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2 ExpenseEase

1 ExpenseEase

ExpenseEase is a mobile app that allows users in the field to easily enter expenses for
reimbursement or payment without having to come into the office. These expenses are submitted
to ComputerEase via our secure API. For more information on ExpenseEase, please contact your
ComputerEase sales representative.

1.1 APIManagement

The ComputerEase API is a powerful tool that allows real-time access to your ComputerEase data
files from ExpenseEase. In order to utilize the ComputerEase API, you must have installed and be
running CE Live.

1.1.1 APIShared Data Management

When utilizing the API, you have the ability to determine what data is shared to the API. You may
determine that only certain tables are necessary depending on your use of the API. This is where
you will both enable or disable the API sync and select which tables to sync to the API.

Deltek+ComputerEase



ExpenseEase 3

Select Configure > API Management > API Shared Data Management.

<
ComputerEase data published to APL
Al Enabled [ ]Disabled

Chart of Accounts  (@)Enabled () Disabled
Employees (@ Enabled () Disabled

Job CostTypes (@ Enabled () Disabled
Jobs (@) Enabled () Disabled

Phases (®Enabled () Disabled
Categories  (®) Enabled () Disabled
Equipment (®)Enabled () Disabled
Equipment Codes (@) Enabled () Disabled
Equipment Costs (@) Enabled () Disabled

Conca

All - Check Enabled to all access to the APIL. This will enable API syncing of all tables. To
disable syncing of individual tables, disable one by one using the radio buttons below. To
disable syncing of all tables, check Disabled.

Chart of Accounts - Enable or Disable syncing of your chart of accounts using the radio
buttons.

Employees - Enable or Disable syncing of your employees using the radio buttons.
Job Cost Types - Enable or Disable syncing of your cost types using the radio buttons.
Jobs - Enable or Disable syncing of your jobs using the radio buttons. If you are using

ExpenseEase and want your users to enter cost codes for expenses, you will need to enable
syncing of jobs.

Phases - Enable or Disable syncing of your phases using the radio buttons. If you are using

ExpenseEase and want your users to enter cost codes for expenses, you will need to enable
syncing of phases.

Categories - Enable or Disable syncing of your categories using the radio buttons. If you

are using ExpenseEase and want your users to enter cost codes for expenses, you will need to

enable syncing of categories.
Equipment - Enable or Disable syncing of your equipment using the radio buttons.

Equipment Codes - Enable or Disable syncing of your equipment codes using the radio
buttons.

Equipment Costs - Enable or Disable syncing of your equipment costs using the radio
buttons.

1.1.2 Viewing API Sync Status
You may want periodically to check the status of your system's latest sync with the API. This

feature allows you to see when your last sync began, ended, how much data was synced, added,

updated, deleted, and how many errors were encountered.

ComputerEase User Manual
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Select Configure > API Management > View API Sync Status.

Last Sync Started | Tue Sep 28 13:08:41 2021

Rows Verified | 11
Rows Added
Rows Updated
Rows Deleted

Iﬂﬂﬂlll

Error Count

Close

Last Sync Started - Date and time that the last sync with the API began.

Last Sync Ended - Date and time that the last sync with the API completed. Depending on
your network speed, data size and other factors, the sync could take more or less time than
shown here.

Rows Verified - This is the number of rows of data verified; all data previously uploaded that
remain unchanged.

Rows Added - This is the number of records added; for example, if you added a job since
you last synced.

Rows Updated - This is the number of records updated; for example, if you made a change to
a job name after it was previously synced.

Rows Deleted - This is the number of records deleted; for example, if you deleted a job or a
category from a job after it was previously synced.

Error Count - The number of errors encountered; this could be due to an error in your data or
on the server. You should review your log file and contact support for assistance with any
errors you see.

