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4.09.02 Travel Expenses

Recording

Recording of travel expenses refers to, in the trips document, directly to the definition of the trip and
the assignment of the daily expenses and accommodation expenses. Other costs/expenses in
connection (with) to the trip (for example journey and return, accommodation cost/expenses or flight
costs/expenses) are assigned to the appropriate document or link.

=Y S mdpboard > | ™ & @ 4% | [@) Logow Trall v | [ || searchin documents .. tem sheet v Search

; Travel
Tracking and Recording +  [i2] Offers = D Projects v [i4] Invoices » (5% Contacts v /2, Human resources v Administration & {b

After entering/creating the travel expenses, various fields are pre-set, ...

| [ Travel 13 Conner Jane Consulting
E ] lE] Document Edit = Wiew v Actions =
Master data Eilling MMisc

Travel 13 Approval status unchecked E

Employee v || Conner Jane e
Praoject w A

TEE(PE [P H| v | v T0 (20102009 (3~ |ooooioo (3~

Laocal allowance standard

Great Britain v Travel type =
Travel costs v

Costiype
Purpose
Destination

Receipts

Trips

Cashup

Invoice header

...the remaining information should be filled out and the trip should be saved.
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| [& Travel 13 Conner Jane Consulting
% (& | Document v Edit v iew v Actions ¥

Mas Save the document || Misc

Tramel 13 Approval status © -0 g >
Employee w | Conner Jane e
Project || 6.2 Tmplementation v
Timespan From 15102009 @ v 06:00:00 [9 v T0 (20102009 @~ 22:00:00 [9 w
Local allowance standard g Travel ype
Great Britain e Ty 1 e
Costtype Travel costs R4
Furpose workshop and Implementation
Destination Birrninghanm
Receipts
Trips
Cashup

Invoice header

The system defines the value for the allowances (here EUR 190.00) from the time span of the trip.

Master data Billing Misc

Travel hilling type

according to effort R

Flat amuount ELR
Diaily flat armaount EUR
Shares ProjectTravel

Allovances 190,00 EUR
Travel expenses 20,00 EUR
Accommodation expenses 0,00 EUR
AccommadionExpensesBrutio 0,00 EUR
sum 220,00 | EUR

Trips

After the key values of “travel” are defined, it is possible to define trips by using the functionality
“New Document” in the element trips.
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Receipts
FBEEEDT 1-2/ 2 [ (V)
= Receipt = Cost = Description = Date = ReceiptAmount £ Value added tax = Arnount total
El 1 3 Travel costs A Taxi A 07.10.2009 [§ + 100,00 WAT-GB-15 A 115,00
i 2 4 Real costs L4 Hotel{Ubernachtung L4 07.10.2009 [3 v 150,00 WAT-GB-15 L4 172,50
7 e e 07.10.2009 [4 ~ MuwSt-D-voll 19 >
7 A A 07.10.2009 [4 « MiwSt-0-oll 19 A
7 » » 07.10.2009 [9 v MwSt-D-voll 19 »
Trips
FBEIEEDT 11 /1 [ ()
= Ermployes S Registration nurmber = Drive begin = Drive end = Distance = Cost
= 1 | | Conner Jane | | LBS3 ABC ¥ | 07.10.2009 (9~ 110000 (3 09,10.2009 [F v 17:00:00 [8 v km | Drive costs
¥ || Conner Jane v | |LBS9 ABC v 07.10.2009 [3 v 110000 [8w 09.10.2002 [ v 1wo000 L2 v krn | Drive costs
» || Conner Jane | |LES9 ABC ~ | 07.10.2009 |[= ~ 110000 L9 09,10.2000 [ v 170000 [8 v krn | Drive costs
Trips
REEQRE@ 11 [
= Employee £ Registration number = Drive begin = Dirive end Z Distance

Ly v | Canner Jane v | |LBS9 ABC | 07102009 [5 v 110000 [8 v 09.10.2009 |[4 v 170000 L9 w 100 krn
Go bo this document

>< f= Trip 15 15.10.2009 06:00:00 Workshop

E I:J &, ﬂ] Documnent Edit = Wiew v Back references =

Trip 15

Employee

» | Conner Jane .

Froject

|| 3.1 Introduction Accounting v
Registration nurmkber LEST ABC =

Trip startiend date From [45.10.2009 @~ | [os:o000 |3~ ™ [z0.10.2000 @~ | [zz:00:00 @)~
FDlE Cardiff

FPurpose Wirkshop

Travel 12 Timothy Jones Workshop

Level old K

Lewvel netw krn

Distance 100 | km

Number of additional passengers

Fassenger name

AAlternative Miles =

A new document of the type trips is opened.
After entering the distance and after saving the trip...
...the value of the trip is calculated (distance x Km-rate).

After closing the trip, it is assigned to the travel document and the costs of the trip are automatically
increased.
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Receipts

The documents for the trip (accommodation, airfare, taxi, ...) can be recorded ...

