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V9 END USER GUIDE TO TIMESHEETS AND EXPENSES

This document is aimed at the end user to provide information on using timesheets and expenses in
Practice Engine V9.

Timesheets are a way of recording time spent against clients and activities, including non-chargeable
work. Each organisation will have different configurations regarding services and activity/ analysis
codes and their use. This guide explains the use of timesheets based on a standard set up.

Expenses are used to record staff expenses against clients and non-chargeable work.
TIMESHEETS

There are two styles of timesheets available within Practice Engine — Weekly and Daily. It is possible
for an organisation to use a mixture of timesheet styles for different purposes. Weekly timesheets
are the default timesheet style and are particularly useful for staff who perform the same type of
work across the week. Daily timesheets are useful for staff who either need to include a large
number of time entries for each day or whose time needs to be posted on a daily basis.

TIMESHEET ENTRY
Timesheets can be accessed from various launch points:

e The Timesheet link from the Home menu

oo

-
3

.....

e The Outstanding Timesheets hyperlink on the Timesheets dashlet of the staff dashboard

“'.

e Selecting My Timesheet from the Entry menu
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e Clicking onto the Popup Timesheet link from the Home menu

The first three options will launch the style of timesheet that is set as the default for the user.
WEEKLY TIMESHEET ENTRY
Clicking onto any of the first three options will open the main timesheets page:

-

Click onto the underlined start date of the week requiring the timesheet entry, as indicated above.

This will open the Timesheet Header.
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Click onto the New button to create a new timesheet entry. This will open the Timesheet Entry
dialog window where the details of the timesheet entry can be input.
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Enter at least three characters of the client code or client name to display an autocomplete list. The
results list will become more accurate as more characters are entered.

s - “ Cherst Status

MARDOY - hams trareng
HARDO2 - Harres Cars and Motorbikes

HARDO] - Harres Tramwng

Either use the keyboard arrow keys and Enter to select the required client or click onto the required
client using the mouse.

- . ' - ' v ST
Vo . . -

Cherige Mot

R

Select the service that the time entry is to be put against.
If Jobs are being used, select the relevant job and task to put the entry against.
If required, select an appropriate analysis code for the entry.

Enter the amount of time to be recorded against the relevant day(s)— this is entered in decimal
hours.

The charge band field allows for different charge bands to be selected for different types of work.
This will only be relevant for users that have multiple charge bands set against the staff record.

Enter a narrative for the timesheet entry — this narrative may be used on fees for the client.
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If relevant, enter any additional Internal Notes against the entry.

At the top of the page there are three options to save the entry:

[ oK || mew || Net || cancel | Delete

From 1Q/ni /2015 Taraet

=  OK - saves the entry and returns to the weekly timesheet overview. Use this option when
entering a single entry or editing an entry.

= New — Saves the entry and opens a new blank timesheet entry page. Use this option when
needing to add another entry for a different client.

= Next — Saves the entry and opens a new timesheet entry page for the same client. Use this
option when multiple entries are required for the same client with different details such as
job, task, analysis code or narrative.

EDITING WEEKLY TIMESHEETS

Timesheet entries can be amended up to the point that they are posted. If posted they will appear
will a red dot next to them.

To amend an entry either click onto the underlined link:

M T w T F s 5 Total Notes
000 200 000 000 000 000 000 2.00 Consutancy r
Cie doxw 0w 00 00 00 000 1.00 notes
N
1.00 2.00 0.00 0.00 0.00 0.00 0.00 3.00

Or right click and select View/Edit Details from the context menu.

L [Tl 0 Oy AW alal

— (@) View / Edit Details —
L0

IE_ f Complete Timesheet —

Either option will open the timesheet entry form, where the entry can be amended before saving it.

It is also possible to Delete the entry.
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COMPLETING TIMESHEETS

Once all of the entries for the week have been entered onto the timesheet and the target number of
hours have been reached, the Complete button will be activated.

Timesheets for Quinton P James
Tes P e Decnls Schease feges TOR Oos=
From: 12/01/2915 Target: %00 Comment:
To: IN0LIS  Acsak
Charge %: 100. Target %:
Status: ACTIVE Activity®e: 11154

Click onto this button to mark the Timesheet as Complete, ready for Approval or Posting.

The Complete button will change to Activate. Entries can still be amended by activating the
timesheet, making the changes and then marking the timesheet as Complete again.

DAILY TIMESHEET ENTRY

Daily timesheets provide a different input screen.

