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Zeno Expense Knowledge Base

The new Zeno Expense Knowledge Base is now live with up-to-date information, resources, training videos, and
product updates for all things Zeno Expense!

The Knowledge Base is directly accessible from the question mark icon in the top right corner of the Zeno
Expense web application. In addition to the role-based user guides, the Knowledge Base will be used to store
high-level updates about the latest features and enhancements as they become available in Zeno Expense. All
registered users will have access to this portal by default.

To access the Knowledge Base, click on the (?) icon, then click “Product Knowledge”.

Expenses Approval Finance Admin Reports B

PRODUCT KNOWLEDGE

CONTACT SUPPORT

SORT BY STATUS FILTER BY Group - Account - + ADD EXPENSE SUBMIT ALL

Cash & Other Expenses Corporate Card Expenses Groups

Landing Page
The Landing Page displays four icons as shown below. You can navigate to the topic of your choice by clicking
on the icons or section headers in the top menu bar.

Getling Started Training Resources New Features Other Resources Submit a Request

Hello, how can we help?

Search Q

, o 5,

Getting Started Training Resources Other Resources What's New?
Learn how to get the most out of our Discover all the features that enable Leamn what resources are available if Discover the latest features, updates and
expense management software. you to manage expenses. you require support fine-tunings in Zeno Expense.

You can search for topics of interest by typing keywords into the search field and the system will list pages with
relevant content.
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Z | " Gelting Started  Training Resources ~ New Features  Other Resources  Submit a Request

delegate

Your search for "delegate" returned 6 result(s).

Delegate

Selup As an approver, you have ihe ability to delegate your approval righls to an alternative approver within your erganisation. Once you have delegated your approval
authority the person you have assigned will continue to receive items from your claimants until you delegate authority back to ...

arlicles/approver/Delegate.him

Approvers

In some situations, it may be necessary te change a claimant's Approver on a temporary or permanent basis. Admin users can redirect claims by adjusting the Approvers
seftings in Zeno Expense. The Approvers section displays a list of approvers configured in Zeno Expense for you, as shown in the ...

arlicles/admin/approvers.htm

Getting Started

This section contains lots of tips to help you get up and running quickly with Zeno Expense. On the
Claimant/Approvers tab, find out how to set your default screen view in the Desktop Application section or get
information about choosing the email frequency that works best for you in Auto-Notification Emails. Visit the
Email Receipts page if you want to know how to forward tax invoices through email straight into Zeno Expense.
On the Administrators/Finance tab view troubleshooting tips in Common Issues and login options for the
mobile and desktop website in Accessing Zeno Expense. There are many different articles for you to explore.

Getting Started Training Resources New Features QOther Resources Submit a Request

Enter your search query. Q

P2AIE )
Getting Started Geting Starea

Login Options

1
@

Desktop Application
Zeno Expense Overview Hoolle AP
Email Receipts
‘Auto-Notification Emails
Uber Integration
Add a New Corporate Card Data Feed
Common Issues

Welcome to Zeno Expense, your new and easy way to claim back company expenses, fastl Zeno Expense makes it quick and easy
for you to submit all types of company expense claims, using the Zeno Mobile app, a MacBook or PC.

Once you've entered your expenses, you'll be automatically kept up to date as your claim progresses through your company’s Understanding User Roles and Permissions
approval system, so you won't need to chase your manager or finance team for status updates! Training Resources
Hew Features

To take the grind out of submitting expenses, we've worked hard to make our software simple to use, but the following information

Other R
should ensure you get off to a flying start. er Resources

Submit a Request

How to get started with Zeno Expense?

Important Note

Before you begin, ensure your browser meets our browser guidelines
= Google Chrome™ browser latest version.
= Microsoft Edge latest version.

Zeno Expense might work on non-supported browsers but it's behaviour could be compromised. As an example, text might not line up
or visual cues could render differently than intended.

Claimants/Approvers Administrators/Finance

Accessing Zeno Expense

Desktop Application

IMobile App

Email Receipts

Auto-Notification Emails
Uber Integration

L User Roles and
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Training Resources

This section contains information about all aspects of Zeno Expense and details about the functionality that is
available to you, according to your user role. If you would prefer to watch recorded expense training sessions,
our Expense General Claimant and Approver Training and Expense General Admin and Finance Training can be
accessed under “Videos". Answers to FAQs and information about various topics are also available in this
section. In PDF Guides, you can download detailed user guides for each feature in Zeno Expense.

Z | | Gelting Started ~ Training Resources ~ New Features  OtherResources  Submit a Request

Enter your search query. .. Q

You ere here: Training Resources Getling Started

Training Resources
fx Top Navigation Options

Tra i n i ng Resou rces How fo capture expenses?

Submitting Expenses

i
@

Approving Expenses

Zeno Expense Menu Finance Tools
Admin Tools
Welcome to the Zeno Expense Menu - the starting point for you to leamn all there is to know about Zeno Expense. Reporting
Automating Data Imporis & Exports
I WS Claim Status
Your User Roles / Permissions will determine which options are applicable to you. Claim Workflows
Frequently Asked Questions
Claimants ‘ Approver Finance/Admin PDF Guides
Videos
New Features
Expense Submission Otner Resources

Submit a Request

Capturing Expenses

» Submitting Expenses

« Uber Integration
Reporting

* Reporting
Claim Status and Workflows

« Claim Status

s Claim Workflows

Back to top
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What's New?

This option is most relevant for Finance and Admin users because it contains high-level information about new
product features as they are released in Zeno Expense. When you click on this option, it will take you to the
most current page, however, by selecting the “New Features” option in the top menu, you can also see new
features from previous years.

Many new features are available on an opt-in basis, allowing you to simply create a support request when there
is a new feature that your company would like enabled.

2 | | Gelting Started ~ Training Resources ~ New Features =~ Other Resources  Submit a Request

Enter your search query. .. Q

You are here: New Festures > New Festures in 2021 Mew Features

New Features in 2021
New Features in 2020

>
iii
@

What's New?

December 2021

New Features and Enhancements

Policy Manager Enhancements

Zeno Expense has updated Policy Manager functionality. This enhancement allows Admin users o link a policy to multiple GL codes and specify which
account type the policy would apply to. In addition to this there are options to select whether the policy should display as a Policy Breach (with the option to
prevent item submission completely) or as a Warning. For detailed instructions, please refer to the Policy Manager article

If you have any gquestions, please raise a ticket for the Client Success team via the Serko Expense Support Centre.

Other Resources
This option contains articles about using the knowledge base and security details. You can also view our privacy
policy as well as copyright information.

Z e ' 1 o Gelting Starled  Training Resources  New Features  OtherResources — Submit a Request

Enter your search query... Q

You are here: Other Resources Getiing Started
Training Resources
AlE 8 New Fealures
Other Resou rces Other Resources

Using the Knowledge Base
Using the Knowledge Base Privacy and Security

Copyright and Disclaimer
Privacy and Security

Submit a Request
Copyright and Disclaimer

Back to top
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Submit a Request

This is a direct link to the Serko Expense Support Centre to create a Zendesk ticket. All registered Zeno Expense
Administrators and Finance users are eligible to use the Serko Expense Support Centre. When a user clicks on
the option “Submit a request” it will take them to the Serko Expense Support Centre website to log in. It is
requested for clients to use this portal as the main channel of contact for technical queries. Each query that is
raised in the Serko Expense Support Centre is assigned a unique ticket number, which can be easily tracked as
the request progresses through the system.

X
Sign in to Serko Expense Support Centre

Email
i |

Password

| am an Agent

Forgot my password




