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Introduction

Welcome to the latest version of Zeno Expense. As well as giving the software a major facelift we've added
some great new features, helping you to process your company expenses faster and easier than ever before.

The most exciting change is that this version is compatible with the Zeno Mobile app, enabling you to capture
and submit your expenses on the fly. If you haven't already downloaded the app it's available free of charge
from the Apple App Store or Google Play.

Using the in-app camera, you can capture images of your tax invoices for both cash and corporate card
expenses. Zeno Mobile's Optical Character recognition (OCR) feature will automatically convert captured tax
invoices into expense claims, and auto-match them to corporate card transactions. If your company has
enabled full acquittal of expenses via mobile, you will also be able to code and submit your expense items from
the app. Approvers can use the app to review and approve/reject expenses at any time.

In Zeno Expense, you can choose how you want expense information to be displayed — ‘CARD VIEW' or ‘LIST
VIEW'. You can switch between the different displays by using the ‘SWITCH TO XXX' link located at the bottom
centre of either screen.

If CARD VIEW (default display) is selected, you can see the details of any images you have captured via the
mobile app or from email receipts (in blue) on the left-hand side of the screen. On the right-hand side of the
screen you can see the current status of expense items that have already been entered into the system.

If LIST VIEW is selected, you will simply see a list of claims and their current status.

We have also added the Knowledge Base feature that you can access by clicking on the (?) icon in the upper
right-hand corner of the screen. This site provides detailed information and instructions about the features of
Zeno Expense.
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Zeno Mobile App

Zeno is an integrated travel and expense app that enables Zeno customers to manage their travel bookings
and expense claims when they're away from the office. The app is available for iPhone and Android devices
and can be downloaded free of charge from the Apple App Store or Google Play.

To set up the mobile app:
Download the “Zeno" app from the Apple App store or Google Play

Choose login to EXPENSE and enter your email address and password (the same login credentials you use to
access the desktop application of Zeno Expense).

Log Into:

gf TRAVEL
EXPENSE

or

LOG INTO BOTH

If your company uses Single Sign On, you'll need to generate a code from the desktop application, before you
can access the mobile app. You'll only need to do this the first time you login to the mobile app, as once you
have successfully authenticated, you can create a PIN number or use phone security features such as fingerprint
or Face ID for future logins.
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To generate a code from the desktop application:
Login to the desktop version of Zeno Expense.

Click on your profile icon and select MOBILE APP from the drop-down menu:

Corporate Card Expesses

MaobilsEmal Expetds N = Cadporate Card Expafied

Corparae fae e

From the Mobile App screen, click GENERATE CODE:

Zeno

Mobile App
Connect
Cemannecon_
Bene 1 3 [ ection of th ea
de d t e entered
Codes expl aur e | BEmer

The access code will immediately be displayed on the screen (please note: the code is only valid for one hour).

To use the code:

Open the Zeno mobile app, select login to Expense and enter your registered email address and access code in
the fields provided:

Enter your Expense details

Create a 4-digit PIN number for future logins
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Using the mobile app

To create a new expense:
Use the orange “+" button at the bottom of the main screen:

Expense

MY CASH

MY CORPORATE CARD

MY MILEAGE

EXPENSE APPROVALS

Choose the type of expense you wish to add from the available options:

Add corporate card expense

Add cash expense
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Selecting “Add corporate card expense” or "Add cash expense” will immediately open your phone camera
(assuming you have given permission for the Zeno app to access your camera), so you can capture an image of
your tax invoice. If you hold your phone steady over a receipt, smart technology will detect the edges of the
document and automatically take a photo. Alternatively, you can add an image from your camera roll or
manually take a photo by clicking the button.

Once an image has been captured, a claim form will automatically open so you can enter details about the
expense. If you're a submitting a expense on behalf of another user you can select their name from the
"Save/submit as proxy” field:

Diners Dual Cards

Sales - STOO1

AUD - Australian Dallar

ADDITIONAL INFORMATION
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Pre-populated information (black text) should be checked for accuracy. If necessary, suggested coding details can
be changed by clicking into the field and selecting a different value from the dropdown list.

Information must be manually added to fields coloured orange. To do this, tap into the field and type a
description or select from the list of options displayed. If the value you are looking for doesn't appear on the
list, you can enter relevant text (or numbers) in the search field to bring up a shortlist of options.

Training » 5002-07
Travel= Domestic=53112-01

Travels Intecnationsl = 5112.02

If you select an Expense Type/GL Account that attracts Fringe Benefit Tax (FBT), you'll also need to add some
information about the Attendees before you can submit the claim:

Lrews)

WAS yose ranagerfappraves prasnn ?

Optical Character Recognition (OCR) technology is used to populate fields in the ‘Additional Information’ section
so there’s no need to complete these fields manually. However, if you don't want to wait for the OCR process to
run you can complete them if you wish.

10
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The 'Optional Information’ section allows you to add the expense to an existing Group of expenses or
create a new Group if required. Notes and comments can also be included in this section.

Domestic Travel & Meals - 62015

AUD - Australian Dollar

ADDITIONAL INFORMATION

OPTIONAL INFORMATION ~

My QLD trip 14-16 Feb 2022

Dinner to celebrate achievesent of key
milestone

susMIT

Once all the required data has been entered the SUBMIT button will turn orange. Click this option to
submit the expense or select SAVE.

If an item triggers a policy alert, you will be notified of the breach and will need to acknowledge or address the
issue before the item can be submitted.

EXPENSE ITEM #1013580
ACCOUNT » OUT OF POCKET CLAIMS
POLICY WARNINGS

o Limit oxcondod for stalf coffee/mnals

1 scknowiodge/have addeeased thesc policy issues

Sales - ST001

1
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A 'Processing’ message will be displayed if Zeno Expense needs to wait for OCR results to populate the
'Additional Information’ fields and when Zeno Expense requires transaction details to be supplied by your
card provider for corporate card claims. However, once this information is received, the expense will
automatically submit without further action by you:

Processing
Your expense will be submitted
automatically after further
information is collected

OK

sUBMIT

Mobile Mileage
If mobile mileage is enabled for your company when you click the orange “+" button to start a new claim you'll
have additional options to choose from:

Start tracker

Add corporate card expense

"Start tracker” records a trip and the exact route travelled in real time. Once you stop recording, the route taken
will be displayed on the screen along with the distance travelled.

With "Add mileage” you can enter the start and end addresses of a trip and the app will calculate the distance
travelled using the shortest route between the locations:

12



© 1 Talovaea Rosd Macquarie Park NSW. Austraia

Q7% Ciizaboth Street. Sydney NSW, Aentrala

ADDKTIONAL INFORMATYON

Note: to use mapped mileage you'll need to switch on “Location services” while using the Zeno app on your
phone.

Mobile Expense Approval

If you're an authorised Zeno Expense Approver you will also have an 'Expense Approvals’ section on the Zeno app.
Clicking into this will display an overview of items that have been submitted for your approval. Expenses can be
bulk-approved/returned by selecting the ‘Return All' or ‘Approve All" options. If ‘Return’ is chosen, you'll be
prompted to enter a reason for the decision.