The Date field at the top of the screen allows for movement between the days of the day week, this
is also possible using the calendar icon.

Enter at least three characters of the client code or client name to display an autocomplete list. The
results list will become more accurate as more characters are entered.

Select the Service that the entry is to be allocated against for the client.

Timeaheet Detars tur Quantan P emns
N .~ __Y_.d‘ - . -~ ~ —
T b b S Dtre B Ted Mehva Buts Noe e We—
[ - - -
.- — - A e A e waw

If Jobs are being used, select the Job for the entry.

Timeahoet Detarn tor Quantan P Sames
v @ BN sy T . — - —_—
R Ted Mt Bkt b ——
[ - oy o - -’
- - —— aa— . =) e e
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Select the required task, analysis code and rate before entering the time spent.

Timeshoet Detars tor Quantsn P Semes

Enter the narrative for the entry and click onto the OK button. This will add the entry to the daily list
of entries.

Tmevhaet Dvtaity tor (ronten P lomes
> . T . . ——
Nt re o B . beove S ——— ——
) —

New entries can be made by repeating the process described above.

COPYING AND EDITING DAILY ENTRIES

Daily Timesheet entries can be copied from one day to another. Right click on the entry to be copied:

e Man Sery
N0 gl Ad o oy jss
4 ooy 10
” J tan
)’ Deletr

Select Copy To from the context menu and select the date from the pop up calendar to copy the
entry to.

Entries can also be amended and deleted from this context menu.
RELEASING DAILY TIMESHEET ENTRIES

Daily timesheet entries can be marked as Complete by releasing them. This allows the entries to be
posted by an administrator. The entries can be released individually as they are completed or in bulk
at the end of the day. Released entries will be marked with a red dot next to them.

Timesheet Details for Quinton

Print Close Release
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TIMESHEET LOCATIONS (US ONLY)

Timesheet locations are used to track where work has been performed. Each staff member will have
a default location set against their staff record. By default this is applied to all time entries, but can
be changed.

When Timesheet locations are in use, a suitcase symbol will be shown on the timesheet page:

A

[r— PN Sere o e

[ B - -

Ol - - e -

—— e .

—— — e - — . - - » » £ 3 » L ———

Clicking onto this icon allows the user to change the timesheet location for the current timesheet.

It is also possible to set the location against individual entries after the entry has been recorded.
Right click on the entry to be changed to display a context menu and select Set Timesheet Location.

i inatl

0.00 1.00 test timesheet

() View / Edit Details
/ Complete Timesheet
. Set Timesheet Location

This will display the following dialog where the State and County can be selected for the entry.

e

State Blabama

<<

County |

Click onto the Update button to save the changes.

Any timesheet entry that is different to the default location will be displayed with the ‘suitcase’ icon
at the end of the line.

Copyright 2015 The Practice Engine Group Ltd. All Rights Reserved
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SCHEDULE BUTTON

The schedule button works in conjunction with Job Scheduling and shows on the weekly timesheet
header:

Vo RN Ve M

- TR Aol L

Charge W " Taryet S "o

L. ACTIR Attty L Lt [

WeUnD  wemtes BEEW DE Gews L G WD DO G R0 BRI LR e et o ey

Clicking onto the Schedule button will display a list of items that the staff member has been
scheduled to for the week along with any entries that have already been put onto the timesheet.

Select the entries that are to be posted to the timesheet and click onto the Post button. These
entries will be entered onto the timesheet, but can be edited as required.

They will be displayed on the Diary Entries page (clicking onto the Schedule button again) as below
to indicate that they have been entered onto the timesheet:

P

Senth Toys - Orargeatibe Tene 1.00
Unagoeowed Lamve Raguest - (ol Gay off 7.00

Parms Traewng Lod - 2013 Panceng A Dadpetng
Marrs Teaning L - O Tene
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THE POPUP TIMESHEET

The Popup Timesheet provides a way of keeping a timesheet open throughout the day so that time
entries can be made as they are completed. The Popup timesheet can be found as a link on the
Home menu

N Awr BOn

B Crarge Fasseoer
|
© Vs Tenw
2 Prire Do
& Out O Oew

St Lewi

Chomn T
Timevreet

G Loget

This opens the current day’s timesheet as a daily view in a separate browser tab/ window.

u»i

A

[zetants

______ I Thrssey Teget ) 700 Al 100 v

[ Chusnt Marne vl
- v C v}
~ i"‘"-' — X ;Il

EUA ke Advwrtiom SRR oc E il LN L00 prepeae of greaidwer

Time entry is completed as described above in the Daily Timesheets section. Time can only be
entered to the current day, and entries cannot be copied.
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THE WORK TIMER

The Work Timer is a feature that is available when using Jobs. Within the job details pages it is

possible to set the work timer running.

