two transactions entered unmatched and defaulted
to Select Expense Item, as determined by an Administrator. The user can

fix this issue by selecting the appropriate expense item from the Item drop-down
and then clicking Save.

Note: Administrators must set the default expense item using system setting 2320 — Default Expense
Item for Unmatched CC Transactions.

Expense [tems

Expense [tem : | Select Expense Item M Add List| Detail
Status Date v+ |ltem v a Vendor v & Type »++ | Qty » s/ Amount v a| Line Total | Actions
[Pre-Paid]
v 12/04/2016 | Select Expense Irem v || AMAZON SERVICES-KINDLE = 1.00 1.0800 $1.08( 3, |
v 12/04/2016  |[Select Expense ltem v || AMAZON SERVICES-KINDLE = 1.00 1.0800 $1.08( i3,
-
Delete Move Expense(s) | Select Report ¥ Entered Expense Total: $2.16
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Require Receipt Images on all Expense Reports

Expense Track now requires users to attach receipt images to all expense reports,

either at the header or line item level based on the Administrators determination. The
system will display an error message for any expense report submitted without a receipt
image.

Note: Administrators must use system setting 2161 — Enable Attachment/Receipt Requirement for

Expenses to set receipt requirements. Receipts can be required at the header level, expense item
level, or both.

Expense Items

Expense ltem : | Select Expense ltem v List| Detail
| |Status |Date v &« |ltem v & Vendor v & [Type v a Qty v a| Amount v 4| Line Total Actions
[Pre-Paid]
(B W 02/04/2017 || Car Rental v ||test Transportation 1.00 600.0000 $600.00 # ?(E‘. E “
Details

Item Description:

Expense Description: Test

Date from: 02/04/2017

Account Code: 1001-7520-2271-70309
Vendor Name: test

Attachment(s):

@ mobile-01-24-2017-5341.jpg (Notes: mobile-01-24-2017-5341 jpg)

v | Required line level receipt is missing. |

Move Expense(s) | Select Report r Entered Expense Total: $600.00
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Update Delegate User Functionality

This item expands the functionality on assigning users to perform tasks on behalf
of other users. For the purpose of this change, note the following user roles:

e Delegator user: user that assigns (delegates) their expense reports to another
user

e Delegate user: user assigned to manage another user's expense reports on their
behalf

Delegate users can now be assigned from the Status page (user name drop-down > Status).
A Delegation section has been added, which allows you to search for and assign other
users to manage your expense reports.

In/Qut Status for Test User 1

Status IN v
Note

Return Time

Return Date
Substitute n

Clear Entries
Delegation Expense Delegates
Expense ¥ Mo expense delegates assigned.
Add
Monitoring Being Monitored
n No one is monitoring your In/Out status.
Add

You are not monitoring In/Out activity.
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If you are logged in as a Delegate user, a new menu option titled Delegation will
display under your user name drop-down.

Test Approver -

6 Info

L Profile
© Help

e | -
= Delegation "“

|™ Status: IN
@ LogOut

Clicking Delegation opens the Act as a Delegate page. This page displays a sortable,
filterable grid that includes the names of the Delegator users you can access and

information on their profiles. Click the question mark icon (") for a guided tour
on how to use this page.

Act as a Delegate

Unassigned Unassigned
User ~ gn S18 Drafts Open Reports
Transactions Receipts
Test User 1 0 0 3 0
M ¢ Page |1 of1 MW |20 ~ Showing 1 -1 of 1 items

Clicking a user name in the Act as a Delegate grid opens the Delegator user's Expense
Dashboard, where you can manage their expense reports.

Note: Once a Delegate user edits and/or saves a Delegator user’s expense report, it will display
under the Delegate user’s open expense reports.

(see image on next page)
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Test Approver
¥ ExpenseTrack PP
pense lracx M  Travel & Expense ~ on behalf of

TestUser1 =

Expense Drafts Itineraries Update
1- 3 of 3 item(s) Create Expense Report Did you know?

You can view your travel Itinerary if

Report Title Date Requestor Total Actions you are a member of Triplt ?an

Sep16 10/17/2016 Test User 1 $0.00 » x online Travel Organizer. Click on the
lndare hutran above and fallow the

Augle 07/26/2016 Test User 1 $0.00 » x )
Receipts

August 2016 07/25/2016 Test User 1 $0.00 » x
Did you know you can e-mail pictures
of your receipts to Expense Track
from your phone?

All Expenses

1-4 of 4 item(s)

Report Title Date Requestor Report #  Status Total Actions Reports

Sep16 08/01/2016  Test User 1 373 Eully Released $66.23 @ @ YTD Expenses @
July 2016 07/25/2016 Test User 1 358 Fully Released $560.58 &

Company lunch 07/25/2016 Test User 1 357 Fully Released $50.00 g &

Weekly expense 07/22/2016 Test User 1 352 Fully Released $32.78 ¢ &