Amnl’uw 300.00

Avchiand site vidit

‘Oi-(ll' w'flkﬂ 10.00

—_—
Taul tn Alrnars

13
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if you'd like to view attachments, GL coding, attendee details, vendor information and any policy breach/warning
messages associated with a claim, click into the item before you Approve/Return the expense:

Alison Turnee

14
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Email Receipts

The ‘Email Receipt’ functionality allows you to forward emails that contain receipts or tax invoice attachments to
receipts@zeno.com. Providing the email is sent from the same address that's registered in your Zeno Expense
user profile, the tax invoice will automatically be converted into a new expense item and displayed in the
Mobile/Email Expense items column of your Zeno Expense CARD VIEW “Expenses’ screen:

Reports E 0
Cash & Other Expenses Corpocate Card Expenses Groups
Mobile/Email Expente Items . Casn & Other Expentes

Cash & Orhes o

N MY CORPORATE CARD

E RECRPTS

Email receipts for Proxy users

If you're submitting expenses on behalf of a colleague, you can enter their email address in the “cc’ field when
you forward the email to receipts@zeno.com, and the tax invoice will be sent directly to their Zeno Expense
account instead.



mailto:receipts@zeno.com
mailto:receipts@zeno.com
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Uber Integration

Auto Expensing Your Uber Rides

If you use Uber for work trips, you can set up “Serko Zeno” as your 'Expense provider” in the Business profile of

your Uber app enabling receipts for rides booked under your business profile to automatically flow through to
Zeno Expense:

1. Open your Uber app > Go to “Account” > Select “Wallet”

Profile

w 480

Safety check-up (
' p -

Messages

Uber One

Business hub
: Sendagift

Settings

Open your “Business” profile (or create one first, if required)

b4 Wallet

Ride profiles

H Personal

._ Add amother business profile

Viouchers

@ “ouchers

4+ Add voucher code

Promotions

B Promoticns

+ Add promo code
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3. Tap "Expense Provider”

(_
Profile settings

& Profile name
Default payment
Emall for receipt

Travel reports

Expense provider

4.  Select “Serko Zeno”

—

YR I U Iy U 1
your expensin
bus [

Certify
Chrome River
Concur
Expent
Expens
Happay
Receipt Link

Rydoo

Zoho Expense
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5. Check your business email address is correct and click “Confirm”

.&
Expense provider

Confirm the emai

useni@domain.com

6. You will receive an email from Uber to verify the integration. Click the “enable” button in the email to confirm
that receipts from Uber rides booked using your business profile should automatically be sent to Zeno
Expense.

You're now
confirmed

18
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Two Factor Authentication

For extra security, Zeno Expense can now support Two Factor Authentication (2FA) for users that login into the
desktop application using email address and password. If 2FA is enabled for your company, you will see the
"TWO FACTOR AUTHENTICATION" option in the dropdown menu under the ‘person’ icon in the top menu bar:

Expenses 7 Approval 8 Finance 12

Cash & Other Expenses () Corporate Card Expenses 4 Groups

XY B Jate UnsuBMitted FILTER DY Group Account

Mobile/Email Expense Items . Cash & Other Expenses

Current

Mileage Allowance

Selecting this option will open the “Configure Two Factor Authentication” page where you can setup 2FA. The
page displays a QR Code which should be scanned using the Microsoft or Google Authenticator app on your
mobile phone:

Configure Two Factor Authentication

Two Factor Authentication

QR Code

Code

Verify Code

The app will generate a six-digit code which should be entered into the “Code” field to setup 2FA. Note: the code

generated by the authenticator app is time sensitive (regenerates every 30 seconds), so you'll need to act quickly
or wait for the next code. Once a valid code has been entered, a confirmation message will be displayed to let
you know that 2FA has been activated.

19
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Configure Two Factor Authentication

Two Factor Authentication

QR Code

Two factor authentication is enabled.

After 2FA has been activated you'll be prompted to enter a new 2FA code each time you login to Zeno Expense
(desktop only). To obtain a valid code, open the authenticator app you used to set up 2FA and type in the code
displayed for your Zeno Expense account. Note: the authenticator app regenerates the code every 30 seconds,
so to authenticate successfully you'll need to enter the code displayed in the app at the time of login.

Remove 2FA
If you lose your phone and need 2FA to be removed from your account, please contact a member of your
finance team who has Admin rights to Zeno Expense and they will be able to disable 2FA on your behalf.

20
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Cash & Other Expenses

Card View

For expenses not incurred on a corporate card, items can be entered using the ‘Cash & Other Expenses’ tab.
This includes out of pocket expenses, cash advances, allowances, and mileage claims. By default, you will see the
CARD VIEW screen.

New Cash Expense (with mobile/email Content)

If you've already captured details about the expense using the Zeno app you'll see the item displayed as
“Incomplete” on the right-hand side of the screen:

Zeno w 1 nepes B @
Cash & Quhir Expenses n Corporate Card Expanses Groups
ST BY Dare - STATUS Ut ubmsined - FILTER &Y Group ACcoune + ADD EXFINSE m
Maobile/Email Expense ltems . Cash & Other Expenses
CUrTRAL = O INCOMPLETE

HAMBRIHI

Ot of Pocksl Clair

0.00
AUD

e

Open the item by clicking on the card. A thumbnail image of the receipt will be displayed at the top of the
claim form. Enter any missing details about the expense into the required fields along with any notes or
comments you wish to add to support the claim. When all the mandatory fields have been completed the
item can be sent for approval by clicking the green SUBMIT button on the right-hand side of the screen.

If you'd prefer to save the item for submission at a later date, click the orange SAVE button. When you return to
the ‘Card View' screen you'll see this item marked as NOT SUBMITTED. If you wish to send all NOT SUBMITTED
items to your approver with one click, use the SUBMIT ALL button. This will submit all outstanding items on the
right-hand side of your screen (including any RETURNED items).

New Cash Expense (no mobile/email content)

To enter a new out of pocket item when you have not captured the expense using the Zeno Mobile app, click
the orange ADD EXPENSE button to start the claim. Use the dropdown menu under Expense Type to select ‘Out
of Pocket Claims'.




ZEN0O

Add a Tax Invoice
You can attach the tax invoice in the following ways:

Click on the TAX INVOICE icon and search your network for the correct file

Locate the correct file and drag & drop onto the TAX INVOICE icon

Select RECENT TAX INVOICES from the ITEM HISTORY drop down menu and this will display tax invoices
that were previously added in the system. Click on the image to view a larger version or drag and drop it
onto the TAX INVOICE icon

A thumbnail image of the tax invoice will be displayed at the top of the claim form. Please note that there is a
maximum file size limit of T0MB per attachment. The following file formats are supported: pdf, jpg, jpeg, png,
bmp, msg, doc, docx, xIs, xIsx, ppt, pptx, tif, tiff.

Coding Details

Depending on your company'’s configuration, some or all of the coding fields may be pre-populated. Please
check these for accuracy before continuing, otherwise, enter coding details for the expense in the relevant
fields.

Note: When certain expense types are selected you may be required to enter additional details such as
attendee information for entertainment claims, or number of nights for accommodation expenses.

Expense Details

Enter the date of the expense using the calendar pop-up

Type the reason for the expense in the ‘Description’ field

Select the currency: By default, your home currency is offered, and therefore the exchange rate is set to 1. If
you change from the default currency, an alternative exchange rate may be shown. You can overwrite this
rate if you choose

Select a vendor from the dropdown list or if it is not available just type the vendor’s name.

Enter the gross value of the item in the currency you previously selected

'Is GST included?’ Select 'Yes' or ‘No'. If you click 'Yes' Zeno Expense will automatically calculate the
applicable GST amount based on your region’s default rate. However, this amount can be overwritten if the
actual GST amount charged by the vendor is different from the default rate. Note: the ‘Is GST included?” field
will default to ‘No' if the expense is not in your home currency

If a tip was paid then enter the amount paid in the field marked ‘Tips’ (Zeno Expense automatically calculates
the GST amount as a percentage of the gross amount minus the tip)

‘Do you have a tax invoice?’ select 'Yes' or ‘No’

Notes and Comments
Add any notes and comments to support your claim (optional).

22
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Out of Pocket Claims

ITEM MISTORY

Coging detade

Mardware for wales conference

ALSTRALIAN DOLLAR

Submitting the Item
The expense item is now ready to send to your approver by clicking the green SUBMIT button on the right-
hand side of the screen.