Open either the Staff Jobs page or the Client Jobs page:

Chen @ ot Detew 12 Same! § 00N o0g 1!

Chent Code

aveel

CAD

AR

Mmuong

Mugc

Chent

Serathw Toygs

Caow Yalmy

M Rgrates

Ealar s

M Narcren

R Tarares

Oders Lt

0l Ware

At 2013

ALae 2044

Agar 014

Auzr (U

At 2014

Autt 2013

Click onto the Open Job link in the Action column:

Jobs for Quinion P James

Chen @ i Detew 12 Sama! § 00N o0g 1!

Chent Code

SMosl

CAD

Chent

St Tags

Caow Yalny

M Agrates

M Rz

M N res

Oders Lt

40l e

At 2013

ALae 2044

Agar 204

Azt 0N

At 2014

This will open the main job details pages.

Job Details

Warve
Juv Cone
Juli Slatus

™ e

% ewo

Swarzh

Farmer

Logen St
Quirins P James
Quirtus P James
Jurm P amee

Quirmon P cxmee

Qurmon P ames

Swarzh

Farmer

Logen St
Quirins P James
Quirtus P James
Jurm= P ames
Qurmn P oames

Quroon P ames

Chenet  JAWOL2

MM Nyrcres

b At 2010 -

0 Varagernnn
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Click onto the Time Entry button to open the Work timer:

Work Timer

' Remove On Post

Details Time Worked Actions

Add a Timer: | search dliant Q Select a Job...[V|  Add jor

Close

Use the Add a Timer line to add the required job. Enter the client name or client code and select the
desired client. Select the job that the time is to be entered against and click onto the Add Job
button.

¥ Remove On Post
Details Time Worked Actions
© HARDO1 ; Hams Training and Consulting = o time - X Post m < Aeset (]
003 : Dept schedule test lob
Add a Timer: earch i Q Select a Job 1_; Add Job
Close

Click onto the Start button to start the work timer.

Close the Work Timer dialog to return to the job pages. This entry will keep running in the
background, allowing the user to work elsewhere within the system.

The entry can be applied to the timesheet either from the Work Timer link on the Home menu or
from the Time Entry of the Job pages.

EAPPLYING THE ENTRY FROM THE HOME MENU

Click onto the Work Timer option from the Home menu

This will open the Work Timer page and will display all jobs that are being tracked.
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Details
o HARDO1 : Hamis Training and Consulting
003 : Dept schedule test ob

C APPOO1T - Apple Orcharde

000 : Test Job 2015

o DAWDO1 : Caroline Dawson
PROJ1_1 : Project Work
Acad a Timer:  search chienl Q Select a Job, XJ

¥ Remove On Post ‘

Time Worked Actions

o e 8
2 S 8

Adda Jot

Click onto the Stop button to stop the timer. Click onto the Post button to apply the time to the
timesheet. This will create a timesheet entry for the time entered and remove the amount of time

from the total available on the work timer.

EAPPLYING THE ENTRY FROM THE JOBS PAGE

Click onto the Time Entry button on the Job s page as described earlier to open the Work timer

dialog window.

Details
© HARDO1 : Hamis Training and Consulting

003 : Dept schedule test ob

© APPOO1 - Apple Orchards

000 : Test Job 2015

o DAWDO01 : Caroline Dawson
PROJ1_1 : Project Work
Add a Timer;  search client Q Seject a Job, XJ

¥ Remove On Post ‘

Time Worked Actions

o R o 8

Ada Jot

Click onto the Stop button to stop the timer. Click onto the Post button to apply the time to the
timesheet. This will create a timesheet entry for the time entered and remove the amount of time

from the total available on the work timer.

Copyright 2015 The Practice Engine Group Ltd. All Rights Reserved
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TIMESHEET APPROVAL

Approving timesheets is the process of confirming that the time entered against a client is valid and
can be posted and billed. It is a final check before the time is posted, since once posted, timesheet
entries cannot be changed.

In order to ‘Approve’ a timesheet it must have a status of ‘Complete’ and the staff member who is to
approve the timesheet must have the relevant permissions granted.

