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Notilus Travel Management for Expert Module 4 : ETSI(__)))
How to deal with refused expenses N\

* General information : refused expenses and notifications

* How to deal with refused expenses from your PC

1. Record the Invoices without making any change

1.1 a single rejected invoice

1.2 several rejected invoices from the same claim
2. Record the invoice with an amendment

3. Delete refused expenses



How to deal with refused expenses: ETSI([L__))\
General information

* When an expense is not acceptable, it will be rejected by the FA Administrator or the FA
Director

* It is mandatory to indicate the reason of any expense refusal

* The traveller will always receive a notification of refusal on his/her Notilus homepage and via
an e-mail

* Rejected expenses can be retrieved by the traveller in the Section Expenses, subdivision
Refused Expenses but only once a new expense report is created.

* The traveller is allowed to claim again a refused expense (amended or not) but he/she shall
provide a proper justification

* |f the traveller cannot justify a cost which has been rejected, he/she can delete it in Notilus
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1. Record rejected invoices without making any change

First example: The traveller is notified on his homepage that one expense has been rejected

N Q7277

2. | To have access to the refused expense, the traveller must first create a new Expense report

Go to the section Expense then Entry

2
& You have 1 rejected expense(s) f '
o O i Select the relevant mission by clicking  Notilus will fill out automatically all
. [ ] Py .« . . .
Click on on the magnifier (here #1361) remaining fields ( Project, Task)
Expense Claim : 1_Expense Claim linked to TO v @ Expense Claim : 1_E>ipensé Claim linked to TO
List of expense reports Mission : » @ Mission : 1361 - MEETING STF 565 TEST #3 PARIS | O 1]
Division/Department : EXT PROJECTS - External Projects Diviglon/Deparment; EXT_PROJECTS - External Prcujecl
I T e e [ | ... aa » i
506 1_Expense Claim linked to TO TO TEST TRAINING EXP STF I/ PARIS 0.00 EUF TH » TAsK 1
I ¥ Addareport « ‘ - Back ! Confim
*

Then confirm  The new expense report is created # 511

- £ Friedbert Berens 9
Neti/z2s
\Erpzuzz [ Enty Important: the new Expense report must be

Card expenses Refused expenses Report status Reporting 2 linked to the same Travel Order/mission as
the one of refused expense

Expense reports

» DQC rvlo» o 5M % Report Amt.: 0.00 EUR Advance payment Outstanding : 0.00 EUR Expense Claim : 1_Expense Claim linked to TO
@ NS oo Amt. to pay : 0.00 EUR Balance : 0.00 EUR List of Expenses v | i/

Surname :  Berens Friedbert (53935)
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1.1 Record a single rejected invoice without making any change

Leave the section| E s| and go to |Refused expenses | A new screen is displayed
a = L 78 The refused expense
il Eouie | ey is displayed with
Expense reports Card expenses Refused expenses Report status Reporting ') = e eaons Expenses Card exp N Reporting ? p y j .
:‘::5:): ;‘O .f;:“ ReportAmt.: 0.00 EUR  Advance payment Qutstanding : 0.00 EUR Expense Claim : 1_Expense Claim inked to TO Some dEtaIIS: Orlgl nal
Sumame:“Eerenanedben(SEtsas) R D.00EUR L? . % Refused expenses [ List of refused expenses v @ expense re port No’
i e e e ™ = e ~ No. TnLC.AlIIL Tot. Local Amt 4 date and type of
[ 508 21 March 2021 A Local Transport/ Bus/ Metrof Taxi | 1 70.00 EUR 70.00 EUR expense’ amou nt
| |l - e ]
The traveller may view more details related to the refusal by selecting the expense line No receipt was provided when the taxi cost
O™ — T 7] % was recorded in report #508, so it was not
accepted
e o
P E e DT e L P R T ppe—————————— The traveller later found the missing
Message Mo invoice provided ‘ I nvolce
e ‘ﬂ Ll To record again the expense, the traveller
Actualamount  70.00 EUR Sha” Select |t B | Expense repor...| Type 'Dala Rﬂﬁl.l)t
z:::‘"”“""“ ::::L::m ' » 508 2iMarch 2021 Ab
Proect 105585 and click on
b Al : ‘¥ Enter the refused expense(s)
‘¥ Enter the refused expenseds) 71 EnterModify the refused expense »  Delefe selected expenses .
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1.1 Record a single rejected invoice without making any change

