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* General information : how to retrieve an existing report and add expenses to it

 How to record expenses from your PC with receipts retrieved from Mobility

1. Expenses in € paid cash or by credit card
2. Expenses in foreign currency paid by credit card

3. Expenses in foreign currency paid cash

e More information
1. Invoices attached to a claim
2. Submit the expense report

3. The report status



General information :
How to retrieve an existing report and add expenses

Go to the Section L.ﬁw

The list of all expense reports created (from the PC or from Mobility) but not yet submitted will be displayed.

\i} Giacomo Bemini *2

™
Netizzs
W Report status Reporting \?,

%a? List of expense reports

488 1_Expense Claim linked to TO MEETING NFV#1 SOPHIAANTIPOLIS STF563 0.00 EUR
- 438 1_Expense Claim linked to TO Meeting Sophia Antipolis ETSIISTF585 R5204 EUR

| |

Click on the pencil icon of the relevant report line to open it.

In this example: Expense report # 486

ETSI___ >\




General information :
How to add expenses from a Mobility receipt

Display of the Expense report #486 with the details of all previous invoices recorded

Zu=izs (S Entry

Expense reports | Expenses | Card expenses Report status Reporting ?

DocNo.: 486 (FF) (51
Mission No. : 1257 [ (L%
Surname :  Bernini Giacomo (58887)

Refused expenses

Report Amt. : 558 94 EUR Advance payment Outstanding : 000 EUR
Amt. to pay : 558.94 EUR Balance : 558.94 EUR

Expense Claim : 1_Expense Claim linked to TO

List of Expenses ~ |

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

Project | Comment

+ (B 15 February 2021 1 K8Y  Meals/Drinks 1 32.00 EUR 32.00 EUR 000 EUR FR 85 lunch

+ ‘E {EJ 11 February 2021 2 ﬂ Expense for plane ticket 1 32500 EUR 325.00 EUR 0.00 EUR 85 Amount debited for a Return ticket LHR NICE LHR @278.77£
+ E @ 14 February 2021 3 ﬂ Local Transport/ Bus/ Metro/ Taxi 1 52.00 GBP 61.94 EUR 0.00 EUR GB 85 Paid the equivalent of 61.94€/ exchange receipt attached to th
+ \ﬁ {EJ 15 February 2021 4 E8¥  Hotel (nights) 1 140.00 EUR 140.00 EUR D.00 EUR FR 85 Breakfast included

+ (%] 15 February 2021 5 E8Y  Bank statement and/or exch. receipt 1 0 0.00 EUR 0EUR 85

4 4

H

To record an expense using a receipt stored in Mobility, click on sl i il e

\ \
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With this option, most information retrieved from the picture of the invoice taken via Notilus Mobility (OCR technology)
will be automatically inserted when the traveller records the expense and the copy of the invoice will be attached at the

same time.



General information : ETSI77Z S\
How to add expenses from a Mobility receipt =~ &

Once the traveller clicks on §sa

Add an expense from a Mobility receipt

A new window is displayed with the list of all receipts stored in Notilus Mobility and not yet recorded in an expense report.

It is recommended to always keep the box Only non-used receipts ticked.

=h
@ List of Mobility receipts

When the quality of the picture is good, all the details of the invoice will be

Diepiy correctly reflected ( date, amount, currency, type of expense).

Only non-used receipts

i Type Example: meal invoice for 22,40€ incurred on February 14th, 2021

3 O 1410212021 224 EUR ﬂ

® 1510212021 2 iﬂ

O 14022021 zaer {4 However in some cases the OCR (Optical Character Recognition) is unable to
O 140212021 17.46 GBP \f1|

identify some details from the picture stored
Example here : no currency indicated © 11022021 i

O 04/08/2019 130 EUR x

- The traveller will still be able to use the picture stored but will have to check

every field when recording the expense and shall amend if required.

T B com Same when Notilus is displaying a receipt picture with the mention Not
defined in one or several fields.

To select an invoice, simply click on the box next Here: no date nor currency indicated | Neteemss wes
to the date.

Picture of the selected invoice: it will be inserted automatically by Notilus
when the expense is recorded by the traveller.



1. How to record expenses in € paid Cash or by Credit card with a ETSI(__»
receipt retrieved from Mobility

First example: a meal bill in the amount of 22,40€ spent in France on February 14th, 2021

Select from the list displayed, the relevant invoice Its picture is displayed Click on /R
W o N— A new window appears with the date automatically inserted, being the date correctly
identified on the invoice [ ez | () 4@
Type L4 |;_,_.‘
O 151022021 2 ™} ‘;‘ o
. ® 14/02/2021 224EUR T1 |/'-\| g m Gﬂ m
O 14/02/2021 17.46 GBP lf1‘ » .
Cowmarrs  mar Then select the type of expense: here subsistence
A new screen is displayed : most fields are filled out automatically by Notilus with the
| information retrieved from the invoice and its picture is attached.
| EEC »

Check everything is correct: currency,

country, amount. This is the case here pate oozt | () | [ : @) (e (B

. Type SUBSISTENCE - Meals/Drinks Division/Department  EXT_PROJECTS - External Pri ‘
[If not amend accordingly] _
Currency EUR - Euro Project 666
To add another expense for which the Country FR - FRANCE Task TASK_1
receipt is stored in Mobility, click on Hes e 2240 Reason

