Expense Claim

Expense Claim view allows user to create his/her
expense claim and submit to HR/Finance department.
Below are available actions for “Expense Claim”:

* View / search the expense claim list

» Create new expense claim, modify, delete,
add attachment, posting and payment

Ef Expense Claim =

I show: [ Al Expense Claims v| employee: (< Select all> o ( search )
Year: [Year 2016 v From: | ik ~| Doc/Ref 2: I8 Create New

Date & Document#  Reference ® Employee " Cumency | TotalClaimed Amount | Approved Amount Status T PaymentStatus ||
Apr 1, 2016 | EXPCL-16-040018 EMO1 - Chris S6D §§15.70{ 5§15.70| Approved ~
Jun9, 2016 | EXPCL-16-00019 EMOS - Elvy Ee SGD $527.00] 5527.00 Posted Fully Paid a
Jun S, 2016 | EXPCL-16-060020 EMOS - Elvy Ee SGD 5560.00] 5560.00 Approved
un 23, 2016 |EXPCL-16-060021 TEMOS - Elvy Ee 's6D | $8319.00] 55319.00| Posted |

Expense Claim
List
Search for
Expense Claim
kg
v

2 i | Status: [ < All Expense Claims > ~|

Expense Claim List (4) || Expense Claim Details |

] Expense Claim % |
B4 O Cldi~ B~ Drafted
Date Document # Reference # Branch
(090672016 ! [<-AUTO-GENERATED-> ] | (HQ - Head Office vl

e R — e
Employee Currency Notes / Comments

EMOS - Elvy Ee ~| SGD 3
Recovery Account Recovery Percentage H
[ - 000! ~

[[Expense Claim items | Mileage Allowance | Tax items | Receipt Attachments | Posting | Payments |

2 [+l
'?H v ~I I v 000! i 1/ 8y Emplovee ~
& Bpesedate | Expense Category " Descrption | locston | Amoumt | ClimedAmount | ApprovedAmount |  PaymentMethod  |©]
A
o
v
Total Claimed Amount:’ | Total Tax:/ | Approved Amount:| Bl
Submit for Approval |- Create New Save Revert ( Delete )
| Expense Claim List (2] |_Expense Claim Details
Field Name Description Mandatory Information
Date Date of the expense claim submission Y

Reference Reference number or alphabet N
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Branch Branch of the employee Y

Employee Name of the employee Y

Account associated with third party from
Recovery Account
which to recover full or partial expense

Percentage of expense to recover from
Recovery Percentage )
third party account

Notes/Comments Notes/Comments N
Expense Date Date of the expense Y
Expense Category Category of the expense Y
Description Description Y

Location of where the expense was

Location Y
incurred

Amount Expense cost Y

Claimed Amount Expense cost to claim from company Y

Approved Amount Approved amount for reimbursement Y

Payment method for the expense by
Payment Method Y
employee

Create New Expense Claim:

1. Click on “Create New” at the top of screen of
“Expense Claim List” tab, it will open “Expense Claim
Details” tab with empty form

[ Expense Claim %
I show: | All xpense Claims | Employee: [ < Select Al » v ( serch )
Year: [Year2016 ! From: ! i ~! Doc/Ref #: | |‘ [ Create New
Date 4 Document® | Reference®  Employee | Cumency | TotalClimedAmount  Approved Amount  Status | PaymentSttus |
EXPCL-16-040018 | [EMOT - Chis SGD 5§15.70. $§7.70 | Drafted [ ~

[ Apr 1, 2016 |

EXPCL-16-060020 | EMOS - Elvy Ee sGD | | Drafted I

2. Fill up expense’s information on top half of the
screen.
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1Mo gl W |+ [TE Experse Com =
Masters vigE<s9 B8 o d-E- Drafted
= [® Do Branch :