The expense disappears from the refused expense list Next steps, go back to the section

N. - z £ Friedbert Berens © N. - E y £ Friedbert Berens 5

Esyznzs [ Enty

Esyzyze S Enty

T : ]
Expense reports Expenses Card expenses Report status Reporting 3 Expense reporis @ Card expenses Refused expenses Report status Reporiing &
DocNo.: 51 (B2 ! : :
K Report Amt. : 70.00 EUR Advance payment Outstanding : 0.00 EUR Expense Claim : 1_Expense Claim linked to TO
@ Refused expenses |L|st of refused expenses V\ w Mission No. : 1361 Pe! _Expens

Amt. to pay : 70.00 EUR Balance : 7000 EUR List of Expenses v g
Surname :  Berens Friedbert (53935)

B |Expensereports |Type |Date |Receipt |Type |No. |Tot Cum.Amt | Tot Local Amt

No. |Tot. Curr. Amt. | Tot. Local Amt | Local tax amount | Country | Project | Comment

+ ‘t‘ 21 March 2021 d Local Transport/ Bus/ Metro/ Taxi 1 70.00 EUR 70.00 EUR 0.00 EUR FR 105 taxi from Orly to hotel = receipt log
1

3

|
The expense is recorded again { J

_:JF this IOgO indicates that the expense was [? e —— :‘_’c el Report Amt. : 70.00 EUR Advance payment Outstanding : 0.00 EUR . -
— . . ission No. : 1361 . Amt. to pay : 70.00 EUR Balarie= 70,00 EUR Expense Claim : 1_Expense Claim linked to TO
initially refused and is recorded again Sumame : _Berens Friedhert (3035) "
=
Edit the expense by clicking on ||~ oue Sl s Receipt No. E2No receipt
e LOCAL TRSP - Local Transport Bus/ Metrol Taxi Original report 508
Untick the box Nl} receipt Currency EUR - Euro Division/Department  EXT_PROJECTS - External Projects
Country ER - FRANCE Project 585
New dlsplay of the field P Actual amount 70.00 _ Task TASK 1
Receprie 1 [?w\ DND receipt { @ Back ¥  Confirm and add Y| Confirm
Attach the copy of the receipt by selecting the

relevant option as shown previously
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1. 1 Record a single rejected invoice without making any change

Add a comment in the relevant field

@; ::‘_)c HO-;I f;ln Report Amt. : 70.00 EUR Advance payment Outstanding :  0.00 EUR . sy T — ..
1Ssion No. © i * xpense Claim : 1_kxpense Claim linked 10 .
Surname :  Berens Friedbert (53935) At 10 pay. 200 00 EUR Balance 10 00RUR NOte' the orlglnal report
of the refused invoice
Date 21032021 | |9 Receipt No. K @ + [CNore . . .
2ot | () g )| § gsmepas (report #508) is shown in
Type LOCAL TRSP - Local Transport/ Bus/ Metro/ Taxi Original report  mp 508 =
Currency EUR - Euro Division/Department  EXT PROJECTS - External Projects t h e n EW eXpe n Se re pO rt,
- - . o
Country FR - FRANCE Project 585 below the field Recei pt N
Actual amount 70.00 ] Task TASK_1
Comment ™ taxi from Orly to hotel > found in office the receipt originally lost Reason [ Wh en a I I d on e’ co nfl rm
Departing from
Arriving at
| »

View when done

= { Friedbert Berens © = = T i :
Neti/z2 ) |7 The traveller can submit the new expense
e report by clicking on |0 =t

Expense reports Card expenses Refused expenses Report status Reporiing 7
DocNo.: 511[3 5 : o .