If you'd prefer to save the item for submission at a later date, click the orange SAVE button. When you return to
the ‘Card View' screen you will see this item marked as NOT SUBMITTED. If you wish to send all NOT SUBMITTED
items to your approver with one click, use the SUBMIT ALL button. This will submit all outstanding items on the
right-hand side of your screen (including any RETURNED items).

List View
To switch to LIST VIEW, use the SWITCH TO LIST VIEW link located at the bottom centre of the CARD VIEW
screen. This will display a summary of all your Cash & Other Expenses and the current status of each item:

Zeno Expenses Travel Approval Finance Admin Reports B o
Group By Q + ADD EXPENSE
Gawh § O Exporsen 3 hamis) 113348 AU0 ~

ZR ] sovr

em Date Descnption Status
I ) #98550 2500672022 B i v | NoT suswiTTED | 33.22 365.40
#97980 01/06/2022 Sanéage Niowaece 0.00 2.08

23
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The icons on the left-hand side of the page will give you further details about the claim without having to open
the item:

2 Ne

e Red Bar - claim has triggered a policy breach flag

e Checkbox - allows you to select multiple claims to perform a single action (e.g. SUBMIT)

e Tax Invoice - dark grey = supporting documentation attached (hover your mouse over the icon to see a
thumbnail image of the tax invoice). Light grey = no attachment

e Speech bubble - dark grey = notes have been added to the claim by others. Light grey = no notes have
been added

e Arrow icons - lets you know if this item has been forwarded or escalated

o No entry sign - for use with corporate card items that you want to ‘make personal’

Expense items with ‘Not Submitted” status can be edited/deleted as required.

New Cash Expense (with mobile/email content)
Click the orange ADD EXPENSE button to generate a new claim form. Use the Expense Type dropdown menu
to select ‘Out of Pocket Claims'.

Pairing with a Mobile/Email Card

Locate the mobile/email card for this item by navigating to the ITEM HISTORY dropdown menu and select
MATCHING MOBILE/EMAIL CONTENT. This will display the items captured via the mobile app or tax invoices
received through email that closely match the item. Find the item you wish to claim and drag & drop the card
onto the claim form or click the grey bar labelled ‘pair with this expense item'’. Details from the card will
automatically be transferred to the new expense form.

Add a Tax Invoice

If there is an image attached to the mobile card a thumbnail of the image will automatically be displayed at the

top of the claim form. To attach a tax invoice from a different source:

o Click on the TAX INVOICE icon and search your network for the correct file

o Locate the correct file on your network and drag & drop onto the TAX INVOICE icon

o Select RECENT TAX INVOICES from the ITEM HISTORY drop down menu and this will display tax invoices
that were previously added in the system. Click on the image to view a larger version or drag and drop it
onto the TAX INVOICE icon

Coding Details
Depending on your company'’s configuration, some or all of the coding fields may be pre-populated. Please
check these for accuracy before continuing. Otherwise, enter the coding details for the expense item in the
relevant fields.

Note: When certain expense types are selected you may be required to enter additional details such as attendee
information for entertainment claims, or number of nights for accommodation expenses

24
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Expense Details

e Enter the date of the expense using the calendar pop-up

e Type the reason for the expense in the ‘Description’ field

e Select the currency: By default, your home currency is offered, and therefore the exchange rate is set to 1. If
you change from the default currency, an alternative exchange rate may be shown. You can overwrite this
rate if you choose

e Select a vendor from the dropdown list or if it's not available just type the vendor’s name. Vendor names
with an asterisk (*) next to them were setup by your company, vendor names without an (*) next to them are
ones you have manually entered for prior expenses

e Enter the gross value of the item in the currency you previously selected

e ’Is GST included?’ Select ‘Yes' or 'No'. If you click 'Yes' Zeno Expense will automatically calculate the
applicable GST amount based on your region’s default rate. This amount can be overwritten if the actual
GST amount charged by the vendor is different from the default rate. Note: the ‘Is GST included? field will
default to ‘No' if the expense is not in your home currency

o If atip was paid then enter the amount paid in the field marked 'Tips’ (Zeno Expense automatically calculates
the GST amount as a percentage of the gross amount minus the tip)

e ‘Do you have a tax invoice?’ select 'Yes' or ‘No’

Notes and Comments
Enter any notes and comments to support the claim (optional).

Submitting the Item
When all the mandatory fields have been completed the item can be sent for approval by clicking the green
SUBMIT button on the right-hand side of the screen.

If you'd prefer to save the item for submission at a later date, click the orange SAVE button. When you return to
the ‘Card View' screen you'll see this item marked as NOT SUBMITTED. If you wish to send all NOT SUBMITTED
items to your approver with one click, use the SUBMIT ALL button. This will submit all outstanding items on the
right-hand side of your screen (including any RETURNED items).

New Cash Expense (no mobile/email content)
To enter a new out of pocket item when you have not captured the tax invoice using the Zeno Expense mobile
app or sent it through email, click the orange ADD EXPENSE button to start the claim. Use the dropdown menu
under ‘Expense Type’ to select ‘Out of Pocket Claims'.

Add a Tax Invoice
You can attach the tax invoice in the following ways:

o Click on the TAX INVOICE icon and search for the correct file

e Locate the correct file and drag & drop onto the TAX INVOICE icon

o Select RECENT TAX INVOICES from the ITEM HISTORY drop down menu and this will display tax invoices
that were previously added in the system. Click on the image to view a larger version or drag and drop it
onto the TAX INVOICE icon

A thumbnail image of the tax invoice will be displayed at the top of the claim form. Please note there is a
maximum file size limit of 10MB per attachment. The following file formats are supported: pdf, jpg, jpeg, png,
bmp, msg, doc, docx, xls, xlsx, ppt, pptx, tif, tiff.

25
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Coding Details

Depending on your company’s configuration, some or all of the coding fields may be pre-populated. Please
check these fields for accuracy before continuing, otherwise enter the coding details for the expense item in
the relevant fields

Note: When you select certain expense types you may be required to fill in further details, such as attendee
information for entertainment expenses and ‘Was your regular approver present? If you answer ‘Yes' to the
question ‘Was your regular approver present?’ your claim will be escalated to your regular approver’s default
approver. You can easily recognise escalated claims by the dark grey arrow symbol in List View

Expense Details

o Enter the date of the expense using the calendar pop-up

e Type the reason for the expense in the ‘Description’ field

o Select the currency: By default, your home currency is offered, and therefore the exchange rate is set to 1. If
you change from the default currency, an alternative exchange rate may be shown. You can overwrite this
rate if you choose

e Select a vendor from the dropdown list or if it's not available just type the vendor’s name. Vendor names
with an asterisk (*) next to them were setup by your company, vendor names without an (*) next to them are
ones you have manually entered for prior expenses

e Enter the gross value of the item in the currency you previously selected

e ’Is GST included?’ Select ‘Yes' or ‘No'. If you click 'Yes' Zeno Expense will automatically calculate the
applicable GST amount based on your region’s default rate. This amount can be overwritten if the actual
GST amount charged by the vendor is different from the default rate Note: the ‘Is GST included?’ field will
default to 'No' if the expense is not in your home currency If a tip was paid then enter the amount paid in
the filed marked 'Tips' (Zeno Expense automatically calculates the GST amount as a percentage of the gross
amount minus the tip)

e ‘Do you have a tax invoice?" select 'Yes' or ‘No’

Notes and Comments
Enter any notes and comments to support the claim.

Submitting the Item
The expense item is now ready to send to your approver by clicking the green SUBMIT button on the right-
hand side of the screen.

If you would prefer to save the item for submission at a later date, click the orange SAVE button. When you
return to the ‘Card View’ screen you will see this item marked as NOT SUBMITTED. If you wish to send all NOT
SUBMITTED items to your approver at one time, use the SUBMIT ALL button. This willsubmit all outstanding
items on the right-hand side of your screen (including any RETURNED items)

26
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Unsubmit (recall) a claim

If you need to edit or delete a claim that you've already submitted, you can use the “Undo Submit” button to
recall the item.