Click Close to leave the screen.
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1.2 Setting up ExpenseEase in ComputerEase Desktop

1.2.1 PW MAINT Options

The ComputerEase Administrator has the ability to set several user specific permissions for
Expense Reimbursements in ComputerEase using the PW MAINT login.

From within the PW MAINT User Settings screen, select Programs > Accounts Payable >
Expense Management.

B User Settings - O *
Name |
Cancel
; i Enahle
= i Expense Management
-[¥Wark on Expense Payees Disable

-V Work on Expense Types
-[¥ Approve /Reject Reimbursable Expenses
-¥ Approve Reject Mon-Reimbursable Expen:
-[¥ Pay Reimbursable Expenses
-[¥ Post Mon-Reimbursable Expenses
- Expense Reports

+|-I¥ Maintenance Programs

o Checking Accounts

+ - ¥ Tool & Equipment Tracking

+-[¥! Job Costing

+1- ¥ CRM

+- ¥ Payrall

+- ¥ General Ledger

¥ Accounts Receivable

+- ¥ Purchasing & Inventary

+-[¥ Fleet & Assets

+ -V Service Management

+ -V Project Management

+- ¥ Subcontracts 2

Work on Expense Payees - When enabled, the user will have access to create/edit/invite
payees to the ExpenseEase app.

Work on Expense Types - When enabled, the user will have access to edit Expense Types.

Approve/Reject Reimbursable Expenses - When disabled, the user will be able to view
reimbursable expenses but not approve or reject them.

Approve/Reject Non-Reimbursable Expenses - When disabled, the user will be able to
view non-reimbursable expenses but not approve or reject them.

Pay Reimbursable Expenses - When disabled, the user will be able to view/approve/reject
reimbursable expenses, but not pay them.

Post Non-Reimbursable Expenses - When disabled, the user will be able to view/approve/
reject non-reimbursable expenses, but not post them.

Expense Reports - When enabled, the user will have access to reports within Expense
Management.

ComputerEase User Manual
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From within the PW MAINT User Settings screen, select Programs > Configure.

API Management - When enabled, the user will have access to API Shared Data
Management.

View API Sync Status - When enabled, the user will have access to View API Sync Status.

1.2.2 Work on Payees

Payees are the users that will use ExpenseEase to record expenses. To enter/edit Payees, from
the System Menu select Accounts Payable > Expense Management > Work on Payees.

Work on Payees - ComputerEase Training Company - X
Mame Email Status New Payee
Allen, John expenseease 1@gmail.com Active Edit Payee
ip fieldeasedev@gmail. com Active
smith, Steve steves@general.com Not Invited fnErE s

Deactivate Payee
Edit Company

Name - Last Name, First Name of payee
Email - Email address of payee

Status - Status will update to Active (payee received and verified invite), Inactive (payee
has been deactivated and cannot enter expenses), Not Invited (payee has been created but
invite has not been sent) or Not Verified (invite sent but payee has not verified)

New Payee - Select New Payee to create a new Payee

Payee Information *
Email || = |
First Mame | |

Last Mame | |

Address

City/stfze| || |

Cards
Description G/L Account

7|

Cancel

Email - Enter the Email address of the payee. This is the email where the payee will receive
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the invitation so ensure that it is a valid email.

First Name - Enter the First Name of the payee.

Last Name - Enter the Last Name of the payee.
Address - Enter the address of the payee.

City/St/Zip - Enter the City, State and Zip of the payee.

Cards - Use this section to record any cards/payment methods used by this payee to pay
for non-reimbursable expenses.

Description - Description of card for non-reimbursable expenses (up to 12 alphanumeric
characters).

G/L Account - Select the G/L Account to which non-reimbursable expenses for this card
will post (required field if Description is entered).

Click OK to save or Cancel to exit.

Note: If the email entered here was previously entered in another ComputerEase company,
the Payee will be added to the summary screen and the status will update from the other
company.

Edit Payee - Select Edit Payee to modify any of the existing payee information.