3 Report Amt. : 70.00 EUR Advance payment Outstanding : 0.00 EUR Expense Claim : 1_Expense Claim linked to TO d f I I h I d
it @ Amt. to pay : 70.00 EUR Balance : 70.00 EUR List of Expenses  w| T a n O OW t e Sa n Ie Ste pS aS eXp a | n e
Surname :  Berens Friedbert (53935)

|

previously.

No. |Tot Curr. Amt. | Tot Local Amt | Local tax amount | Country

A E I? @ 21 March 2021 1 W Local Transport! Bus/ Metrof Taxi | 1 70.00 EUR 70.00 EUR 0.00EUR FR 105 taxi from Orly to hotel = found in office the receipt originally lost
Ll

3

\ “-FF Add an expense from a Mobility receipt ’-P Add an expense ‘ W Submit Expense Report




How to deal with refused expenses from your PC

ETSI7___
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1.2 Record several rejected invoices without making any change

In this example, the traveller submitted the Expense report # 505 linked to Mission # 1349 for 537.47€

Experceeports [SSRREABMANARY s o Acvance payments
__ Wpoocio.: 505 (5 (50

S

‘ij i Mission No. : 1349 =

Barnini Giacomo (58887T)

Sumamsa :

Reporting ?

Report Amt. : 537 4T EUR

Amt. to pay : 537 4T EUR Balance :

Date »  Receipt Mo. | Local tax amount | Tot. Local Amt
B o 05032021 1 Y Expense for plane ket 1 0ODEUR  230.05EUR
B o 1032021 2 (BY  Meals/Drinks 1 0.00 EUR 3380 EUR
Ed L] 1oz 9 ﬂ Local Transporl! Bus/ Metrof Taxi 1 0.00 EUR 3586 EUR
) 1032021 & BB Local Transport Bus/ Metrol Taxi 1 0.00 EUR 37.00 EUR
B o 12032021 5 ¥  Local Transport Bus/ Metro/ Taxi 1 OODEUR  37O00EUR
B o 1202021 3 G Hotel frights) 1 0O0EUR 183 76EUR

Advance payment Outstanding :

The FA Administrator later rejected the whole expense
report as it was linked to the wrong mission number
(should have been Mission #1358)

& Giacomo Bernini 9

0.00 EUR
53T 47 EUR

Netiz2,

» & Comont Thierry rejected your report No. 505 on 15/03/2021
& You have 9 rejected expense(s)
_‘; Last connection on 15/03/2021 11:56:13

LOGO_ETSI_TEST

The rejected report is displayed as such in
the section Report Status

B Giacomo Bernini

Expense reports | Repo Reporting 9

@ My last 20 reports

[ My last 20 reports ~] W
Doc No. | Saved as draft Submitted for review Sent to accounting Sent for payment Workflow | EDM
YEES » X 2
503 = Amt. to pay:81424 EUR
(B s02 = [&]  Amttopay:000 EUR -

All six rejected expenses are stored
in the section Refused expenses

To retrieve them the traveller must
first create a new expense report as
shown previously




How to deal with refused expenses from your PC
1.2 Record several rejected invoices without making any change

Creation of the new Expense report ( as shown previously, selecting the correct Mission Number, here #1358)

General information on the expense report

General information on the expense report

Expense Claim : 1_Expense Claim linked to TO v

Mission :

Expense Claim : 1_Expense Claim linked to TO

Mission : 1358 - Meeting #2 STF565 in Paris and

o Division/Department : EXT_PROJECTS - External Projects| 4 1  confim
Division/Department : EXT PROJECTS - External Projects o
Project: 565

Project : . .
o (&)6h- ek TASK 1 The expense report #510 is created

n & Giacomo Bemini 7] - |
N.tléﬂ ] &l | &) Go to the section:|_Refused expenses |

Expense reports ; : Card expenses Refused.expenaes Report status Reporting SeleCt fl"0m the ||St a“ the refused expenses tO
be claimed again (all linked to the original