Reference &

Addtions Information
Notes/ Comments

Curency
~| SGD

L Posting | Payments |

‘ S \ |0p|:n/ Export as PDF File

= b 1 Expense N Description | Location Clsimed Amount  Approved Amount
i Open/ Export Import the Contents of a
/ as PDF File CSV File into the Table
Next Expegse Show Export the Contents of
e S the Table to a CSV File
Reload the
Record
Print the from Store Add new Expense
Docusment Claim into Entry Line Setting for
Column v
Total Claimed Amount| Total Tax:/ | Approved |
Submafor Appeovsl | ( Crestepew ) | s et | ( pelee )

Expense Com s (2 |_Expence Claim et

*Note:

a) Please ensure the employee was assigned under a
department

Department Code Name
T i ) D | [Teama |
%%:2  Crr ——)| T
e o Dyt :mé::: \l;m%-?alaauu.nﬁnq ~!| [ Grouping Department
Comepon) e tem ) (Coom)
2T ] B :
ey L et e
2 ] 20 ]
L  Employee Name & =] Employee Nome 4 ©
Mandy Starr ~ e =
Neo E.%E.w.& ]
[@] soemen
b) Only Department Manager is allow to view the rest
of the employees. Otherwise, the employee only allow
to create, edit and view his/her own expense claim’s
details.
[T Departrents x| [E] Expense Claim |
- T I
_:h; _[A| Department Head Manager
[EMD3 - Jessica [EMO3 - Jessica o (EMOS - Elvy Ee ~
|EMO3 - Jessica P
m:ﬁ::f [ | @ Grouping Department

c) Only Admin / HR Manager is allow to create expense
claim for everyone. Otherwise, the employee only able
to create, edit and view his/her own expense claim’s
details.

d) User will need to have their username assigned to
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their Employee record as system user to be able to do
Expense Claim in Samooha. (see Employee)

3. Optional: Click on “Recovery Account” drop-down
list if the expense claim to be recovered from third
party and key in the “Recovery Percentage” value

e  — o— e
Employce Currency Notes / Comments
EMOS - Elvy Ee ~| SGD
Recovery Account Recovery Percentage
v 000 ~
| & &

4, Click on “Save” button at the bottom of screen to
save

5. Enter Expense Claim Items / Lines info and press
ENTER or click Eﬂ button

*Note: if user need to add new location / currency
for Expense Claims, please contact Samooha admin.
This will need to be added and setup in “Organization
(Masters) — Country and States”

6. Click on “Mileage Allowance” tab if the claim is
for fuel mileage expense, and fill up the
information.

[ Expense Claim %

BE 4% O~ O d~&E-~ Drafted

Date Document & Reference Branch

[23/06/2016 v| [<-AUTO-GENERATED-> ] [ {HQ - Head Office vl
oo B T — —
Employee Currency Netes / Comments

EMOS - Ehvy Ee ~/ SGD -
Recovery Account Recovery Percentage

~l [ 0.00 -

__Expense Claim megi Mileage.qnwmu;'!umfr.s Receipt Attachments | Posting | Payments
1 v - [ Il ) o [ T Il |[By Emplovee v
# | TavelDate | Vehicle Type Purpose FromPlace  ToPlace . Distance  OtherCost  Mileage Allowance  Claimed Amount | Approved Amount  Payment Method |B% |

7. Optional: Click on “Receipt Attachments” tab to
attach the scanned receipt image files
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E[Smphaves Cumrency Motes / Comments.
(005 - Eivy Ee v SGD
Recovery Account Recovery Percentage
Bes

v L s | —
B

. I Receipt Attachments || Posting | P:

I8 = . e 1
| ExpenseDate | Expense Category = Descriptic 1 eyAmoont | Approved Amount File (Max 512KB Only) * 3