Invite Payee - Select a payee that is Not Invited and click Invite and change the status to
Not Verified while awaiting payee verification.

Deactivate Payee - Select a payee that is not Inactive and click here to deactivate a payee
and change their status to Inactive.

Edit Company - Enter the company name you want to display in ExpenseEase if it is different
than the default ComputerEase display name.

Company Information *

Name | ABC Inc |

Cancel

ComputerEase User Manual
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1.2.3 Work on Types

To add/edit expense types, from the System Menu select Accounts Payable > Expense
Management > Work on Types.

Work on Types - X
Name G/L Account  Cost Code Type Edit
Fuel B3060.00 01.01 Q
Lodging 060,00 o]
Material 5100.00 M
Meals 060,00 Q
Mileage 100,00 o]
Misc 35600.00 Q
Transportation 5100.00 Q
| Done |

Name - Expense Type Name. The seven available Expense Types are Fuel, Lodging, Material,
Meals, Mileage, Misc. and Transportation. These cannot be changed or edited.

G/L Account - Displays the default G/L Account for the Expense Type, if applicable.

Cost Code - Displays the default Phase/Category or Category for the Expense Type, if
applicable.

Type - Displays the default cost type (material, labor, etc.) for the Expense Type, if
applicable.

Edit - Select Edit to edit the available defaults for the highlighted Expense Type.

Payee Information *

Description |Lodging

Default Account %
Default Phase I:I
Default Category I:I

Cancel

Description - Displays the description of the Expense Type. This cannot be edited.

Default Account - Enter the default G/L Account for this expense type. This field is
optional.

Default Phase - Enter the default phase number for this expense type. This field is
optional.

Default Category - Enter the default category number for this expense type. This field is
optional.

Default Cost Type -Choose the default cost type for this expense type.

Click OK to save or Cancel to exit.

Deltek+ComputerEase
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1.3 Using ExpenseEase for Mobile Devices

Once your users have been invited to submit expenses, they will use the ExpenseEase mobile app
to create and submit expenses.

1.3.1 Install ExpenseEase

ExpenseEase can be downloaded from either the Google Play Store or the Apple App Store to a
mobile device (phone/tablet).

Search for "ComputerEase".
The App name is "ExpenseEase".

The Developer name is "ComputerEase Software Inc.".

1.3.2 Loginto ExpenseEase
ExpenseEase uses an Email Address + Password to access your account.

Email Address - The email address used to create your account
Password - The password used to create your account.
Enter both your Email Address and Password, tap "Login" to access your account.
Save Email - Enabling this option will remember your Email Address when launching the app.
Save Password - Enabling this option will remember your Password when launching the app.

Once you have entered your email address and password, click on the Log in button to access
ExpenseEase.

1.3.3 Create an Expense

If you have multiple companies for which you enter expenses, choose the company for which you
are entering an expense by tapping on it under My Companies. Any expenses you have entered
and saved but not submitted will be listed under your CompanyName Expenses. To enter a new
expense, click the + in the upper right corner of your screen.

ComputerEase User Manual
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£ Back Create Expense Create
Expense will be archived in 35 days.

Purchase Method®
Type*

karchant

Arncunt *

Jab

Fhase

Categaory

Exzpense Date *

Description

Add Receipt Photo

Purchase Method - Choose the purchase method from those defined by your admin in
ComputerEase.

Type - Choose the expense type. The predefined types are Material, Mileage, Fuel, Lodging,
Meals, Transportation or Misc.

Merchant - Enter the merchant; this field is optional.
Amount - Enter the amount of the expense; this is a required field.

Job - Enter the job for which the expense was incurred, if applicable. If you are connected to
the API, the list of your jobs will be available in real-time. If you are not connected to the API
for any reason, you can enter data here for validation and correction once imported to

Deltek+ComputerEase
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ComputerEase.

Phase - Enter the phase for which the expense was incurred, if applicable. If you are
connected to the API, the list of your phases will be available in real-time if they exist for the
job selected. If you are not connected to the API for any reason, this field will not be
available.