DocNa.i: 510 E; Report Amt. : 0.00 EUR Advance payment Qutstanding : 0.00 EUR Expense Claim : 1_Expense Claim linked to TO
Mission No. : 1358 [ [ ] —

; Amt. to pay : 0.00 EUR Balance : 0.00 EUR List of Expenses | 10 H .
Surname :  Bemini Giacomo (58887) re po rt #505 N th IS exXam ple )
L 4
Expense reports Expenses Card expenses Report status Reporting 2
= -
\‘% Refused expenses [List of refused expenses
@ Refused expenses | List of refused expenses. ~| W
. L
W | Expense report | Type |Date a i Tyl No. |Tot. Curr. Amt. | Tot. Local Amt
0 505 05 March 2021 1 Expense for plane ticket 1 230.05EUR  230.05EUR it U kel I Eimas L qlEraliE 3 SN P EL
O | 505 11 March 2021 | 2 Meals/Drinks 1 33.80EUR 33.80 EUR 505 11 March 2021 2 Meals/Drinks 1 33.80 EUR 33.80 EUR
O |s05 11 March 2021 4 Local Transport/ Bus/ Metro/ Taxi 1 35.86 EUR 3586 EUR 505 11 March 2021 4 Local Transport/ Bus/ Metraf Taxi 1 35,36 EUR 35,25 EUR
O | 505 11 March 2021 | 6 Local Transport/ Bus/ Metro/ Taxi 1 37.00 EUR 37.00 EUR
505 11 March 2021 | 6 Local Transport! Bus/ Metrof Taxi | 1 37.00 EUR 37.00 EUR
O |s508 12 March 2021 3 Hotel (nights) i 163.76 EUR 163.76 EUR
O |s0s 12 March 2021 5 Local Transport/ Bus/ Metro/ Taxi 1 37.00 EUR 37.00 EUR £E i REck N2 ok (nlgh‘hi} ? G E L R EIR
I T — 505 12 March 2021 5 Local Transport/ Bus/ Metro/ Taxi | 1 JWOOEUR  3T00EWR

¥ o . T Enter the refused expense(s)
-~ D Sl and click on
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1.2 Record several rejected invoices without making any change

The selected expenses disappear from the list of refused expenses They are recorded in the new Expense report #510

NQW £ Giacomo Bemini @ @ -

Zyziids [ Entry

£ Giacomo Bemini )

Expense reports Expenses Card expenses Report status Reporting 7 Expense reports Card expenses Refused expenses Report status Reporting
=l DocNo.: 510 (2] (& Report Amt. : 537.47 EUR Advance payment Outstanding :  0.00 EUR im : i
af_) Refused expenses \ List of refused v| W Mission No. : 1358 Ar:l o my..‘ 53747 EUR Balance ‘p ’ o 537.47 EUR E;gfz:;il:l;;j?enzs Clarn fked ol
- 2 : = i
Surname :  Bernini Giacomo (58887) P

B | Expense report | Type Tot. Local Amt

Local tax amount | Country

No. | Tot. Curr. Amt. | Tol. Local Amt

¥ + & 12March2021 5 B Hotel ights) 1 163.76 EUR 163.76 EUR 0.00EUR FR 25

( = e + @ j 12 March 2021 | 6 ﬂ Local Transport/ Bus/ Metro/ Taxi 1 37T.00EUR 37T.00EUR 0.00EUR FR 85
| J

+ & 1iMach2021 2 Y Mealsmrinks 1 3380 EUR 3380 EUR 000EUR FR 85

. . . . + i? 11 March 2021 | 3 d Local Transport/ Bus/ Metro/ Taxi 1 3586 EUR 3586 EUR 0.00EUR FR 85

When CIICkIng On the + Of an expense Ilne (here plane tICket)l + ‘\j 1iMarch 2021 4 &Y Local Transport! Bus/ Metro/ Taxi 1 37.00 EUR 37.00 EUR 0.00EUR FR 85

the details of the relevant expense are displayed together with: B+ EE & owem | OF comaometgn 1| ZSER ZSER 0WER o

the original report number

e

the copy Of the invoice also retrieved { ¥ Add an expense from a Mobility receipt '+ Addan expense ‘ /»  submit Expense Report J
the information related to the refusal