8. Click on “Save” button at the bottom of screen to
save

9. Click on the “Revert” button to undo changes.

Submit for Approval

1. Click on the “Submit for Approval” button at the
bottom of screen to submit the claim

2. Click on “Yes” button on the pop-up window to
confirm claim submission.

Recovery Account Recovery Percentage
- Jia i
v 000 ~
[Expense Claim tems |_Mileage Allowance | Tax ltems | Receipt Attachments | Posting | Payments |
ot e
o |8 a8
vl v v \(s6D-s ~! 00l Il I(By Employee B
2 EpenseDate  ExpemseCategory | Descr Wishto Approve? X T A | PoymentMethod  |]
2Jun 14, 2016 ECO1 - Airfare and Visa | A Ticket 55319.00] $5319.00] By Employee ~
@ Do you reslly wish to sent approval for selected expense claims? a
|
-
Total Claimed Amount|  55319.00 | Total Tax: | Approved Amount: 55319.00
‘Submit for Approval - Create New Save Revert ( Delete )

T Expense Cloimn List nse Clawm Details

Note: Alternatively, user is able to submit the
expense for approval from “Expense Claim List”.

1. Select the expense claim user wants to submit for
approval, right click on the mouse and choose “Submit
for Approval”.
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] Expense Claim

Show: [ All Expense Claims | Employes: < Select All > | ( search )
Year: Vear2016 ~! From:/ ~| Tk ~! Doc/Ref = | | [ Creste New
Date & | Document®  Reference# Employee Curency  Total Claimed Amount Status PaymentStatus 9]
Apr 1, 2016 [EXPCL-16-040018 |EMO1 - Chris 56D $515.70| $57.70 Drafted ~
Jun 9, 2016 |EXPCL-16-060020 EMOS - Elvy e SGD | | Drafted n
Jun 23, 2016 | EXPCL-16-060021 = Flvufe SG0. I 55319.00/ Drafted I

R e e

¥4 Approve Expense Claim

& Post Expense Claim

.+ Undo Approve Expense Claim
Undo Expense Claim Posting

@ Delete Expense Claim

Approved Expense Claim

1. Click on “Approved Expense Claim” button at the
bottom of screen to approve the expense claim

E Expense Claim %
=242 O ld~BE~ | Pending Approval ]
Date Document & Reference = Eranch
(237062016 ! [Bxpci-16-060021 ] f | [HQ - Head Office vl
e B e p— e
Employee Currency Notes / Comments
EMOS - Elvy Ee ~ SGD -4
R Account Recovery Percentage
v 0.00 v
["Expense Claim ltems | Mileage Allowance | Tax ftems | Receipt Attachments | Posting | P
|8 B8
12 1470672016 ~|EC01 - Airfare and Visa ! ir Tick GD - Si v 319,00 53312.00 By Employee ~
[+] | Expense Category T Deg Wishto Approve? X T approved Amount | =
2 Jun 14,2016 |ECO1 - Airfare and Visa A Ti 9.00 '55319,00/By Employee -
@ Do you really wish to approved the selected expense cleims?
.
v
Currency : SGD, Exchange Rate: 1 Total Claimed Amount: 5531900 | Total Tax:/ | Approved Amount:| ss319.00|
| Approve Expense Claim |- (( Creste New Save Revert Delete

Note: Employee is not allow to approved the expense
claim by him/her self, need the approval by
Department / HR / Admin / Finance Manager.

Reopen Expense Claim

1. Click on “Reopen Expense Claim” button at the
bottom of screen to reopen expense claim record
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Expense Claim tems | Mileage Allowance | Taxitems | Receipt Attachments | Posting | Payments

Fll 88
2| 4/62016 |[ECO1 - Airfareand Visa v Air Ticket 156D - Singapore v~ 31900 “ss319.00] 5531900 |[By Employee ~IF
* Epensclate Expense Category Description Location Amount Cleimed Amount Approved Amount | PaymentMcthod |
2/jun 14,2016 |ECO1 - Airfare and Visa | i Ticket |Singapore | 55319.00| 55319.00] $5319.00, By Employee ~

