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4.09.01 Receipts, Trips and External Costs

Receipts

To create a receipt, select document type ,Receipt” in the work area.

= = | mdpbeard > | M 0 @ 4% [0 Logout Rece]H ~ | [ || Searchin documerts . Category .. v | Search

. Receipt
Tracking and Recording El Offers = D Projects = El Invoices » 5T Col El P__ @ 5w Administration +

The document Type Receipt provides the project-oriented registration of costs. For example material
(copies, paper), traveling costs (taxi, train, and plane), accommodation or similar costs can be
documented. After creating a receipt, some fields are pre-set...

| [E] Receipt6

E Document = Edit » Wiew =

Receipt A

Cost >

Drescription v

Employee v | | Conner Jane ~
Project £ i

Dizite 20,10.2009 [[F v

Payment Method =

Travel

Met arnounts Arnount EUR Original currency amaunt Original currency [ -pn v

Walue added tax WAT-GE-15

<

Amount total EUR

MNote

Billahle Cashup

Invoice header

...the remaining information should be filled out and the receipts should be saved.
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h 4 Receipt 6 Taxi

B U.’\'; & ﬂ] Document *  Edit »  View v Back references =

¥ BAEXD

¥ BREXm
Y REEXD

Receipt I3

Cost Travel costs

Description Taxi v
Ermployes v || Conner Jane
Praject || 6,2 Implermentation
Date 20.10.2009 [@ v

Fayment Method ECCard

Travel

Met amounts Amount
Value addedtax [\ a7 =g qg
Amaount total

114,02 | EUR

MNote

Billahle

Invoice header

Trips

99,16 EUR

Qriginal currency amaunt

MR

Cash up

90,81

Qriginal currency GEP

¥ BNEX

Project-oriented trips and costs can be entered and recorded in the “trips” document, which the
project employee has caused for the project.
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; | Tri
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Category .. w | Search

Administration

The traveling costs can be assigned to a trip through selection of an already recorded trip. After
creating the trip, some fields are pre-set...
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@ Trip 16 20.10.2009 12:21:32

E] Documnent Edit = Wiew

Trip hls]

Employee v | Conner Jane 7

Project v v

Registration number w

Ttip startiend date From (o0 1p2000 Bl (122132 6w T0 ‘20102009 B~ 1223z [Elv
Route

Purpose

Travel
Level old i

Level new
krn

Distance ki
Mumhber of additional passenders

Passenger name

Ablternative Miles bt

Costtype Drive costs N
Payment Method b

Armount EUR

[ote

Billahle Cashup

nane hd

Inwoice header s

...the remaining information should be filled out and the trip should be saved.
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>< &= Trip 16 20.10.2009 12:21:32 Workshop
|E] I;! o ﬂ] Document *  Edit = View = Backreferences =

Trip 16

Employee | Canner Jane

Froject w || 2,2 Custamizing

-
A

Registration number LEST ARC =

Trip start'end date From (50 402000 8~ 12:21:32 [

Route Londen-Cardiff-Londen

Purpose Workshiop
Travel
Lewel ald

krn

Lewel new
krn

Distance 270 krn

Number of additional passengers 1

Fassenger name ctuard mech

To

Adlternatie Miles w

Costiype Drive costs b
Pavrent Methad Creditcard w

Amount 73,60 | EUR

Mote

Billable RS = Cash up
Invoice header 77

Item Sheet

20.10.2009

| 12:21:32 (L8| >

The Item Sheet document provides assigning the defined master data of the external services and/or

items to the project.

= S mdpbeard - | " G B 9% | Q) Logow

Tracking and Recording + El Offers + D Projects = El Invoices v 05U Contacts » & Human resources »

After creating the item sheet, some fields are pre-set...

Administration +

term = Joe . Ej
[&] 1tem sheet {t’)

Searchin documents . fterm sheet | Search
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pd Item sheet 2

E Document *  Edit * Wiew =

Master data Misc

Mumkber o

Itern v

Ermploves v | Conner Jane s

Project W a

Late 20.10,2009 [3

Cost v

MurnberGroup  Murmber] 1 ot Amount 2 1| stk Armount 3 1) 5tk
Iterm price 0,00 EUR

Sum EUR

Cost center ~

MNote

...the remaining information should be filled out and the external costs should be saved.
>< Item sheet Z Projectile Basis Projectile Basis PRB

E Ei E.: ﬂ] Document *  Edit ¥ Wiew *  Backreferences »
Master data || Misc

Mumkber =

Itern Projectie Basis Projectie Basis Pl v

Ermploves v | Conner Jane s

Project ~ || 3 Introduction Projectile >

Late 20.10,2009 [3

Cost Travel costs a4

MurnberGroup  Murnber] 1 o Amount 2 1| stk Amount 3 1) 5tk
ltern price 5.900,00 | EUR

Sum 5.000,00 | EUR

Cost center Engineering w

Mote
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The external costs and/or the items are, at the same time, defined components out of the master data
administration (including sales price).
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