Category - Enter the category for which the expense was incurred, if applicable. If you are
connected to the API, the list of your catgories will be available in real-time for the job and/or
phase selected. If you are not connected to the API for any reason, this field will not be
available.

Expense Date - The date of the expense defaults to your device's date. You can change it
by selecting and editing.

Description - Enter an optional description of the expense.

Add Receipt Photo - Press here to add a photo of your receipt. Then select whether you
want Use camera to take a picture, Use document scanner to scan an image or Choose
from library to attach an image or file already on your device.

Once you have finished recording your expense, press Create in the upper right corner.

Tip: You can attach additional images to an expense once you have saved it by editing the
expense and scrolling down to the receipt image and pressing Add Receipt Photo again. Then,
press Save to save the additional photo with the expense.

1.3.4 Editan Expense

To edit any unsubmitted expense, choose it from your list of CompanyName Expenses and tap it.
You can edit any field for an unsubmitted expense. Once an expense has been submitted, it
cannot be edited and can only be viewed.

1.3.5 Submitan Expense

Once you are ready to submit your expenses for approval and payment from ComputerEase, select
the checkbox next to each expense you want to submit. You can select all expenses by tapping
on Select All or select each expense individually. Then tap Submit at the bottom of the screen.

1.3.6 View Submitted Expenses

You can view all of your previously submitted expenses and see their status in ComputerEase in
the ExpenseEase app. Tap on the menu icon in the upper left corner (three lines), which will
expand the ExpenseEase menu. From there, you can tap Submitted Expenses. Each expense you
have submitted will be listed with the merchange, amount, expense date and status. The status
can be Submitted (submitted to ComputerEase but not yet approved or rejected), Approved
(approved for payment in ComputerEase) or Rejected (rejected for payment in ComputerEase.

1.3.7 View Submitted Expense Details

If you want to see the details of any previously submitted expense, you can simply tap on that
expense from the Submitted Expenses screen. Note that you cannot make any changes to

ComputerEase User Manual
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previously submitted expenses, but you can view all of the information that you submitted,
including any receipts that you submitted.
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1.4 Managing Expenses in ComputerEase

1.4.1 Work on Reimbursable Expenses

Work on Reimbursable Expenses is where reimbursable expenses are approved, rejected and paid.
To access the Work on Reimbursable Expenses screen, from the System Menu select Accounts
Payable > Expense Management > Work on Reimbursable Expenses.

Work on Expense Approval - x

@open OApproved ORejected Approve Reject Pay Refresh

Hame Date Amount  Merchant

XPENSE CostCode GL

Name - Payee name displayed as last name, first name.
Date - Date of the expense.
Amount - Amount of the expense.
R - Y if receipt is available for the expense; otherwise N.
Merchant - Merchant Name for the expense.
Expense Type - Expense type.
Cost Code - Cost code of the expense, if applicable.
G/L - G/L account for the expense, if applicable.
To select which expenses you want to review, choose the expense type.

Open - Select to view all open expenses (expenses that have not been approved, rejected or
paid).

Approved - Select to view all expenses that have been approved, but not yet paid.
Rejected - Select to view all expenses that have been rejected.

Refresh - Click here to sync with the app and populate any expenses that may have been
submitted since the screen was initially opened.

To Approve Expenses

ComputerEase User Manual
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To approve any expense(s) for payment, choose the expense(s) you want to approve and click

Approve.

Expense

Type
Description

Cost Code  Type

Account

Approve

Name [Carreno, Peter |

Amount |16L.63
Date |12/12/2017

Merchant |Lowes |

Material |

07-23.220 7| [

Sealants/Glazing Mtis |

sos0.00 7|

Employee Expense |

Skip Cancel

| a3 |

Name - The Payee Last Name, First Name will display here. Name cannot be edited.

