Ajera 9.3 Browser Based Expense Reports
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New browser based expense report entry and approval.
Access from Chrome, Firefox, Safari, Edge, IE

View Expense Report List and Detail on one screen.
Saving changes to Expense Report doesn’t close window

Click-once and mobile expense report entries remain

Submit & Approve multiple Expense Reports

%—E Manage attachments with new Has Attachments
= and Preview Attachments columns
Print multiple Expense Reports

= View Expense Report Notes

9|  Separate Security from Timesheets
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Browser Based Expense Reports

Access: Manage > Expense Reports
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@ New menu item for Expense Reports

@ Separate Security Option

Q Turned on for Administrators only

Q Widget Open and New actions will use this if Role has access
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8/24/2019 SF Trip

P view Expense Report Notes
T Submit

\ Import Credit Card List

W Delete

.ee

RARARRRRR

o Employee Pat Hill

My Expenses and Employee Expenses Tab

8/23/2019
8/22/2019
8/23/2019
8/21/2019

8/24/2019

Description SF Trip

Begin Date Advance 0.00 DIUERS
End Date 8/24/19 Total 1103.56
Reimbursable 522,50
Actions Rejected By Date Project Phase
8/22/2019 04-227 Haven Street Garage Interior Remodel

04-227 Haven Street Garage Interior Remodel

M04-163 Virginia Avenue Business Parl M04-092 Business Development

04-227 Haven Street Garage Interior Remodel

M04-163 Virginia Avenue Business Parl M04-092 Business Development

04-999 Z-Overhead Administration

e Expense Report List

Display based on accounting and supervisor rights

Expense Report Detail Optional Columns

Click on the gear icon # to view Expense Report

Detail Optional Columns

Expense Report Detail Optional Columns

Expense Report Detail
¥ Import

¥ Notes

¥ Manager Notes

¥ Rejected By

¥ Reference

Cancel

OK

Optional Columns

Click on the gear icon ©
to view Expense Report
List Optional Columns

@ Expense Report Actions

Click on the Action icon #¢ to:

+ View expense report notes

+ Submit an expense report

+ Access the Import Credit
and List to insert new detail
rows based on imported
items

* Delete a non-submitted
expense report
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Expense Item

Travel
Meals
Travel
Travel
Meals

Mileage

Expense Reports Optional Columns
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P Reports List
Department

Advance

Credit Card Amount
Personal Expense
Reimbursement Amount
Submitted

Supervisor Approved
Accounting Approved
Expense Rejected
Processed

Needs Reapproval
Reapproved

Has Attachments
Preview Attachments
Submitted Date
Submitted By
Reapproved Date
Reapproved By
Accounting Approved Date
Accounting Approved By
Supervisor Approved Date
Supervisor Approved By

Cancel OK




Ajera 9.3 Browser Based Expense Reports Deltek.

Adding Attachments

€ Attachments

Employee Pat Hill Description DC trip R .
Click on Expense Detail Row
Begin Date T 0.00 Notes and select Attachments
End Date 10/17/19 Total Attachments x e Add Link/URL
! @l + Add Lnk/URL | & Upload P search Same attachment functionality as JE.
Uploaded  Category Description File . Added  Actions Entel’ fu].l path or URL for attachment.
DeltekAjeragHardwareandSoftwareRec DeltekAjer wareands 10/17/2019 09:24 AM 3
Actions = Rejected By Date  Project 6 s ‘o Upload attach "
ave 1o Upload attachmen!
& Dototo Fow L0/17/2015 04227y Add Attachment % Ramove e Add Upload
= Attachments o 10/17/2019  04-227 I File  No file selected x ?l Use this to add an Upload attachment
<& 10/17/2019 M04-163 Category[\ @ e Add File
? 10/17/2019 04-227 H .
Select File & Save
: “& 10/17/2019 M04-163 Cancs
|
s FYEFRID) (COeED e Save to Upload attachment
= Attachment is not saved until Expense
Report is saved or on Attachment Action
select Save to Upload attachment
Help Cancel oK

Expense Report Approval /Reject

—~ MANAGE
G-e2m @ Expense Reports

My Expenses Employee Expenses ‘

New  Print  Submit = Approve e Employee Pat Hill Description SF Trip
Actions Select Date¥ Employee Description .
Begin Date Advance 0.00 RIDEeS
9/20/2019 Christopher Meehan Travel for lightrai
End Date 8/24/19 Total 1103.56
9/20/2019 Pat Hill
9/18/2019 Mark Royce Lightrail meeting Reimbursable 922.50
9/11/2019 James Singer Expense Report
Actions Rejected By Date Project Phase Expense Item
9/11/2019 Kris Kingsley Expenses from H.
8/22/201a 04-227 Haven Street Garage Interior Remodel Travel
9/11/2019 Mark Royce Travel Expenses ? /22 o
8/23/2019 04-227 Haven Street Garage Interior Remodel Meals
9/11/2019 Mary Boyle Travel Expenses f ® S o
g8/22/201a MO04-163 Virginia Avenue Business Parl M04-092 Business Development Travel
9/11/2019 Pat Hill Miscellaneous Off «‘ /22 E P
8/23/2019 04-227 Haven Street Garage Interior Remodel Travel
9/11/2019 Paul French ? /23/ &
& ’—‘ g — £L 8/21/2019 MO4-162 Virginia Avenue Business Parl M04-092 Business Development Meals
ot at Hi Tip
: A& 8/24/2019 04-999 Z-Overhead Administration Milzage
P View Expense Report Notes H
A Submit ® | & Reject Row
¥ Import Credit Card List W Delete Row
W Delete

l ] _ l Reject using Actions on detail row

Approve using Actions on
expense report row or
Select expense report(s)
and use Approve button
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