Select "Submitted” from the options in the ‘Status’ dropdown menu:

Expenses Travel

Cash & Other Expenses e Corporate Card Expenses 6
SORT BY ‘ Date ~ ’ STATUS ’ Unsubmitted ~ FILTER BY Group -~ Account
Unsubmitted
Mobile/Email Expense Items , sh & Other Expenses
Returned
Cash & Other -~ D
Approved/Posted

Locate the item you wish to recall, open the claim form and click the "Undo Submit” button:

#97941 - Out of Pocket Claims ] PRINT
@ DUPLICATE
UNDO SUBMIT
PAOAAAAAS
ITEM HISTORY W
@ Staff Coffee spend
Created 02/06/2022
Coding details Turner, Alison
Cost Centre Sales Submitted 02/06/2022
Turner, Alison
Expense Type Staff Coffees / Meals
Assigned Approver 02/06/2022
Project Code Turner, Alison

A pop-up message will confirm that the item has be successfully unsubmitted.

Note: Zeno Expense supports a number of configuration options for the ‘Undo Submit’ functionality, so if
you're unable to recall a claim, it may be because your company has different rules in place for when this
action can be performed

27
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Splitting an Item
On occasion, you may need to split an out of pocket/cash expense into multiple items, assigning portions to
different expense codes.

To do this, open/add the expense and fill out the item details assigning the full amount to one of the codes you
wish to use. When you're done, click SAVE instead of SUBMIT.

$54547 - Out of Pocked Claames

et SAVE
= o T

PRINT

Coong catais
DELETE

Default Cost Cantrels)

SPUIT

BANK AND FINANCE CHARGE

DUPLICATE

TEM HISTORY

From the ‘Cash & Other Expenses’ screen, re-open the item and you'll see the option to SPLIT on the right-hand
side.

Select whether to split the claim using the exact currency amount ($ Value), percentage of the total item (%
Percent), or by equal amounts (= Equal).

Spit Exgorae em

4545 Asausl security trainng fee

2418 Travel cost

e From the dropdown menu choose how you wish to split the item. You can select any coding value (expense
type, cost centre, etc.) from your company’s list.

e Place the cursor in the auto fill field and select a relevant code. Fill in the amount ($ value or percentage) of
the total you want to assign to this code.

e Use the + ADD ROW button if you need to add extra lines. Repeat the process until you have accounted for
the full cost of the original item.

o Complete the GST information and enter a Description for each line

o Click SAVE. This will return you to the CARD or LIST View where you can see that the expense has been split
into separate items. Click on each item to add any attachments or missing data then SUBMIT or SAVE

the claim.
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Allowances

Create a New Claim
In the Cash & Other Expenses tab (card or list view) click the orange ADD EXPENSE button. Use the dropdown
menu under Expense Category to select the type of allowance you wish to claim.

Cash/Other Expense ‘
Expense Category v Out of Pocket Claims iJ
Per Diem Allowance
Coding details Bulk Supplies Purchase
Mileage Allowance

Coding & Expense Details
The information you need to enter for Allowances will depend on your company’s configuration and the type of
allowance that you're claiming, an example mileage claim form is shown below:

CastOther £ xparme .

Mileage Aliowance :

Codng detads
Saley v
Domestc Travel & Meals v
v
v
Expensa detals
t Talavera Road, Macquarie Park NSW v
Austrata
75 Elizabeth Sireet, Sydaey NSW, Australia v

Map  Satelite 1

B0 oo We
P,

(A% ) DoeWt r~
Erechvele 4

£astwood .
Cratswood Mardy

2 (A% ) Ryde y
m ' B

Once all the mandatory fields have been completed, you can SAVE or SUBMIT the claim.
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Cash Advance Requests

Create a New Request

e In Cash & Other Expenses (Card or List View) click the orange ADD EXPENSE button. Use the dropdown
menu under Expense Type to select ‘Cash Advances’

o Complete the coding information as required

e Select a date in the ‘Amount required by’ field. Please note that your administrator may have set a minimum
lead-time for cash advance requests, in which case, Zeno Expense will not allow you to select a date any
earlier than this

o In ‘Expense details’, give a reason for the cash advance and the amount you require. You can use the ‘Notes
and comments' field to add any extra information to support your request

Submit the Request

Click "Submit’ at the top of your screen. Your default approver and finance department will automatically receive
an email advising them that your claim is ready to review.

Reconciling a Cash Advance Request

To reconcile an out of pocket claim against a cash advance, navigate to the ‘Groups’ tab (in your 'Expenses’
menu) and locate the approved cash advance from the dropdown menu. When you open the request, you will
see two claims, one labelled AMOUNT BORROWED showing the total amount that was advanced and the other
labelled CASH REPAYMENT.

- Groups
J Cash Advance Request . Expanses (2000420 4:51.07 AMY v

ORISR . >t JRRECTORER .01 consovco

REPAYMENT AGAINST £#75500

Out of Pocket Clams Out of Pocket Clams

1500.00 -1500.00
AUD AUD

Cash Advance Request - Expenses @ Cash Advance Request - Expenses

Using the ADD EXPENSE button within the grouped items (or by dropping mobile cards onto the grey box)
enter your out of pocket expenses associated with the cash advance. As you SAVE each item you will see the
CASH REPAYMENT amount adjust to reflect the amount of money you still need to account for. The CASH
REPAYMENT amount will disappear when there is no outstanding balance owed by you.
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/ Cash Advance Roguest - Exponses (20004720 4 51 07 AMy -
R
AP 202 [ CASH REPAYMENT | CRLSEESCI AMOUNT BORROWED

REPAYMENT AGAINST #75500

Cut of Pocket Clawms Out of Pocket Clams
1120.00 -1500.00
AUD AUD

Cash Advance Request - Expemses B Canhs Advance Request - Experies 8

OfficeMax

b Out of Pocket Claims
380.00

B e AUD

Cash Advance Request - Expenses e

Once you have entered all your claims, use the SUBMIT GROUP button to send the expenses for approval.

Balancing the Claim Amount

[B) summary of submission X

Ikem# Date Description Label Account Amount

Cash Advance
REQUESTED IN #75495 FOR 'Cash  Request - Expenses Out of Pocket 150000
Adeance (20032045107 Claims ALD

AM)

75500  30v04/2020

Cash Advence
REPAYMENT AGAINST 278 N
e SR HRAT AR .,,'.'?°.,,?L 75500 Request - Expenses Out of Pocket 11200
75501 30/03/2020 PAY THIS AMOUNT TO YOUR OO AT Cal A
COMPANY AFTER FULL APPROVAL :"‘{'. < e ¥ 5
wy

Cash Advance

- OfficeMax Request - Expenses Out of Pocket 3800
172 2 €/04/902 A
75502 15/04/2020 Workshop Materials (200032045107 Ciaims ;,g

AM)

T 000

By submitting these expenses you agree to this declaration

If the total value of the entered expenses is less than the requested cash advance, you will see this in the
'Summary of submission’ screen when you click to SUBMIT the group.

When this happens the REPAYMENT AGAINST entry will be equal to the difference between the cash advance
requested and the total value of the expenses reclaimed.
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Grouping Items

If you want to group a number of items under one name (e.g. ‘September’ or ‘Trip to NZ') you can use the
'Group’ field within an item to create the heading of your choice.

_:lu you have a tax Yiae “ v
invoice?

Group My QLD trip 14-16 June 2022 v

Motes and
comments

Once you have assigned a group name to an item, the name will be available on the dropdown menu in the
groups field for you to add other expenses. You can SUBMIT or SAVE individual items as you go. If you choose
to SAVE you can use the SUBMIT ALL button under the groups tab to send all the items in the group to your
approver with one click.