Amount - Amount of the expense. Amount cannot be edited.

Date - Date of the expense. Date cannot be edited.

Merchant - Merchant name for the expense. Merchant cannot be edited.

Type - Expense type. Type cannot be edited.

Description - Description of the expense. Description cannot be edited.

Cost Code/Type - The cost code and cost type for the expense, if applicable.

Account - G/L account for the expense (the account description will show below the
account number). The G/L Account may default based on Type settings. This is a required

field.

Note: If a receipt image is attached to the expense, it will be visible on the right side of the

screen.

Click Approve to approve and save the expense. Click Skip to exit the expense (if approving in a
batch, this will take you to the next expense and leave the current expense in open status). Click

Cancel to exit without saving.

To Reject Expenses

To reject any expense(s) and bar it from payment, choose the expense(s) you want to reject and

click Reject.

Deltek+ComputerEase
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Expense x

Mame |Carreno, Peter |

Amount | 17.00
Date | 12/12/2017

Merchant |Tuckers Burgers |

Type |Meals

Description | dinner

concaserpe ]
Account 8060.00 ¥

Employee Expense |

To 'Reject’ an expense a Reason is required.
The Reason is visble to the submitter of the expense.

Reason | Restaurant not on approved list |

sap Cancel

Name - The Payee Last Name, First Name will display here. Name cannot be edited.
Amount - Amount of the expense. Amount cannot be edited.

Date - Date of the expense. Date cannot be edited.

Merchant - Merchant name for the expense. Merchant cannot be edited.

Type - Expense type. Type cannot be edited.

Description - Description of the expense. Description cannot be edited.

Cost Code/Type - The cost code and cost type for the expense, if applicable.

Account - G/L account for the expense (the account description will show below the
account number). The G/L Account may default based on Type settings. This is a required
field.

Note: If a receipt image is attached to the expense, it will be visible on the right side of the
screen.

Reason - A reason is required when rejecting expenses.

Click Reject to reject and save the expense. Click Skip to exit the expense (if approving in a
batch, this will take you to the next expense and leave the current expense in open status). Click
Cancel to exit without saving.

You can also edit any expense by double-clicking it to open and review, approve, reject or pay
any expense.

ComputerEase User Manual
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Expense X

Mame |Carreno, Peter | f . l.l.ll.l.ll:_.?_J

Amount 161,63
Date | 12122017

Merchant |Lcwes |

Type |Material

Description

concode /e
Account |8060.00 7

Employee Expense |

To Reject’ an expense & Reason is required.
The Reason is visible to the submitter of the expense.

Reason |5upervisnr did not approve purchase| |

Save Approve Reject Pay Now Cancel

Fill in the appropriate fields & click the appropriate button to save, approve, reject or pay the
expense.

To Pay Expenses

You can pay approved expenses by choose the expense(s) you want to pay and clicking Pay.

Print / Post Checks >
Total Payments | 247.00
Chedking Accountl ACCOUNTS PAYABL 7

Mext Check Mumber | 12345685
Date of Check | 12/12/2017 7
Post To | Dec, 2017 i

Check Printer | 7 setup |
Report Printer | T setup |
Cance

Total Payments - The total amount of payments you will make.
Check Count - The number of checks that will be required for payments.

Checking Account - This field defaults to the checking account setup for Accounts
Payable in Configure > System Parameters > Accounts Payable Parameters. If you
have multiple checking accounts and need to switch to a different account, click your
mouse on the question mark and select the correct account off the displayed list.

Next Check Number - ComputerEase keeps track of your check numbers for each checking
account you set up. The default check number is usually correct. However, since some
checks are voided without being used and others used for manual checks, occasionally you
will need to enter the correct check number into this field.

Date of Check - This field defaults to your current log-in date. If you need a check dated
with a different date you may change it here.

Deltek+ComputerEase
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Post To - This field contains the G/L period to which checks will be posted. This will default

to the current G/L period and year. Choose the correct G/L period and year for this batch of
checks if the default is incorrect.