Timesheet Approval can be granted at the user level (My Timesheet Approvals), the department
level, the office level or on a global level.

MY TIMESHEET APPROVALS

My Timesheet Approvals allows team leaders/ managers to be set up to approve their team’s
timesheets. Timesheets awaiting approval can be accessed from two locations:

e The Timesheet dashlet on the Staff Dashboard has a link to Timesheets For Approval.
Clicking onto the number of timesheets waiting for approval will navigate through to the
approval pages.

Staff Dashboard for Quinton P James

Eeparses Twasteen

-

e From the Entry menu taskpad, there is an option called My Timesheet Approvals.

Both options will navigate through to the Review/Approve Timesheets page
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This page filters the timesheets by Week, Staff Member or by All Complete.

Clicking onto the Week will show all timesheets for that week regardless of status.

4 Nwlraw e L - - "™
" s Ill ' ~ "~ - u-.:
L e () - " - 1w
. [ — e am An an tw

tas s baz i 8 e W
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Clicking onto All Complete will show all timesheets that are complete and awaiting approval.

By Weon by St M Comppan

@ Qe F e LLDLONLS Comer 1200 o0 11 Hm ‘

ChmiEd [ b

Clicking onto a Complete timesheet from any of these pages will show the Approval page for the
timesheet.
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This page displays all entries on the staff member’s timesheet. The Approver can Review and Edit
the entries if required using the Edit button next to each entry — this may be to adjust the Charge
Rate, the Analysis Code, the Job etc.

If an entry is edited, the main timesheet entry form is opened where the necessary changes can be
made.
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Clicking onto the OK button will save the changes and return to the timesheet approval page where
the timesheet must be marked as Complete again.
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Click onto the Complete button to mark the timesheet as Complete.

The timesheet can be either Approved or Rejected using the buttons at the top of the page. If the
timesheet is to be rejected, the approver can enter the rejection reason into the comment box to
inform the staff member as to the reason of the timesheet being rejected.
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Tiumeshents for Approval

Lagwe Roguasts Y Approval

Click onto the number of Rejected timesheets. The timesheet will be displayed under the Rejected
tab of the Timesheets page.

Charge w - Vorgws ~ sy
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The timesheet can then be amended as required and marked as Complete.
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DEPARTMENT TIMESHEET APPROVAL
Department Timesheet approval allows a manager to approve any timesheets of staff belonging to

the same department. Department Timesheet approval can also be accessed from either the
Timesheets dashlet or from the Entry menu taskpad.

Expenses Timeitewts

Both of these launch points will navigate through to the Review/Approve Timesheet page where
the timesheets can be approved as described in the section above.

Note: The option of All Complete is only available through the My Timesheet Approvals page.
OFFICE TIMESHEET APPROVAL

Office Timesheet approval allows an office manager to approve any timesheets of staff belonging to
the same office. The Office Timesheet Approval page can only be accessed from the Entry menu.
Approval of the timesheets is the same as described in the section above, with the added ability to
filter the timesheets by Department.

GLOBAL TIMESHEET APPROVAL

Global Timesheet approval allows a system administrator to approve any timesheets. The Global
Timesheet Approval page can only be accessed from the Entry menu. Approval of the timesheets is
the same as described in the section above, with the added ability to filter the timesheets by Office
and by Department.
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TOIL

TOIL or Time Off In Lieu can be requested from the timesheet pages. This is dependent upon the
organisation using the Manual TOIL with Approval method of recording TOIL. This is only available
for Weekly timesheets.

Staff can request TOIL for any time worked over the daily target using the Request TOIL button.

W

[ e | | e | o | soese (( messsmu

Frwams WOUNS  Target: Yoo Comment:

Yot 00 Actuah 1100

Change Wi 10,00 Target S o000

Status: ACTIVE Activitye: 1AL Location: [

R T Gy ) Moforhies ACCOUNT on Carwre M e Aam QW

WARCOL s Trwneng Lat s ou Aot 2015 W 2 e o
o% m e om

Enter the amount of TOIL to be requested against each day, along with any comments. Click onto the
Save button to make the request.

These entries will need to be approved when the timesheet is approved.
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APPROVAL OF TOIL

If the Manual TOIL with Approval option is being used, each TOIL request will need to be approved
as part of the Timesheet Approval process.

The Timesheet Approval page will display additional fields and information relating to TOIL.

B
L]

W U ey Y i p—— Vs leaemeiin e

TOIL is requested on a day by day basis by the staff member. This is displayed in the TOIL Request
field. The staff member can only request any hours that are over the daily target.