To view all items within a group, select the ‘Groups’ tab from the Expenses home page and click on the name of
the group you wish to view.

AS A

Cash & Other Expernses : Corpocate Card Expenses

Mgy Urgrouped items - & covos
e e : INCOWPETE
100.00 HOLTON SYONEY

AVD

[ noT suamirio |

Milesre Adowance

HILYON SYDNEY

2200029 - VIOA Cand
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Corporate Card Expenses

Card View

To view your corporate card expenses, click on the Corporate Card Expense tab. By default, you will see the
CARD VIEW screen. If you prefer LIST VIEW, use the SWITCH TO LIST VIEW link located at the bottom centre of
the screen.

Complete a Corporate Card Item (with mobile/email content)

An orange MATCHED label on any of the items signifies that Zeno Expense has automatically paired a mobile or
email card with an item from your corporate card statement. If you click on the MATCHED item, you will see
that the image and any details from the card are already included on the claim form. In this case you can check
the data for accuracy and complete any missing fields before you SUBMIT or SAVE the item. There is an orange
UNDO button at the top of the form if the mobile card has been incorrectly associated with an item.

weRau g wisnuan Ly vencan -
Mobile/Email Expense Items 620 00 315 00 ‘]12 50
AUD AUD AUD
Corporate Card - () 20200529 - VISA Card v 20200529 - VISA Card v 20200529 - VISA Card v
24 APR 2020
20 MAY 2020 INCOMPLETE 20 MAY 2020 INCOMPLETE 28 APR 2020 INCOMPLETE
P REDCLIFFE REDCLIFFE W.A TAXIEPAY AUSTRALIA [EH
VISA Card VISA Card VISA Card
= AUD AUD AUD
20200529 - VISA Card v 20200529 - VISA Card v 20200428 - VISA Card
28 APR 2020 INCOMPLETE 24 APR 2020 INCOMPLETE 20 APR 2020 | MATCHED |
S THE COFFEE CONNECTION coLes

VISA Card = VISA Card = VISA Card 7
450.00 13.43 9.19

20200428 - VISA Card ~ 20200424 - VISA Card 20200420 - VISA Card hd

I

If you need to manually associate a mobile or email card with an item, drag & drop the (blue) card onto the

item from the left side of the screen. Zeno Expense will automatically attach the image to the claim form and
update the description field in the claim with details from the mobile or email card. (There is an UNDO/REDO
toggle button to change back to the original description if required). Complete any missing data in the fields
provided and SUBMIT or SAVE your claim.

Complete a Corporate Card Item (no mobile/email content)

To submit an item in your corporate card statement when you have not captured any details using the Zeno
Expense app or through email, start by clicking on the item to generate a claim form.
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Add a Tax Invoice
You can attach the tax invoice in the following ways:

o Click on the TAX INVOICE icon and search your network for the correct file

e Locate the correct file and drag & drop onto the TAX INVOICE icon

e Select RECENT TAX INVOICES from the ITEM HISTORY drop down menu and this will display tax invoices
that were previously added in the system. Click on the image to view a larger version or drag and drop it
onto the TAX INVOICE icon

A thumbnail image of the tax invoice will be displayed at the top of the claim form. Please note there is a
maximum file size limit of 1T0MB per attachment. The following file formats are supported: pdf, jpg, jpeg, png,
bmp, msg, doc, docx, xIs, xIsx, ppt, pptx, tif, tiff.

Coding Details

Depending on your company’s configuration, some or all of the coding fields may be pre-populated. Please
check these for accuracy before continuing, otherwise enter the coding details for the expense item in the
relevant fields.

Note: When certain expense types are selected you may be required to enter additional details such as attendee
information for entertainment claims, or number of nights for accommodation expenses.

Expense Details

e Any details provided by your corporate card supplier such as date of the expense, currency used, and
amount spent will be automatically completed on the form and cannot be changed.

e 'Is GST included?’ Select ‘Yes' or ‘No'. If you click 'Yes' Zeno Expense will automatically calculate the
applicable GST amount based on your region’s default rate. However, this amount can be overwritten if the
actual GST amount charged by the vendor is different from the default rate. Note: the ‘Is GST included?” field
will default to ‘No' if the expense is not in your home currency

o [f atip was paid then enter the amount paid in the field marked ‘Tips’ (Zeno Expense automatically calculates
the GST amount as a percentage of the gross amount minus the tip)

e ‘Do you have a tax invoice?’ select 'Yes' or ‘No’

Notes and Comments

Enter any notes and comments to support the claim.

Submitting the Item

The expense item is now ready to send to your approver by clicking the green SUBMIT button on the right-
hand side of the screen.

If you would prefer to save the item for submission at a later date, click the orange SAVE button. When you return

tothe ‘Card View' screen you will see this item marked as NOT SUBMITTED. If you wish to send all NOT
SUBMITTED items to your approver with one click, use the SUMBIT ALL button. This will submit all outstanding
items on the right-hand side of your screen, including any RETURNED items.
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List View

To switch to LIST VIEW, use the SWITCH TO LIST VIEW link located at the bottom centre of the CARD VIEW
screen. This will display a summary of all your Cash & Other Expenses and the current status of each item.

The icons on the left-hand side of the page will give you further details about the claim without having to open
the item:

< R

e Red Bar - claim has triggered a policy breach flag

e Checkbox - allows you to select multiple claims to perform a single action (e.g. SUBMIT)

e Tax Invoice - dark grey = supporting documentation attached (hover your mouse over the icon to see a
thumbnail image of the tax invoice). Light grey = no attachment

e Speech bubble - dark grey = notes have been added to the claim by others. Light grey = no notes have
been added

e Arrow icons - lets you know if this item has been forwarded or escalated

e No entry sign - for use with corporate card items that you want to ‘make personal’

Expense items with ‘Not Submitted’ status can be edited/deleted as required

Complete a Corporate Card Item (with a mobile/email card)

To enter a corporate card expense that has been automatically MATCHED with a mobile or email item, simply
click on the expense to open the claim form. The image captured by the mobile app or received through email,
along with any description details you entered, will automatically be included in the claim. Complete any missing
fields before you SUBMIT or SAVE the item. (N.B. There is an orange UNDO button at the top of the form if the
mobile/email card has been incorrectly associated with an item.)

To manually associate a mobile/email item with an expense, click on the item in List View to open the claim
form. In the ITEM HISTORY dropdown menu, select MATCHING MOBILE/EMAIL CONTENT. Scroll through the
choices to locate the card you need. Drag & drop the mobile/email card onto the form or click on the grey bar
labelled “pair with this expense item’. Details from the card will be automatically transferred to the claim form.
A thumbnail image of the receipt will be displayed at the top of the claim. Enter any missing details about
expense into the required fields along with any notes or comments you wish to add to support the claim. The
expense item is now ready to send to your approver by clicking the green SUBMIT button on the right-hand
side of the screen.

Complete a Corporate Card Item (no mobile/email content)
To submit an item in your corporate card statement when you have not captured any expense details via the
Zeno Mobile app or through email, start by clicking on the item to generate the claim form.
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Add a Tax Invoice
You can attach the tax invoice in the following ways:

o Click on the TAX INVOICE icon and search your network for the correct file
o Locate the correct file and drag & drop onto the TAX INVOICE icon

o Select RECENT TAX INVOICES from the ITEM HISTORY drop down menu and this will display tax invoices
that were previously added in the system. Click on the image to view a larger version or drag and drop it
onto the TAX INVOICE icon

A thumbnail image of the tax invoice will now be displayed at the top of the claim form. Please note there is a
maximum file size limit of 10MB per attachment. The following file formats are supported: pdf, jpg, joeg, png,
bmp, msg, doc, docx, xIs, xIsx, ppt, pptx, tif, tiff.