Check Printer - This field will default to the printer you have setup under Configure >
Configure User for check printing. If this is not the correct printer, use the F2 key to bring
up a menu with a list of printers from which to choose.

Report Printer - This field will default to the printer you have set up under Configure >
Configure User for plain paper printer. If this is not the correct printer, use the F2 key to
bring up a menu with a list of printers from which to choose.

Select OK to print or Cancel to exit without saving.

Print Checks

[0] OKto Post Checks?

Yes Mo

Select Yes to post checks or No to exit without posting.

Note: Once an expense is posted, it will post to the G/L and post to Job Costing if applicable.

ComputerEase User Manual
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1.4.2 Work on Non-Reimbursable Expenses

Work on Reimbursable Expenses is where reimbursable expenses are approved, rejected and paid.
To access the Work on Non-Reimbursable Expenses screen, from the System Menu select
Accounts Payable > Expense Management > Work on Non-Reimbursable Expenses.

Work on Nen-Reimbursable Expenses - X

@open (O Approved () Rejected Approve Reject Post Refresh

Card Name Date Amount R Merchant Bxpense ot Code GL

2/5/2018 41,40 Y Speedway

Card - The card used for paying the expense.
Name - Payee name displayed as last name, first name.
Date - Date of the expense.
Amount - Amount of the expense.
R - Y if receipt is available for the expense; otherwise N.
Merchant - Merchant Name for the expense.
Expense Type - Expense type.
Cost Code - Cost code of the expense, if applicable.
G/L - G/L account for the expense, if applicable.
To select which expenses you want to review, choose the expense type.

Open - Select to view all open expenses (expenses that have not been approved, rejected or
paid).

Approved - Select to view all expenses that have been approved, but not yet paid.
Rejected - Select to view all expenses that have been rejected.

Refresh - Click here to sync with the app and populate any expenses that may have been
submitted since the screen was initially opened.

Deltek+ComputerEase
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To Approve Expenses

19

To approve any expense(s) for posting, choose the expense(s) you want to approve and click

Approve.

Card - The card used to pay for the expense. Card cannot be edited.
Name - The Payee Last Name, First Name will display here. Name cannot be edited.

Amount - Amount of the expense. Amount cannot be edited.

Bxpense

Card [Visa 1234

Name ‘Ease. Expense

Amount |41.40
Date |2/5/2013

Merchant |Speedway

Type |Fuel

Description |Gas for truck

Account | 8080.00 s

| Employee Expense

SPEEDUAY  BORILLO i
Edison HJ 08B37
TRANK: 1949439
g/af2M7  5:28 PH

Punp 02
Prenium
14.282 @ $2.899/BAL
GAS TOTAL $u1.0u0

TAK $6.00
TOTAL §$41 .40

Date - Date of the expense. Date cannot be edited.

Merchant - Merchant name for the expense. Merchant cannot be edited.

Type - Expense type. Type cannot be edited.

Description - Description of the expense. Description cannot be edited.

Cost Code/Type - The cost code and cost type for the expense, if applicable.

Account - G/L account for the expense (the account description will show below the

account number). The G/L Account may default based on Type settings. This is a required

field.

Note: If a receipt image is attached to the expense, it will be visible on the right side of the

screen.

Click Approve to approve and save the expense. Click Skip to exit the expense (if approving in a
batch, this will take you to the next expense and leave the current expense in open status). Click
Cancel to exit without saving.

To Reject Expenses

To reject any expense(s) and bar it from payment, choose the expense(s) you want to reject and

click Reject.