The Approver has the option to add comments for each TOIL request. Each TOIL Request is approved

by clicking onto the Approve button at the end of each line.
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Once all of the requested TOIL has been approved the TOIL can be posted using the Post TOIL
button.

Copyright 2015 The Practice Engine Group Ltd. All Rights Reserved
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EXPENSES

Expenses can be used to track staff outlay against clients and non-chargeable clients. Expenses can
be accessed by the following methods:

e The Outstanding Expenses hyperlink on the Timesheets dashlet of the staff dashboard

e Selecting My Expenses from the Entry menu

EXPENSE ENTRY

Expense entry starts with the creation of the Expense form.

—v [ AT (X Peats
| ) | | A | l x

© Exponses for Quinton P James

[ LU R— Ustw Gmmments

P ol

» - L s

Enter a Description for the claim — e.g. January 2015, and then click onto OK to create the claim
form. This will take you back to the main Expenses page.
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Click onto the description of the expense form to open it and add entries.
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Click onto the New button to create a new entry.
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Enter a description for the expense entry and any other relevant information.
The date will default to the current day’s date. Change the date as required.

Enter at least three characters of the client code or client name to display an autocomplete list. The
results list will become more accurate as more characters are entered.

[ x| M Clers Staes
HARDOS - harms traming

HARDOZ - Harres Cars and Motorbikes
HARDO] - Hatres Traswng L1d

Copyright 2015 The Practice Engine Group Ltd. All Rights Reserved

Chapter: V9 End User Guide to Timesheets and Expenses

0p



Either use the keyboard arrow keys and Enter to select the required client or click onto the required
client using the mouse.

- [ v oaw |
Clatan Furs Quvton) P larew  Dalw 2203018 Connmimte
harn Morrrbaw )
Matusi Mriw Totalt 0
Dest vt Mooy 210
et 1aat enparas prery Sote
4
Chuant HALRH N Vineveg i
v (Y v) (S Guwn v
Arabyvie Cavibn horvsy v Clame Band
[T w Mot Awisint 1
VAT Hate s hLLLE ro farvmn A oent m
Venrchuer .
AlLat oo Paywent Methad oy v
Wedereine

Select the Service, Job and Analysis code that the entry is to be put against.

- [ v oaw |
Clatan Furs Quwtan) P davun Dutw 2203018 Connmimte
harn Morrrbaw )
Matusi Mriw Totalt 0
Dest vt Mooy 210
et 1aat enparas prery Sote
4
Chuant He Priis Vineeng (0
Sorvice s s v
Analyvie Clame Band
[T w Mot Awisint 1
VAT Hate s hLLLE ro farvmn A oent m
Venrchuer .
At hodd Paywent Methad oy v
Wedereine

Some Analysis Codes will allow for units to be entered rather than an amount. If the analysis code
chosen works with units, enter the number of units for the expense entry. E.G. number of miles
travelled.

Expense Entry

- . et et Dot

Clabin furt hartun O atee Oatn: aouxns Cummmnts:
Clatm Wsmber

SEatin ACTIVE Tutal (L)

D riptian Jarvamy JOLT

Dune riptinn toad Fepenige ey ate " —
-

-

et HAROO “ Parrve Tiarereg LIt

Service M rrmsrenney v b e W
Anabysie Chorger St [TET SN |
tnite Mt Amaount ".00
VAT Rate « Gorran Aminns o

Ve o Payment Method 1 v

Supplier Referrmen
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If units are being used, there may also be a requirement to select the relevant charge band. E.g. For
mileage claims to select the engine size of car.

o

Claim For
Clatrm Mumibser:
Statun:
Diencrigtion:

Description

4

A Total:
Marwnry 2054
sl exiuerie erlry
=aa0 | [ YT p——
Az=zunany -
Mmoo ~

00| ot D.5580 per mie

[ye——y VAT Syt oo

Expense Entry

ZLNL0YY Commeats:

If units are not being used, enter either the gross amount and the net will be calculated or the net
and the gross will be calculated based on the VAT rate selected.

Ol fany
Clorrn Marvibor
Statun:
Desriptive:

Descnipmn

Nervice
Atvabysis
U

VAT s

Voudher
ATached

Srtrpdler

o -t [P Cumty
Cuamst 9 lorws  Dutes
MY LI

Mevaary 2015

I1nat saguvee vy

1Ay M i Ty Ui

™| AT A

N1/ 2928 Cammems;
i
Nate
MU G v v
(Norge Bandl v
Wt Anvesuns s 00
s Arraumt 150100
Pagrmest Mathad (0 R
Belowenin

If applicable, adjust the VAT rate. The VAT amount will calculated based on the VAT rate selected.