Enter any missing details about the expense into the required fields along with any notes or comments you wish
to add to support the claim. The expense item is now ready to send to your approver by clicking the green
SUBMIT button on the right-hand side of the screen.

Splitting an Item
On occasion, you may need to split a single corporate card item (for example a hotel bill) into multiple items,
assigning portions to different expense codes.

SUBMIT

By submitting these expenses you agree to
is

this dedaration
SAVE

PRINT

@ Mo tax invoice provided (No files are attached} DELETE

Coding details
SPLIT

Infarmation Technology
DUPLICATE

TRAINING SEMINARS
ITEM HISTORY

Training

55454654

To do this, open the expense item and fill out the item details assigning the full amount to one of the codes you
wish to use. Without submitting the claim, click the SPLIT button on the right-hand side of the screen.

e From the “Split By" options choose how you wish to split the item. You can select any coding value (expense
type, cost centre, etc.) from your company’s list.

e Place the cursor in the auto fill field and select a relevant code. Fill in the amount ($ value or percentage) of
the total you want to assign to this code.

e Use the + ADD ROW button if you need to add extra lines. Repeat the process until you have accounted for
the full cost of the original item.

o Complete the GST information and enter a Description for each line

o Click SAVE. This will return you to the CARD or LIST View where you can see that the expense has
been split into separate items. Click on each item to add any attachments or missing data then
SUBMIT or SAVE the claim
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Make Personal

When Your Company Pays the Corporate Card Bill
Click on the item and fill out the details of the expense as usual. In the coding section choose the account code
that your company requires for personal expenses.

Check with your system administrator if you are unsure how personal expenses should be handled in your
organisation.

When You Pay the Corporate Card Bill

If you personally settle the corporate card bill each month then your system has likely been set up to enable you
to personalise expense items via a single click. Personalising an expense in this way removes the expense from
your corporate card statement total and the item becomes ‘read-only” in the system.

To do this, click the SWITCH TO LIST VIEW link at the bottom of the page under the corporate card expenses
tab, then click on the & icon on the left-hand side of the item. The icon colour will change and the status will
be displayed as PERSONAL. You can change an item from business to personal as often as you wish, however
you will not be able to change the status once you have submitted the item (unless your approver, or the
finance department returns the claim to you).

Check with your system administrator if you are unsure how personal expenses should be handled in your
organisation.

Adding Attendee Details for FBT

In some regions, certain expense types (e.g. client entertainment) are subject to Fringe Benefit Tax. For these
expenses, you'll need to enter additional details about the attendees for Zeno Expense to accurately calculate
any tax liability.

Add Attendees by Name
The 'People’ section will automatically appear under the ‘Coding details’ section when an expense code that
attracts FBT enabled is chosen.
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Psnple
+ADD ME

Mam

Campany

WaE Your rigular

approver presents

fes Mo

If you were present at the event, click 'Add Me' to populate the name and company fields with your own details.

Choose ‘Employee Travelling’ or 'Employee Non-Travelling’ from the dropdown list and answer 'Yes' or ‘No’ to
‘Was your regular approver present?’.

To add other people, start typing their name in the ‘Name' field. Zeno Expense will suggest names from a list of
employees and attendees you may have previously added. For each name entered you must supply their
company name and attendee type from the available options. Continue until you have included everyone who
attended the function/event.

Add Attendees by Headcount
If your company has opted in, you will have the choice to enter attendee details by 'Head Count’ or ‘Attendee
Name".

People

...
m By Attendee Name -3 TRl 3 ]
e —

Na. of People

Was your regular
approver present?

This simplified method only requires claimants to enter the number of attendees and then select the attendee
type from the dropdown list.

Pnspls

m By Astendes Name By Haad Count

- W

Employee Travelling

clignt Travelling

Multiple attendee types can be added to the same expense. Claimants must also specify if their regular expense
approver was present at the event.
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Print a Claim

To print a list of your claims (corporate card or cash & other expenses), click the SWITCH TO LIST VIEW link at
the bottom of the page and use the checkbox to select all the items you wish to print. Click on the printer icon
to see a preview. Select PRINT to action the request. Individual items have a PRINT option on the right-hand

side of the claim form.

Add One Attachment to Multiple ltems

Sometimes you may find it useful to attach a tax invoice to multiple expense items at one time. This functionality

is available in LIST VIEW.

Using the checkboxes on the left-hand side of each item, select the expenses that you wish to attach the
receipt/ tax invoice to. Next, click the paperclip icon and navigate to the tax invoice you wish to add.

Cash & Other Expenses ©

4040331 AUD ~

NOT SUSMITTLD
NOT SUBMITTED

Item Date Description

275250 o7man2oz0  Besrol Mowance

275824 ooz RETECharse

] 275825 W30 TR s

965260 261172019 JREOWANCE OPENSE ot Atowenc
-0

800.00
580.00
39000.00

After you have chosen the relevant file you will notice that the receipt icons next to the items you selected have
changed to dark grey, indicating that a receipt is attached to the claim. You can also remove an attachment

from multiple items by following the same process.
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Tools

Setup a Proxy User
To set up a colleague as a proxy who can enter expenses on your behalf, you'll need to give them permission to
access your Zeno Expense account. Note: this only gives them access to the ‘Expenses’ tab.

o Clickthe [2] icon located on the right-hand side of the menu bar and select MY PROFILE from the
dropdown menu

MY COMPANY

CHANGE PASSWORD
LOGOUT E

Terms of Use Privacy Policy

e LR e e s

e Inthe 'My personal assistant’ field use the dropdown menu to choose the name of the person you wish to
act as your proxy.

o If you want your nominated personal assistant to receive notification emails about your expenses, check the
field in ‘Notification options’

e SAVE your choice

Proxy for Another User

If you've been chosen by another user to be their proxy/personal assistant then you'll be able to edit, review,

add new items, and submit expense claims on their behalf through this function.

o Click the 2] icon located on the right-hand side of the menu bar and select PROXY from the dropdown
menu. Choose the name of the person you wish to proxy for. The profile icon will change colour to orange
to remind you that you are in proxy mode.

e The claim information you can see in the ‘Expenses’ tab belongs to the person for whom you are acting as
proxy assistant. You can submit claims on their behalf in exactly the same way that you submit your own
claims.

o To switch out of proxy mode, click the profile Icon, select PROXY and choose your own name from the
dropdown list. You can also click the profile icon and select the (x) next to their name at the top of the profile
menu. Note: being a proxy assistant does not give you access to the other user's approval rights. See
Approver Options for delegated approval.
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Change Email Notification Frequency

If you are claiming a lot of expenses, you may not want to receive email notifications after every item you

submit. If this is the case, you can adjust the frequency of notifications that Zeno Expense will send to you.

o Clickthe [% icon located on the right-hand side of the menu bar and select MY PROFILE from the
dropdown menu

e Inthe 'Notification options’ section, use the dropdown menu to select your preferred frequency

e SAVE your choice

Change Default View Mode

Zeno Expense gives you the choice of viewing your expenses in two different formats, 'CARD VIEW' or "LIST
VIEW'. You can switch between the different displays by using the 'SWITCH TO XXX link located at the bottom
centre of either screen You can also change your default display by selecting Card View or List View in the
Default view mode field, followed by SAVE.

Walker, Oscar

-

(Default) Card View

None

Approval

Turner, Alison (Australia)

Notification options

Default (Instantly) :

Default (Instantly)

View Your Company Policies

To view the company polices that apply to your expenses click the [£] icon located on the right-hand side of
the menu bar and select MY COMPANY from the dropdown menu. If you submit any expenses that are in
breach of these policies, Zeno Expense will automatically flag that item with an alert icon which your approver
and finance team can see.

Change Password

Click the [2] icon located on the right-hand side of the menu bar and select CHANGE PASSWORD from the
dropdown menu. Enter and confirm your new password and click SUBMIT.