|
-

| Approved Amount: $§319.00

Create New ) Save Revert Pelete

Currency : SGD, Exchange Rate : 1

Approve Expense Claim |
) Generate Report

| Re-Open Expense Claim I

= e A

Total Claimed Amount: $5319.00 | Total Tax:/

2. Click on “Yes” button on the pop-up window to
confirm

Expense Claim ftems | Mileage Allowance | Tax tems | Receipt | Posting | Payments
f | |88
(2 /[ as08r2016 +|ECOT - Airfare and Visa (i Ticket 1(SGD - Singapon_l[ 31900 55319.00 55319.00 By Employee
F] Expense Date | Expense Category Descripti Confirm re-opening? X lamount  Approved Amount Payment Method
2un 14, 2016 |ECOI - Airfare and Visa |Air Ticket | 55319.00 53319,00 By Employee

@ Are you sure you want to re-open a document(s)?

Note: Alternatively, user is able to reopen the
expense claim from “Expense Claim List”.

1. Select the expense claim user wants to modify,

right click on the mouse and choose “Re-Open Expense
Claim”.

[E] Expense Claim * |

B show: \ All Expense Claims

| Employee: [« Select all > ~| ( search

~| Doc/Ref #: |

Vear. [Vesr 2016 | From! o T

| [ Create New
Date & Document#  Reference & Emy Currency Total Claimed Amount Approved Amount Status PaymentStatus |9
Apr1. 2016 |EXPCL-16-040018 | |EMO1 - Chris |sGp SS15.70] 557.70| Drafted ~
Jun9, 2016 |EXPCL-16-060020 | EMOS - Elvy Ee SGD — —Drafted a
 un 23, 2016 |EXPCL-16-060021 | |EMOS - Ehy 53319.00 55319.00 Pending Approval
S| pense Claim
| &) Preview Expense Claim

Submifor Appoual
L || Re-Open Expense
‘Appiave

i.'“ J

se
do Expense Claim Posting

Delete Expense Claim

Modify Expense Claim:

1. Select the expense claim to modify in the Expense
Claim list

2. Update the information required
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3. Click on the “Save” button to save changes

4. Click on the “Revert” button to undo changes.

Delete Expense Claim:

1. Select the expense claim user wants to delete in
the Expense Claim list, right click on the mouse and
choose “Delete Expense Claim”.

[Tl Expense Clam = |
Show: [ All Expense Cloims. | Employee: [< Select Al > v ( search
Vear: [Vear2016 v! From/ ~| T v| Doc/Ref #: [H Create New
Date s Document  Reference Employee | Cumency  TotalClaimedAmount  Approved Amount Status | PaymentStatus @]
Apr1, 2016 _|EXPCL-16-040018 /EMOT - Chris |s6D SS15.70] 57.70|Drafted | ~
Jun9, 2016 |EXPCL-16-060020 | EMOS - Elvy Ee 1560 Drafted [ 1
lun 23, 2016 [EXPCL-16-060021 | EMOS - Elvy Ee 1s6D I | Drated |
Show Expense Claim
2 Preview Expense Claim
_ Submit for Approval
.+ Re-Open Expense Claim
od Approve Expense Claim
& PostExpense Chim
. Unds Approve Expense Claim
Ladak Ciaioc:
I (@ Delete Expense Claim I

Alternatively, user is able to delete the expense
claim in Expense Claim Details.

1. Select the expense claim user wants to delete and
double click on it, it will open the expense claim
details.

2. Click on “Delete” button at the bottom of screen

3. Click on “Yes” button on the pop-up window to
confirm claim deletion

-
Expense Claim ltems | Mileage Allowsnce | Tax tems | Receipt Attachments | Posting | Payments |
- ] e

2 |88
[2)[14/06/2016 v|[ECO1 - Airfare and Visa ! hir Ticket Deleting record? X s5319.00 1By Employee v
* Epemedue | Expense Category " Description Amount | ApprovedAmourt | PaymentMethod ||
{2 SER} Al St Vs e @ Do you really wich to delets this record? L ssveo) By Employee 3
4

-

Currency : SGD, Exchange Rate : 1 Tetal Claimed Amount: 5531000 Total Tax: | Appraved Amount:| |
Submit for Approval |~ ( CresteNew ) Save Rt ( Delete )

Expense Claim List (3) |_Expense Claim Details

*Note: Deletion of an expense claim record is
possible only if the expense claim has not been
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approved

Posting:

1. Employee is able to view the data under “Posting”
after the HR / Admin / Finance Manager posted the

expense claim.