Receipts
EIEIE) 12/ 2 (v
= Receipt S Cost E Description E Date < Receiptdmount S value added tax £ Amaount total
3 Travel costs A Taxi > 07.10.2009 [% « 100,00 WAT-GB-15 >
3 e Hotel with breakfast hd 07.10,2009 [ 5w 150,00 WAT-GB-15 hd
Receipts
(<)@ IEE) 12/ 2 (A ) )
& Receipt s Gost s Description s Date = ReceiptAmount & Value added tax = Amount total
ER g Travel costs v Taxi v 07.10,2009 [4 100,00 WAT-GE-15 v 9578
[ 2 4 Real costs b Hotel with breakfast b4 07.10.2009 [3 150,00 WAT-GB-15 ¥ 144,57|
Receipts
BIBIE)1-2 /2 [ (v
= Receipt s Cost =] Description s Date = Receiptdmount & Value added tax = Amount total
1 3 Travel costs v Taxi b 07.10.2009 [F v 100,00 WAT-GE-15 b 9578
[5,50 tothis documert ]
= Real costs b4 Hotel with breakfast b4 07.10.2009 [ + 150,00 WAT-GB-15 > 144,57|

>< E| Receipt 3 Taxi 12 Timothy Jones Workshop

E E‘; ] ﬂ] Documnent »  Edit *  Wiew v Back references »
Receipt

3
Cost Travel costs ¥
Description T axi v
Ernployes ~ || Conner Jane e
Froject v || 3.1 Introduction Accounting | v
Date 07.10.2009 [3 v
Payment Method v
Travel 12 Timathy Jones Warkshop
Metamounts  Amount 100,00] EUR Original currency amaunt 01,58 Original Cuency | gep e
value added 3% [yaT g1 v
Amaount total 115,00 EUR
MNote
Billable = Cashup

... and assigned to the journey.

AFter entering the description, cost type and amount, the receipt should then be saved.
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>< Receipt 3 Taxi 12 Timothy Jones Workshop

a @ b |‘j_|] Document »  Edit = Wiew = Back references

Receipt 5

Cost Travel costs V

Description Taxi W

Employee ~ | Conner Jane v
Froject | 3.1 Introduction Accounting v
Date

07.10.2009 [F v

Fayment Method

Trawel 12 Timathy Janes Workshop

The system fills in the net amount automatically after the total amount has been entered and vice
versa.

In the example, another receipt is created by using the functionality “Create new Document from the
template”.

>< Receipt 3 Taxi 12 Timothy Jones Workshop

B a i |f_|_|] | Document = | Edit *  View T Backreferences «

Receipt @] Create a new document From this template
a Sawe the document {b
cost E,_] Copy the document 8
Description a Delete the docurment
3,1 Copy Ehis document ko the clipboard
Employee “ Reload document w

After entering all values ...

Travel 12 Tirmothy Jones Woaorkshop

Met amounts Arnount 100,00 | EUR Original currency amount 01,58 Original eurrency [ =pp v
Walue added tax VAT-GE-15 -

Arnount total 115,00 | EUR

... the receipt should be saved.

After closing of the receipts...
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Receipts

(X BB ESED) 1-3 43 (K (v
o
=

< Receipt Cost = Description = Date 2 ReceiptAmount £ Walue added tax 2 Armounttotal
D 1 3 Travel costs e Taxi > 07.10.2009 [ 30,00 WAT-GB-15 > 35,70
[ 2 4 Real costs v Hotel with breakfast b 07.10.2009 [H 20,00 WAT-GB-15 v 95,20
D 3 7 Travel costs e Parking > 07.10.2009 [ 16,50 WAT-GB-15 > 21,00

...the recorded costs are also displayed here in the document.

On the “Billing”, tab, rules for the external billing of the trip can be defined and the trip can be
assigned to several projects.

& Travel 12 Timothy Jones Workshop

E E‘; Py |'_"'_|_|] g (=4 Document v Edit v Wiew v Back refen

Master data Billing Mlisc

Trawel hilling type

according tao effort e

Flat armount EUR
Daily flat armount EUR
Shares ProjectTravel

Allowances 85,50 EUR
Travel expenses 20,00 EUR
Accommaodation expenses 250,00 EUR
AccommadionExpensesBrutto 257,50 EUR
Sum 365,50 EUR

Meals

On the “Misc” tab, the fiscal exceptions (accommodation flat rate, deduction of meals) can be stored.
This data is used, if in the hotel expenses or if in the business lunch/dinner, meals are included, which
will be deducted as a non-cash benefit from the meal additional expenditure.

In the example the hotel bill contains breakfast (2 accommodations).

After closing the form ...
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4.09.02 Travel Expenses

| @ Travel 12 Timothy Jones Workshop

E Es ] |f|_|] e (=4 | Document +  Edit v Wiew v

Master data Billing Misc

Accommodation allowance

Back references *  Actions =

Mumber of accomodations 2

Mote

Foods

SJBI0)1-1 41 (4> M) [w]

=Mumber of deductions = Ermployes = Date =  Catering type

1 2 Conner Jane v | 07.10,2009 Breakfast in hotel v
1 Conner Jane w o 07.10.2009 w
1 Conner Jane w o 07.10.2009 w
1 Conner Jane w o 07.10.2009 w
1 Conner Jane w o 07.10.2009 w
1 Conner Jane » [07.10.2009 w

Faid-off tfravel expenses

...the non-cash benefit will be deducted from the flat rate (meal allowances).