Forgotten Password
Click on the ‘Forgotten your password?’ link from the login page. Zeno Expense will email you an auto-
generated temporary password which you'll need to change as soon as you log back into the system.
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Approvals

Approve/Return an Expense Claim

To view items waiting for your approval click on the ‘Approval’ tab at the top of the screen. By default, you will be
directed to the CARD VIEW of every expense item needing your approval. You can usethe SORT BY and STATUS
dropdown menus to select the items you wish to see.

Card View

Allitems are clearly marked so you can easily see if any policies have been breached. Click on an item to see the
details of a particular expense, any notes and comments the claimant may have added and the reason for an
alert (if applicable). Attachments are displayed as thumbnail images on the summary screen and within each
item.

Expenses AP 04 RFeports E a

{ Expense Approvals

[rouicr sncncrio ISR — o] [nerumao
Admin User Australs Clasmant Australia Claimant Auiiralis Claimant Australia
Cn o Pocion Ol Caih Adwicai 1 gl of IPoxciont Gl a VIGACwa ™
=
150.00 1000.00 12.00 30.59
AL AL AUID AL

==

ltems can be approved or rejected individually or from the summary screen by using the APPROVE ALL or
REJECT ALL buttons. Remember to use the SUBMIT button to action your choice.. If you reject an item you will
be prompted to give a reason for rejecting the expense before you can return it to the claimant.

Approved/rejected items will immediately disappear from your summary screen.

Forward an ltem
You can forward a claim to an alternative approver, by opening the item and selecting the “Forward” button:

) RETURM APPROVE (&)
FORWARD

ITEM HISTORY

Forwarding this claim to |.5mith for
approval as the cost centre owner 040742022
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List View

To see a summary of items submitted for your approval displayed in list format use the SWITCH TO LIST VIEW
link at the bottom of the card view screen. You can use the STATUS, VIEW, and SEARCH fields to select the

items you want to see.

Using LIST VIEW enables you to see more information about each item from the summary screen than is
possible in CARD VIEW. You can use the checkboxes in the ‘Content’ dropdown menu to choose which details

are visible from the summary screen.

CTATUY Submitted = VIEW Content =

<]
B Claimar Na
pal [ Descriptio
Cos
i 3 M conr Cenwre 1o
28 Ty
| o P vpe {Co
. Cade
[+ # (Cedw)
. o1
oioe Mumt
n Sta
] e B C
B«

Groug By =

SEARCH 0 =

(YWY o | wmov

D riptssn Sratus G5 T

Milzage Allowance

Sales . ST SUBMITTIER: 0.00
Domesbic Travel & Meah - £300%

irternal sales meating

Markcat T'F - STO0% SUBMITTEDR ] ]4
Stalf Coffees & Meaks - £1.850

ﬁutklﬂ_ﬂu e visi

Sades - STOO "iU-HIT'l L] 77
Internaficral Azzommodation - 8315 %

Tazi te Airpar

Sade - ST001 SUBMITTED 6.36

Taoil & Rige Share - GESGE
CS%6Ta9 - 10780000

Grogs

8.84

12.50

300.00

10,00

The icons on the left-hand side of the page give you additional details about the claim without having to open

the item.

I

A red bar - indicates that the item is in breach of a company policy
Checkbox - allows you to select a number of claims to perform a single action (e.g. APPROVE or RETURN)
Tax invoice - dark grey = supporting documentation attached (hover your mouse over the icon to see a

thumbnail image of the attachment). Light grey = no attachment

approved

been added

Arrow icons - lets you know if this item has been forwarded or escalated for your approval

Person - dark grey = item has already been approved by finance. Light grey = item has not been finance

Speech bubble - dark grey = notes have been added to the claim by others. Light grey = no notes have
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Approve/Return All ltems (from the summary screen)

Tick the checkbox at the top of the table (on the grey bar) to select all items in the list. Click the APPROVE or
RETURN button.

A e dhamiy) v
RETURN I APPROVE
@ nem Date Claimant Name Description Status GsT Gross
Taw to Arpony
(7] 7T 18/01/2022 Oscar Walker Sales - 57201 SUBMITTED
. Taxi & ®uge Share - 66664 638 7000
CS6789 - 10160003
Mileage Allomance
a 2 #OBSSD 04/07/2022 Alison Turner Sales . STO01 SUBMITTED 0.00 884

Domestic Travel & Naeals
6os

If RETURN is chosen, you will be prompted to provide a reason before you can return the claims.

Approve/Return One Or More Items (from the summary screen)

Tick the checkboxes next to the items you want to approve/reject. Click the APPROVE or RETURN button to
action your choice.

ZYSYSY oo | werone

Ibem Date Claimart Mame Description Status GET Gross
Mileage Alcwance

@ i , #HEED D4DTI02E Allpsn Tuerser Sales . STO01 0.00 8.54

Domeatic Trawel & Meals
T

ingarnal gabes meeeting
Earhuch

m FRESES D1/D6/2022 Aligen Turres Masketing - 7205 1.14 1250
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If RETURN is chosen a reason must be provided before the claim can be returned to the user.

Approve/Return Expenses (From the item detail screen)

Click on a listed item to see the details of that particular expense, including any attachments and the reason for
an alert (if applicable). You will also be able to see any comments that the claimant/finance team may have
added. Use the Approver notes field to add your own comments (this must be completed if you are rejecting
the claim).

You have the option to SAVE any amendments to be actioned at a later date or you can APPROVE/RETURN the
claim from item level. Approved/returned items will immediately disappear from your summary screen.
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Forward an Item to a Different Approver
From the LIST VIEW summary screen, use the checkboxes to select the item(s) you wish to forward. Click the

icon to bring up the ‘Forward Items To' field. Type the name of the alternate approver or select a name
from the list. You will only be able to select people that your finance team have designated as ‘Approvers'.

Claims with Multiple Approvers

If a user account has senior level approvers, the claim will go to the default approver and the 2nd and/or 3rd
level approver(s) depending on the threshold amount set by your company Admin. The ‘ltem History’ section of
the claim will display the name and level of each approver that the claim was sent to. When the item is
approved, the status will display as ‘Mgr. Approved (Partial) and ‘Mgr. Approved'.

ITEM HISTORY

View Returned Claims
For reference purposes you may wish to review a claim that you have returned to the claimant:

From the summary screen in either CARD or LIST VIEW, use the STATUS field to select ‘Returned’ from the
dropdown menu. You will see a summary of all claims that you have rejected. You may click on an item to view
the details; however, these items will be read-only unless the claimant resubmits them.

View Approved Claims

For reference purposes you may wish to review a claim that you have already approved:

From the summary screen in either CARD or LIST VIEW, click on the STATUS field and select ‘Approved’ from the
dropdown menu. You will see a summary of all claims that you have approved. You may click on an item toview
the details; however, these items are read-only and cannot be edited.
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View a Travel Diary

Sometimes claimants are required to complete a travel diary to support their claim. To assist you in your role as
an approver you have access to view all travel diaries associated with claims that have been submitted for your
approval. To do so, select the ‘Travel Diaries’ tab from the ‘Approvals’ home page (Card View) and click on a
travel diary to see the entries it contains.

Expenses Travel pproval Finance Admin Reports B o

{ Expense Approvals ;,'Cf Travel Approvals Travel dlaries

Change Email Notification Frequency
If you are approving a lot of expenses you may not want to receive email notifications every time an item is

submitted. In this case, you can adjust the frequency of notifications that Zeno Expense will send to you in the MY

PROFILE screen:

o Clickthe [2] icon located on the right-hand side of the menu bar and select MY PROFILE
¢ In the 'Notification options’ section, use the dropdown menu to select which frequency that system
generated emails will be sent out to you

Notification options

Default (Instantly)
Instantly

v Hourly
Every 4 hours
Daily

e SAVE your choice

Delegating Your Approval Authority
As an approver, you have the ability to delegate your approval rights to an alternative approver within your
organisation.