[E{ Expense Claim |

BFe» O O 4d-EH- I Posted I
Date Document it # Reference # Branch
[23/08/2016 ~| [ExPcL-16-060021 | [ | [HQ - Head Office v/

et B | asssons normation

Employee Currency Notes / Comments
(EMDS - Elvy Ee ~| sGD
Recovery Account Recovery Percentage

- 000

[ |

I 1
| Expense Claim tems | Mileage Allowance | Tex Items | Receipt Attachmenf [ Posting | Payments |

Journak| Purchase Journal - SGD | Date:(23/06/2016 Seument 2 EXPCL-16-060021 | Reference = ]
Account® | Account Name | Entity Type [ Merno ] Due Date [ Debit | Credit | Base Amount
3040.01 | air Fare Commercia | |Expense Claim by : Elvy Ee 55319.00| 55319.00 Dr|
EMOS [Eny Ee |Commercial |Expense Claim by : Elvy Ee | [ | 55319.00] 5531900 Cr|

Payments:

L

1. User/Employee is able to view the payment
record under “Payment” after the payment is approved

and made.

T Expense Claim |

B¢ 0O~ O di- -~ Posted

Date Document £ Reference # Eranch

(230672016 ~! [expci-16-060021 ] HQ - Head Office v
Details B | Additions! Information

Employee Currency Notes / Comments

(EMOS - Eivy Ee ~/ sGD

III

Total Paid Amount: |

55319.00| Balence Amount: |

] Due Date [ Payment Date Lettrage
1Jun 23, 2016 1un 24, 2016

Paid Amount
$5319.00| A

Payment Procedure:

L

The process refers to the payment procedure after the

expense claim have been posted by HR /
Finance Manager.

Admin /
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[TElSpense Clam x|
BERes Q8 G d-EH-~

Date Document & Reference & Branch

!

(2370872016 ~! [ExPCL16-060021 ] | [HQ~ Head Office v
b B R—— "
loyee Curtency Motes / Comments
[EM05 - Eivy Ee v SGD -
Recovery Account ml’ucm_ugg
~ 0.00 v
Claim ftems | Milcage Allowance | Tax ftems | Receipt Attacl Posting ]
Journali|Purchase Journal - SGD Date: 23/06/2016 Gment & EXPCL-16-060021 | Reference ;' |
| Accoumt® | ‘Account Name T EntiyType | Memo DueDate  Debit Credt | BaseAmounmt  |7]
3040.01 Air Fare Commercial Expense Claim by: Elvy Ee $8319.00 B §§319.00 01| &
EMDS Eivy Ee Commercial Expense Claim by : Elvy Ee 55319.00) 5531900 Cr
a“ 14 a“ ”
1. Choose “Payment” under “Account” module
1] Payments x
Partner A/c: [ < Select Al > v Payment Means| v! [ Creste New Payment
Year: Year 2016 ! From: ~! Tl ! Branch (< Select Al > v _serh )
Date & Document® Reference® Account ] Partner Name ] Account £ | Account Name. | Cumency  Amount | Status
Jun 16, 2016_|PYTIGO0S | 16002.001/LU001 |Luxasia |4010.02 |Bank - OCBC [se0 | |Drafted

3. Click on “Create New Payment” button at the right
top of the screen

Ijep=—s)