If a receipt is to be attached with the expense form, tick the Voucher Attached checkbox. This will
indicate that a receipt goes alongside this expense entry.

Ol fany
Clorrn Marvibor
Statun:
Desriptive:

Descnipmn

o -t [P Cumty
Cuamst 9 lorws  Dutes
MY LI

Mevaary 2015

I1nat saguvee vy

Expense Entry

ITNL2928 Cammems:

Nate

M [ Geew v v
havge Banl A0 o
Wed Avsauss us 0
Gruss Arvaust 15000
Papmest Mathad (00 v

Belowenin
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Enter any Supplier or Reference details that may be required. These fields do not affect the expense

entry but can be used for reporting purposes.

At the top of the page there are three options to save the entry:

[ ok || mew || mex || cancel | et

=  OK - saves the entry and returns to the Expense Overview. Use this option when entering a

single entry or editing an entry.

= New — Saves the entry and opens a new blank expense entry page. Use this option when
needing to add another entry for a different client.

= Next — Saves the entry and opens a new expense entry page for the same client. Use this
option when multiple entries are required for the same client.

EDITING EXPENSE ENTRIES

Expense entries can be edited by clicking onto either the date of the entry or the description.

Expenses for Quinton P James

fav e Larewts e

O Py o A bees  Bate | Cansnrnts
vt Mustibmr )
Matan ATV Tanahi

Ll 5 S
gt 1 1) W sl

A S ] Lo Page

(s s gtines

This will open the Expense Entry form where the details can then be amended as required.
COMPLETING THE EXPENSE FORM

The Expense form cannot be approved or posted until it has been marked as complete. Click onto
the Complete button to mark the expense form ready for approval and posting.

Expenses for Quing
= 0
Chin Fary s * beven Bate ! | Cansnrnis
)

Chants Mustibmnr
atan ATV Tanahi
[
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EXPENSE APPROVALS

Expenses must be approved before they can be posted. Expenses are approved in a similar way to
Timesheets. There are four Expense Approval options available, and all can be found from the Entry
menu taskpad.

Taskpad View
© Giohial Timesnest Ervy B Ny Timesheat Approwsls <
& Deparyment Timesheet Approes & Oftan Timeshest fpgrova
& Ghobal Timeshee! Apgrovat & Depanment Expense Extry
& Offce Expanse Emvy & Butal Eqpense Ertry
& My Expense Appovars & Dapacoont Espente Approval
(¥ Offce Expanse Approval & Guotal Expente Approval e

MY EXPENSE APPROVAL

My Expense Approvals allows team leaders/ managers to be set up to approve their team'’s
expenses. This page is accessed from the Entry menu taskpad.

 Ruviww / Apprave Eapemens

- I i%:% I AU |

CET IR SRR R

This page will display all expense forms that are complete and awaiting approval. Click onto the
name of the staff member to display a list of expense forms for that staff member.

When reviewing the expense form the available options are:

e Activate — this will reactivate the complete timesheet and put it back into the Complete
section of the staff member’s expenses.
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e Approve — this option will approve this expense form ready for posting.

e Reject — this will mark the expense form as rejected and place it into the Rejected tab of the
staff member’s expenses. It is advisable to include a comment when rejecting an expense
form to inform the staff member of the reasons why.

o View —this will open a print preview of the expense report.
DEPARTMENT EXPENSE APPROVAL

The Department Expense Approval page allows staff the ability to approve expenses for their own
Department. This page is accessed from the Entry menu taskpad. The page that is displayed and the
process is the same as described in the section above.

OFFICE EXPENSE APPROVAL

The Office Expense Approval page allows an office manager the ability to approve expenses for their
own Office. This page is accessed from the Entry menu taskpad.

Rovienw [ Appiove Expanscs

L R

The process for approving expenses is the same as described in the section above, but the page also
provides the ability to filter the expenses by department.

GLOBAL EXPENSE APPROVAL

The Global Expense Approval page allows an administrator the ability to approve all expenses. This
page is accessed from the Entry menu taskpad.

Roviem Appevve Lxpunaes

Poge b b

The process for approving expenses is the same as described in the section above, but the page also
provides the ability to filter the expenses by office and by department.
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