Instant delegation
To delegate your approval authority to an alternative approver with immediate effect:

o C(lick the [2] icon in the top right-hand corner of the screen
o Select MY PROFILE from the dropdown menu and use the 'Delegate’ field to choose the name of the
approver you wish to delegate to:

My personal assistant Smith, Sally ]
Default view mode (Default) Card View ¥
Delegate Davies , Olivia .

e Click SAVE to action:
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Any claims submitted to you for approval will be redirected to the delegate you have assigned. The delegate will
also receive any notifications relating to these items.

Note: Delegating your approval rights to another manager will not transfer existing claims that are waiting for
your approval. For these items you will need to a) approve the claims yourself b) forward each one to the new
approver on a case-by-case basis or ¢) ask your administrator to transfer them for you.

To re-assign approval rights back to yourself, simply go the MY PROFILE screen and select ‘None' from the
Delegate dropdown list. Don't forget to click SAVE before you leave the page!

Planned Delegation
To delegate your approval rights in advance of planned leave:

o After nominating the Delegate, select the ‘Date Range’ checkbox and enter the dates/times that delegation
should be active:

Davies , Olivia

L1

v
+10:00 Canberra, Melbourne, Sydney H
12/09/2022 12:00 AM
23/09r2022 11:45 PM

e Click SAVE to action:

Any claims submitted for approval during the timeframe you have setup, will be redirected to the delegate you
assigned. The delegate will also receive any notifications relating to these items. Your approval rights will
automatically revert to you at the end of the selected time period.
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Reports

Claimants & Approvers can use the Reports tab in the top menu bar to run reports about your personal
expenses. Additionally, Approvers have the option to run reports that relate to their role as an expense approver:

A el Aifemin
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Pareznal Rapore - Usere Raperied o bla (=5

Create a Report

o Click on the report type you wish to create

e Use the radio buttons to customise the data you want to incorporate into your report including your desired
dates/timeframe, region (if applicable), account selection, and claim status

e Depending on the type of report, the timeframe may include the dates that claims were submitted, the dates
that items were generated, or the dates that the expenses were incurred

e Click VIEW to generate the report

e Interactive reports can be saved in PDF, Word, Excel, Rich Text, or CSV [MS Excel 97-2000 (Data only)]
format
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Travel

Pre-Trip Approval

If your company requires you to gain approval before confirming travel arrangements, you will have a TRAVEL

option on your main menu bar.

Check Status of a Trip (Traveller)

o Select the 'My Trips’ tab to check the approval status of any bookings for which you are the traveller,

including trips that have been booked on your behalf.

Expenses

Zeno

Approval

The summary screen provides you with an overview of the current status of each request

Fnance

Admin

My Bookings My Trips My Travel Diary Administration
pe Sooking Rel erary # et Dote Approve apire Cost Status
K e 42233 a222-309 svel USER days oh 147003 T
K & b 212,34 2212.3089 2014 Trave day 1788.03 SUBMITTED
X - ; s et 135303
x 12860-374 14880-3094 1042084 Teavel USER o0 6544.20 CONFIRMED
o Select a booking reference to view the itinerary details
. n ) ) ) Itinerary Details X
o C(lickthe icon to see the booking history and any notes
Itinerary # 14822-3090
the approver may have added
Status Returned

e Toreturn to the 'My Trips’ summary screen, use the BACK
button

o If the approver has RETURNED a request the itinerary has
automatically been cancelled

e Toreturn to the 'My Trips’ summary screen, use the BACK
button

o [fthe approver has RETURNED a request the itinerary has
automatically been cancelled

Date Confirmed
Date Cancelled
Booker
Approver(s)
Date submitted
Date Approved
Date Returned

Approver Notes

available and re-book

Please reschedule your meeting te a time when itis

Travel User
Travel User

Fri 11/04/2014 2:01 PM

Fri 11/04/2074 3:01 PM
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Check Status of a Booking (Travel Arranger)

o Click on the ‘My bookings’ option and choose the type of booking you want to view (i.e. Pending, Returned,
Approved, Removed or All). The status of each booking is displayed on the summary screen

e Select a booking reference to see more details about the itinerary

My Bookings My Trips My Travel Diary Administration
ATl
Tyor Booking Ret Inpest Dare Traveders nems Expires Total Sweus
Jdavs Ohvs M
K o b taa12340 1002014 ' : s 1788.03 v
K & b 14303335 1008402094 ) 3 i AL 135303 %

o Usethe B icon to see the booking history and any notes the approver may have added
e Use the BACK button to return to the summary screen

Create a Travel Diary
e Inthe Travel section select the "My Travel Diary’ tab
e Inthe ‘Diary name’ field, choose a name for your diary and click ADD NEW

e Click on the diary name you have created and enter the dates/details of your trip, clicking AD" between each
location

My Bookings ‘ My Trips My Travel Diary Administration |

Edit travel diary
Auckland

Start Date End Date Location
Start Time End Time Notes and comments

Start Dare End Date Location

Start Time End Time Notes and comments

04/05/2020 05/05/2020 Customer
9:00 AM 0:00 AM Sales
03/05/2020 08/05/2020 Auckland

0:00 AM 8:00 PM At Head Office

e When you have finished, click BACK to return to the "My Travel Diary’ summary screen

Grouping Expenses

If your company is using Zeno Online for travel bookings and Zeno Expense for expense management, you will
benefit from automatic ‘grouping’ of expenses on days when you are travelling. For example, if you travel by
taxi on a day when you have booked a flight to Melbourne, Zeno Expense will automatically associate the

expense with the trip and label it accordingly. There is an UNDO button for any items that are incorrectly
‘grouped’.
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Travel Approval

Travel bookings waiting for your approval can be found under the ‘Travel Approvals’ tab in the ‘Approvals’
section.

Navigating to this tab will automatically display a summary of all the bookings waiting for your approval.

Quick Approve/Return (From the Summary Screen)
If the summary screen provides you with enough information to approve all of the requested itineraries, you can
do so with one click. Select the APPROVE ALL button and confirm your choice when prompted.

Ze . Expenses Approval Admin

(] Expense Approvals ) Travel approvals sl

Type Booking Ret Itinerary & Traveler Name Espires

S
K & 14003-535 142033088 TravelUse 2days 9hes 135303 m
K & b 14812340 148123080 Trave! Usar 2deys 9 1788 03 RETURN m

Alternatively, you can choose to APPROVE or RETURN individual bookings from this screen by clicking the
relevant button on the right-hand side. If you select RETURN, you will be prompted to add a reason for your
decision before you can process your choice. Once you have added your comments, click SAVE NOTES. You
will now be able to RETURN the claim.

Note: Please be aware that when you RETURN a travel request all the itineraries in the booking will automatically
be cancelled via Zeno Online.

Detailed Approve/Return
o Click on an itinerary to see more details about the booking

o If you want to add notes to support your decision click on the blue ~ * icon. Add your comments in the
‘Approver Notes' field and then SAVE NOTES. You will automatically be taken back to the summary screen
where you can APPROVE or REJECT the request

o After clicking OK you will be redirected to the Pending booking summary screen where you can continue to
APPROVE or RETURN each itinerary accordingly

View Returned/Approved/Removed Bookings

For reference purposes you may wish to review a booking request that has previously been
returned/approved/removed (bookings that have been cancelled or passed their expiry date).

e Use the STATUS dropdown menu in the ‘Travel Approvals' tab to select the status type you wish to view.

These itineraries and any notes they contain are read-only
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Support

If this user guide does not answer your question, please contact your Zeno Expense system administrator or a
person designated within your company to provide first-level Zeno Expense support (normally accounts payable
or finance staff). If they're unable to help you, they can submit a ticket via the Serko Expense Support Centre on
your behalf.
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