& Travel 12 Timothy Jones Workshop

E E‘; Py |'_"'_|_|] g =4 Document v Edit v

Master data Billing Mlisc

Trawel hilling type

Flat armount

Daily flat armount

Shares ProjectTravel
Allowances 85,50
Travel expenses 30,00
Accommodation expenses 250,00
AccommadionExpensesBrutto 297,50
sum 365,50

according to effort

EUR

EUR

EUR

EUR

EUR

EUR

EUR

Wiew *  Back refen
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Afterwards traveling-expenses billing can be...

> & Travel 12 Timothy Jones Workshop

a E; i |'j_l] e LE] Document »  Edit ~  View = Backreferences » | Actions ~
Master data | Eiling || Misc LE] Prinking

E DesignTemplate
wg? Request travel confirmation-workflow Travel cost
Travel 12 =] hecked i

g# Resetinspection skakus

-

Employee

w | Copner Jane 1g# Setinspection status

...generated by the system.

h 4 Filesek

D Dol ozd
7
o [
#0Open Save File Size Last modified
1@) |E] TrawvelCost_12.Afa0,7 kB (51.920) 22102009 11:19:34
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Tr;ave'ICust_lz-ﬁ.rtf {scﬁre'ibgeschl'.itzt] - OpenOffice.org Writer

Datei Bearbeiten Ansicht Einfligen Format Tabelle Extras Fenster Hilfe
t | | [ | REC_ REC_ | = e . A - g | B2 - (. s
BB R B I T 00 s35-c-az- P2 |
Date:
Name: Travel Begin:
Project: Travel End:
Cost Unit: Hours 15t Day:
Destination : Amount Whole
Day:
Travel Hours Last Day:
Reason:
1. Travel Expenses
EUR
1.1 Flat Rate km: Distance -km x EUR 0,30
pzrecebs [
summe
2. Accomodation Expenses
2.1 Flat Rates: Nights =
2.2 Receipts:
3. Meal Expenses
Amount: Duration of Absence: Flat Rate: D
b
Daily Expense: = z
(&)
1E
B
kl/meVO@® o-6-c -0]-F -9 - (A= a|
Seite 1 /2 |Standard | | (st | | | Tabellel:A1 |00 [@— ¢ —— @ [100%

Traveling Expenses inspection

After the inspection of the traveling expenses, the trip is approved for billing (accounting).

The inspection of the trip can be set by using the action “Set inspection status”...
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>< = Travel 12 Conner Jane Workshop

E] D! 3." If_LI] e |g] Document *  Edit =
Master data Billirng Plisic
Travel 2
Employee
> Set check state
0ld check State: unchecked
Mew check State: |
oK
. or...
>< = Travel 12 Conner Jane Workshop
E] D.:! i." IjI] e |§J Docurnent *  Edit =
Master data Eilling Misc
Travel 12
Employee

... using confirmation-workflow.

Yiew ¥  Back references = | Actions =
& Prinking 4
1g? Request travel confirmation-workf o
1g¢ Resetinspection stakus
w | Conner Jane 1g? Setinspection stakus
)
T

T

e[| checked and confirmed

37| checked but rejected

Ll >

Actions

|_g] Prinking

1g¢ Reguest travel confirrnation-warkow ‘{tn)

VWigw * Back references -

3

1g? Resetinspection stakus

w | Conner lane 1g? Setinspection stakus

In the example, a member of the group Finance (Timothy Jones)...

X [ ballots

£=- Ballots
Q

page |1 of 1 ol P Vel
InitiationDuate Initiztor Wiork flow Description BallctDesz BallothMode BallctRound
EE_ 13102009 09:57:08 Timothy Jones  Invitation to a meeting Meeting 09.10 2009 11:00:00 Timothy Jones Williar Invitation Proc OME, Contra: OME 1
EE 09102009 09:29:38  Timothy Jones  Trawel for confirmation submit 1[§mmhy Jones Wiorkshop 127,00 Unitleter  Proc GME, Contra; OME 1
« [+

..Is informed and receives a voting.

In the Workflow-Engine in the menu item “vote”...
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= @\fnte HIE:

Please vote and give a comment

Unitleiter
Comment:

Trawel 1 Tirnothy Janes Workshop
AccommadionExpensesBrutto 127,00 EUR

Vote

Comment

approved

Cancel |

...the trip can be approved or refused.

>< =] Travel 1 Timothy Jones Workshop
B ﬂ] el [a] Document v Edit »  View v Backreferences = Actions

Maskter data Billirg M

Travel 1 Approval stalus [ e ed and confirmed v
Employee Timathy Janes
Project 3.1 Introduction Accounting
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