Partner A/c: | < Select All > v Payment Means: le Create New Fiymentl
Vear: [Year 2016 ~! From: ! T/ ~! Branch [< Select AN > ~| ( Search )
_Date & Document# Reference® ___ Account  PamnerNeme | Acownt® | AccountName Currency | Amount | Status [[3]
Jun 16, 2016 _|PYTIG0040 | 6002.001/LU00T Luasia 401002 |Bank - 0CBC |scn | Drafted [

4. Fill up the information on top half of the screen
and click “Save” button to save

Tel Payments x
EEed 08 ol d- B~ Drafted
Document Date Document Number Reference Number Branch
(240672016 v | <-AUTO-GENERATED-» ] [ | [HQ - Head Office v!
Partner A/c Cuntency Payment Means Account
! v ~!
% Tan/Cheque# Bank Charge Tuchange Rate Currency
[ v/ | - il
Memao Bank Interest Bank Amount
T | T \
-1
[ Payment Lines | Expenses (0) | Incomes (0) | Postings | Notes / Attachments |
Due [ All Records v| & Search: | Pay All Auto Allocate | ™
Date | Document? | Reference® | Memo [ DueDstes | DucAmoumt | |3
-~
9
v
Dste  Document®  Reference® Memo T DucDates | DucAmoumt | PaymentAmt | B
~
p
v
2 Total Income:| | Expense: Payables:| ]

( Confirm Payment |-) Create New Save ( Revet ) ( Delete )
[rymemtse] poprere.]

5. Select a document in the “Payment Lines* tab and
tick checkbox at the (right) end of the document to
make expense claim payment[]
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Z€® UdR D d-E- Drafted

Document Date Document Number Reference Number Branch

24/06/2016 ! [<-AUTO-GENERATED-> | (HQ- Head Office v

Partner A/c Currency Payment Means Account

(€m0 - Ehvy Ee ~| sGD TI02 - T7 - Bank OCBC | (401002 - Bank - OCBC ~

Representative Tan/Cheques Bank Charge Exchange Rate Currency
e | & 11 SGD

Memo Bank Interest Bank Amaunt

[Business Trip ]

N rr— T ] | T
Date  Document? Reference® Memo DueDate 4 |
1ul 29,2015 |EXPCL15-070005 | |Expense Claim by : Eivy Ee Jul 29, 2015 |
Jun 23, 2016 [EXPCL16-00021 | [Expense Claim by Bl Ee { OrClickPay All N lunzs 206 |
to pay all the
documents
{"Payment Lines (1) | Expenses (0) | Incomes (0) | Postings | Notes/
Due [ All Records v & search: | Pay All Auto Allocate =
[ Oste | Doaments | Refeences | Memo _ DueDated  Duchmownt | [&]
u29,2015  |EXPCL-15-070005 | |Expense Claim by Elvy Ee [1uit 29, 2015 ssr200] (] ]
-
-
Date Document# | Reference® | Memo T DueDates | DucAmount | PaymentAmt | [®]
Jun23,2016  |EXPCL-16-060021 | Expense Claim by : Ehvy Ee 5un 23, 2016 ‘ $5319.00 55319,00 () [~
—~
Selected
document to
proceed
=l

6. Click on “Confirm Payment” button at the bottom
left of screen to confirm the payment. Click on “Yes”
button on the pop-up window to confirm payment for

the expense

Date  Document# Reference#

T ] Memo T DueDate & DueAmount | ]
Jul29,2015  |EXPCL-15-070005 | Expenca Claiom b F |1t 29, 2015 551200, ) [~
i Confim Document? X a

@ Do you reslly wish to Confirm the selected Payment Document(s)?

L

o

Date | Document? | Reference? | Memo T DueDate s | DucAmount | tamt | [®]
Jun23, 2016 |EXPCL-16-060021 | |Expense Claim by : Eivy Ee 1Jun 23, 2016 | ss319.00] 5531900 § pee
e

-

el Total Income:” | Expense | Payables 5531900
r— Gt ) | e e

T Paymens Lt | Peyment

7. Click on “Post Payment” tab to post the payment

and click on “Yes” button on the pop-up window to

confirm the posting.
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