- & o5March2021 1 B8 | Expense for plane ficket 1 23005EUR  230.05EUR 0.00 EUR 35

Date 05 March 2021 Receipt 1 R—— If there is nothing else to

Type PLANE-Expense for plane ticket ‘ Original report 505 R .
No. 1 Division/Department | EXT_PROJECT 5-External Projects = = ) add' the traveller can submit

Actual amount 230,05 EUR Project 85-565 By == his expense report
Task 919-TASK_1 = —
— . 4  Submit Expense Report

r Refused expense On 15 Manch 2021 =l
By

Comont Thiemy (51354)
MessageExpensas linked to the wrong Mission Mumber:: Should be MISSION #1358

10
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2. Record the invoice with an amendment

In this example, The FA Administrator has rejected 2 expenses from report #502 (meal for 74€ and drinks for 7,80€) and then

approved the remaining expenses
The traveller was notified

£, Giacomo Bernini 2]

The traveller decides to record again the refused meal expense (74€ for 2 people)
but after amending it to claim only his share .

Nethvzzy

The first steps are the same:

Create a new expense claim/report linked
to the original Mission (#1355 in this example)

Today 25 March 2021

‘ &) Comeont Thierry approved your report No. 502 on 25/03/2021.
‘ & You have 2 rejected expense(s)
:1 Last connection on 25/03/2021 08:28:20

= £ Giacomo Bemnini o
[_.*‘ Report header s
General information on the expense report ¥
Expense Claim : [1_Expensze Claim linked 10 TO v | @] Expense reports E Card expenses Refused expenses Report status Reporting ?
Mission : g .-
1355 - TRAVEL MEETING SOPHIA BY OWN CAR FROM PISA [g E
st ‘ ‘ Doc No.: 512 l% Report Amt. : 0.00 EUR Advance payment Outstanding : 0.00 EUR Expense Claim : 1_Expense Claim linked to TO
ivision/De ent : ) e - . = ;
pa EXT_PROJECTS - External Projects & - ':'33'““ Mo ;355_ o ssge) | Amttopay: 000EUR Balance : 0.00 EUR Listof Expenzes |
Z umame @ ernini Giacomo (5888
Project : 563 -:~Li,_ =
Task: TASK_1 Receipt | Type | No. | Tot. Curr. Amt. | Tot Local Amé | Local tax amount | Country | Project | Comment | Advance payment | Unpaid
I | |
- Back m § [

Confirm The new expense report #512 is created

11



How to deal with refused expenses from your PC:

2. Record the invoice with an amendment

Go to the section | Remseaespenses  Both refused expenses from report #502 are displayed

. ———————
2

Expense reports Expenses Card expenses Reporting

vl W

;@ Refused expenses

Meals/Drinks 1 780 EUR 780 EUR

21 March 2021 A

23 March 2021 | 8 Meals/Drinks 1 74.00 EUR 74.00 EUR

Notilus will display the rejected expense details
Click on 7| Enter-Modify the refused expense

x Delete selected expenses

Select the expense to be amended : meal expense of 74€ for 2 people

ETSI7___
N\ ~#

e

i Apps W My videos | Micros...

Notilus Web

X +

c & s71.mynotilus.com/etsi_gualif/portail/Portail.aspx

Expense reports

'{% Refused expenses.

Expenses

W videostream W My videos | Micros..