ComputerEase User Manual
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Expense *

Card [Visa 1234 |

Name |Ease, Expense |

T SPEEDVRY  AOE3AUE

Merchant |Speedway | Edison HJ 08837
TRANK: 1940430
g/a0/2017 5:28 Pl

Type |Fue| |

Description |Gas for truck |

| | Punp B2
Premium
Account [8060.00 7 14.282 @ $2 _899/0AL

| Employee Expense | GAS TOTHL 441,40

To 'Reject’ an expense a Reason is required. LGH $0.08
The Reason is visible to the submitter of the expense. TOTAL S“ .40

Reason | |

s || coca

Card - The card used to pay for the expense. Card cannot be edited.

Name - The Payee Last Name, First Name will display here. Name cannot be edited.
Amount - Amount of the expense. Amount cannot be edited.

Date - Date of the expense. Date cannot be edited.

Merchant - Merchant name for the expense. Merchant cannot be edited.

Type - Expense type. Type cannot be edited.

Description - Description of the expense. Description cannot be edited.

Cost Code/Type - The cost code and cost type for the expense, if applicable.

Account - G/L account for the expense (the account description will show below the
account number). The G/L Account may default based on Type settings. This is a required
field.

Reason - A reason is required when rejecting expenses.

Note: If a receipt image is attached to the expense, it will be visible on the right side of the
screen.

Click Reject to reject and save the expense. Click Skip to exit the expense (if approving in a
batch, this will take you to the next expense and leave the current expense in open status). Click
Cancel to exit without saving.

You can also edit any expense by double-clicking it to open and review, approve, reject or pay
any expense.
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Fill in the appropriate fields & click the appropriate button to save, approve, or reject the expense.

To Post Expenses

Expense

Card [visa 1234

Name ‘Ease, Expense

Date |2/5/2018

SPEEDUAY (LRI

Merchant ‘Speedway

| Edison B 08837

Type ‘Fuel

| TRANH: 1949439
g/3072017 5:20 PH

Description ‘Gas for truck

‘ | Punp 02
Premium
Account |8060.00 7 14.282 @ $2.899/6AL
‘ Employee Expense | GAS TOTAL $11.40
To ‘Reject’ an expense a Reason is required. TAS $0.00
The Reason is visible to the submitter of the expense. TOTHL $H‘| 40

Reason ‘

s

Reject

Cancel
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You can post approved expenses by choose the expense(s) you want to post and clicking Post.

Total Expenses - The total amount of expenses you will post.

Post Expenses

Post to Date ?

Post To Period | Feb, 2018 w

Report Printer |F‘DF-}{CHANGE 3.0 7 Setup

s

Cancel

Post to Date - This field defaults to your current log-in date. If you want to change the
posting date you may change it here.

Post To Period - This field contains the G/L period to which these expenses will be posted.

This will default to the current G/L period and year. Choose the correct G/L period and year

for this batch of expenses if the default is incorrect.

Report Printer - This field will default to the printer you have set up under Configure >
Configure User for plain paper printer. If this is not the correct printer, use the F2 key to
bring up a menu with a list of printers from which to choose.

Select OK to post or Cancel to exit without saving.

Post Expenses

S~
| OKto Post Expenses?
4

Select Yes to post expenses or No to exit without posting.
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1.5 Expense Reports in ComputerEase

151 Expense Report

The Expense Report allows users to view a history of expenses that have been submitted by app
users. To access the Expense Report, from the System Menu select Accounts Payable >
Expense Management > Expense Report.

| Expense Report X
View Defaults
Status | all i
Dates |:‘ s '?| To |(las ?l
Payee |: ?
Expense Class | i
Expense Type | ) ?l
Send Report To | Display e
Printer Setup
Cancel

Status - Select All to run the report for all expenses statuses (All, Open, Approved, Paid,
Approved+Paid or Rejected).

Dates - Leave the date fields blank to view report for all dates or enter a date range.
Payee - Leave blank to view report for all payees, or select a payee.

Expense Class - Choose whether you want to view the report for Reimbursable or Non-
Reimbursable or All expenses.

Expense Type - Leave blank to run for all types or choose the expense type for which to
view the report.