Card expenses Report status

Notilus Web TESTING

Reporting

| List of refused expenses v

IR{ENSE)

= O x

aQ a 9O N

» Other bookmarks

RIS

" Entry

Reading list

e :

21 March 2021 A Meals/Drinks 1 780 EUR 780 EUR Refused expsnse By
23 March 2021 8 Meals/Drinks 1 T4.00 EUR T4.00 EUR e
Receint
No.
Actual amount

BIZ FA (Hors ETA) - BIZ FA (Hars ETA)
26 Mareh 2021
Message invoice for 2 pecole / test refused expe:

1
74.00 EUR

nses

7] EnterModify the refused expense

x| Delete selected expenses

A new screen is displayed with the original details of
. . ‘
the invoice ( date, amount, currency etc.) — e S— ) s @) mowm
The traveller is now claiming only his meal = SUBSISTENCE - Meals Drinks B = e
. ® Currency EUR - Euro Division/Department  EXT_PROJECTS - External Projects 7wy
reimbursement (amount 40.60€) b County R-FRANCE Projec P L
. . . Actual amount 74.00 Task TASK_1 ...;‘_.“-ft‘_ %.'_"“:' ,....'
He must modify the field Actual amount accordingly Comment e :
Actual amount 4060 _
Comment Total bill for 2 people - 74.40€/ refund for my share :40.60€
Y Confim

12
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2. Record the invoice with an amendment

Add a comment in the relevant field
View when all done

Then [/

Ewesarpots | Expensos | Cantwpences [USENERNNENIN  Reponsaus | Reporing The expense disappears from the section Refused expenses
S | wivton .« 1385 ERANEIMER | SN o T e P i i)
Surname :  Bernini Giacomo (58887) = \’% Refused expenses | List of refused expenses el |
Date 23/03/2021 EJ Receipt No. 1 |§\ (e @[
Type SUBSISTENCE - Meals/Drinks Original report 502 E— | Expense report | Type | Date - Receipt | Type No. | Tot. Curr. Amt. | Tot. Local Amit
SRy EUR - Euro Sl | EXT_FROJECTS - Extemal Proy = O s02 21 March 2021 AL MealsDrinks 1 7.50 EUR 7.50 EUR
I ER-FRANCE Project 563
‘ Actual amount 40 60 Task TASK_1 . "%‘-:’. T e
Comment Total bill for 2 people - 74 40€/ refund for my share -40 60€ Reason n: » . . o
» - ' " It is now shown in the expense report #512 with the amended
amount and the appropriate information in the field comment.
| - Back ‘ V! confim 1
Expense reports Card exp Refused expensas Report status Reporting ? N Ote : |f re q U | I’Ed ) t h e trave I I e r Ca n a |SO
‘ ':‘_:'c _"0';‘ ) f;:s% LEJ Report Amt. : 40.60 EUR Advance payment Outstanding : 0.00 EUR Expense Claim : 1_Expense Claim linked to TO C h a n ge t h e d ate, th e C U rre n Cy, th e type Of
Sumame . omin Gacemo (5307 e e " expense, the country where the expense was
’

Mo. |Tot Cure Amt. | Tot.Local Amt | Local tax amount incurred

83 ‘ Total bill for 2 people : 74.40€/ refund for my share :40.60€

+ ®EE & zwvaehom |1 Y ealsiDrinks | 1 ‘ 40.60 EUR 40.60 EUR 0.00EUR FR
If there is nothing else to add, the traveller

. T ——— _
can submit his expense report
» D C—

13
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3. Delete a refused expense

The traveller may decide not to claim again a refused expense.
In this example, the drink expense of 7.80€ (recorded in the report #502 without receipt) has been rejected

The traveller cannot locate the related invoice and will no longer claim the refund.

£ Giacomo Bemini n

Netizz, *

Card expenzes

Reporting

Expenszes Report status

Expense reports

@ Refused expenses

B | Expense report | Type | Date
’ O 502 2 mMarch2021. (b Meals/Drinks 1 7.80 EUR 7.30EUR

——————————————— | —— .
| BN Q7ZZ.
¥  Enter the refused expense(s)

Steps:

w]|

B Giacomo Bemini ©

Report status Reporting

Expense reports Expenses

r\'% Refused expenses [List of refused exp v

Type |No. |Tot Curr. Amt. | Tot. Local Amt

B | Expensereport | Type |Date « | Receipt | Type

| Mo. | Tot. Curr. Amt. »

W | Expense report | Type | Date » | Receipt | Type

» 502 21 March 2021 Ah Meals/Drinks | 1 7.80 EUR T .
|

The expense is permanently deleted
14