Job - Leave blank to view expenses for all jobs or select a specific job.

Send Report To - Select Printer, Display, Email or Clipboard depending on what you would like
to do with this report. If you are printing the report, select the appropriate printer in the next
field. Click OK and the report will print, display or generate an email or a pdf on the clipboard
depending on your choice in this field.

Printer - This will default to the printer you have selected as your Plain Paper Printer under
Configure > Configure User. You may press the F2 key or ? to choose a different printer.

Click OK to run the report or Cancel to exit.
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vill-down  Edit View Tools
B @B VD EQ
4 ‘ N = £] | 3 I.cEJ
Expense Report
>, Peter
Expense Check  Check
Date Amount R Cost Code Type Account  Description Merchant Type Status Date  Number
12/5/2017 75.00 Y 09 01-035R.1.1 M 8060.00 Mileage Paid 12/8/2017 12345683
12/5/2017 50.00 Y 9.003.003500 M 8060.00 Fuel Paid 12/27/2017 12345693
12/7/2017 75.00  07-23.200 M 8060.00 test material Home Depot Material Paid 12/8/2017 12345684
12/8/2017 150.00  07-23.200 M 8060.00  Misc materials Home Depot Material Paid 12/8/2017 12345684
2/11/2017 4.97 Y 8060.00 Uber Transportation  Paid 12/13/2017 12345686
2/11/2017  247.00 M 8060.00 Lowes Material Paid 12/12/2017 12345685
2/12/2017 70.00 Y 07-23.140 M 8060.00 Shell Fuel Paid 12/15/2017 12345687
2/12/2017 17.00 110100 dinner Tuckers Burgers  Meals Paid 12/13/2017 12345686
2/12/2017  161.63 Y 5.007 M 8060.00 Lowes Material Paid 12/15/2017 12345688
1/4/2018 15.00 09 02-037R.2.6 M 5500.10  Lunch mesting with GC Skyline Meals Paid 2/7/2018 12345697
1/26/2018 74.00 09 02-037R.26 M 5500.10 Gah misc Paid 2/7/2018 12345697
539.60 The Y represents a receipt
Click on the ¥ to pull the:
%, Peter (AmExpress) receiptimage up directly
from the Expense Report. Expense Post
Date Amount R Type Account  Description Merchant Type Status Date
2/19/2018 25.00 Y08 02-038M.2.2 0 8100.00  Hrjnghh by h bl huduihgu gt Jsijsiel Mileage Approved
25.00
, Peter (MC 2345)
Expense Post
Date Amount R Cost Code Type Account  Description Merchant Type Status Date
1/26/2018 125.00 ¥ 351.15.001502 0 5500.00  Coat for unexpected job conditions  REI misc Posted  1/26/2018
2/12/2018 58.00  9.003.021000 M 8100.00 Mileage Posted  2/12/2018
183.00
, Peter (Visa 1232)
Expense Post
Date Amount R Cost Code Type Account  Description Merchant Type Status Date
1/26/2018 25.00 5100.00 Lodging Posted  2/5/2018
2/12/2018 199.98  5.007 M 5100.00 Material Posted  2/12/2018
74.99
ase, Expense
Expense Check  Check
Date Amount R Cost Code Type Account  Description Merchant Type Status Date  Number
2/19/2018 253.00 ¥ 8100.00 trsgjbg Mileage Open
753.00
ohnson, Dan (Visa 1234)
Expense Post
Date Amount R Cost Code Type Account  Description Merchant Type Status Date
2/5/2018 4140 ¥ 8060.00  Gas for truck Speedway Fuel Posted  2/12/2018
)
Jnknown 10
Expense Check  Check
Date Amount R Cost Code Type Account  Description Merchant Type Status Date  Number
P M e[ 1o < B

Note: "R" column on Expense Report will show a "Y" if a receipt is
on the "Y" to view the receipt(s) from the report.

attached to the expense. Click
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