Comment

m Confirm
to be able to get the option

Confirm

g

“ m Confirm andadd
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1. H.ow to r.ecord expenses.n:\ € paid Cash or by Credit card with a E {\\\ —)
receipt retrieved from Mobility

The expense is recorded (receipt #6) and the expense report amounts updated accordingly

& Giacomo Bernini *)

= i I I = i |:" = i iﬁ ﬂ
Expense reports Card expenses Refused expenses Report status Reporting ?

e B Report Amt. : 581.34 EUR Advance payment Outstanding :  0.00 EUR Expense Claim : 1_Expense Claim linked to TO

Acsion BoGil ol m) Amt topay: 58134EUR ) Balance: 581.34 EUR [List of Expenses v | '/
Surname :  Bernini Giacomo (58887)

Tot. Curr. Amt. | Tot. Local Amt | Local tax amount Comment

+ 15 February 2021 1 W Meals/Drinks 1 32.00 EUR 32.00 EUR 000EUR FR 85 lunch

+ 11 February 2021 2 @ Expense for plane ticket 1 325.00 EUR 325.00 EUR 0.00 EUR 85 Amount debited for a Return tick
+ 14 February 2021 3 W Local Transport/ Bus/ Metro/ Taxi 1 52.00 GBP 61.94 EUR 0.00 EUR GB 85 Paid the equivalent of 61.94€/ ex
+ 15 February 2021 4 W Hotel (nights) 1 140.00 EUR 140.00 EUR 0.00EUR FR 85 Breakfast included

+ 15 February 2021 5 K8 Bank statement and/or exch. receipt 1 0 0.00 EUR 0EUR 85

+ - 14 February 2021 6 @ Meals/Drinks 1 22 40 EUR 22 40 EUR 000EUR FR 35

4 »

+ Add an expense from a Mobility receipt -+ Add an expense - Submit Expense Report




2. How to record expenses in foreign currency paid by Credit card ETS{<</>\
with a receipt retrieved from Mobility T

In this example : Heathrow Express ticket for 22GBP paid by credit card on February 11th, 2021 (amount debited from the
traveller’s bank account: 25,88€ )

same first steps: click on

Notilus will display the list of all remaining receipts stored in Mobility and not yet recorded in a claim.

List of Mobility receipts

Select from the list of receipts the relevant one: Here:
Heathrow Express ticket for 22GBP

In this example, the amount indicated for the bill (22) is correct

Display Only non-used receipts

Date - Amount Type

| @502 » 2 B

) 14i02/2021 17.46 GEP 'fT

O 04082019 130 EUR x

but some other information are missing (currency) or incorrect ( type).
Clickon R0y

A new window appears with the date automatically inserted by Notilus:
February 15th, 2021 (date of travel ) when the expense was incurred on

February 11th,2021

Date oo |[F @ The field must be amended to reflect
" - » B e ’ o the date of purchase using the calendar
=) PG Date oozt | (=) @
Type L ]

Then confirm the type of expense using the boxes =
AN AN Here select: T 8e s
LOCAL TRSP - Local Transport/ Bus/ Metro/ Taxi

=
3




2. How to record expenses in foreign currency paid by Credit card ETS(<</>\
with a receipt retrieved from Mobility 7

A new screen is displayed

Doc No. : 456

?’ ot Report Amt. : 381.34 EUR Advance payment Outstanding : 0.00 EUR i
— Surname :  Bernini Giacomo (58357) Amt to pay : 531.34 EUR Balance : 581.34 EUR -
Date 110272021 ,E| Receipt No. 7 .'QI nu: 'ilD Mo receipt
Type LOCAL TRSP - Local Transport! Bus/ Metro/ Taxi Division/Department  EXT_PROJECTS - External Projects
Currency EUR - Euro « Praject 565
Country FR - FRANCE Task TASK_1
Actual amount 22 00 f Reason
Comment Departing from
Arriving at =

| - - W W —

As said before , most fields automatically completed by Notilus with the information retrieved from the invoice
picture shall be checked carefully and amended if incorrect.

Currency: the expense was incurred in £ (22GBP) but paid by credit card and debited in € from the traveller’s bank account for 25,88€.

EUR-Euro is the correct currency to be selected.

Country: the expense was incurred in the UK. This field must therefore be amended.

To do so, click on | ER-FRANCE | New display of the field: | county = ) ) @ . -
Select the correct country with the relevant flag WiE3 @ = = NN 3= | orusingthe box [
=



2. How to record expenses in foreign currency paid by Credit card ETS(<</>\
with a receipt retrieved from Mobility 7

View of the screen once the Country field has been amended

= I e Report Amt. : 581.34 EUR Advance payment Outstanding:  0.00 EUR _ o
e Mizsion No. : IESTl " ‘ Amt. to pay : 581.34 EUR Balance : 581 34 EUR Expense Claim : 1_Expense Claim linked to TO
Sumame :  Bemini Giacomo (58887)
Date 12021 | [ Receipt No. 7 [481 | (%20 48 |DNo receipt
Type LOCAL TRSP - Local Transport! Bus! Metro/ Taxi Division/Department  EXT_PROJECTS - External Projects
Currency EUR - Euro Project 565
Country GE - UNITED KINGDOM Task TASK_1
Actual amount 22 .00 Reason
] It is not mandatory
Comment Departing from . X
= to fill out these fields [
Arriving at —

Actual amount: Notilus has inserted 22.00 which corresponds to the GBP amount shown on the invoice picture.
It should be amended to reflect the € amount debited from the traveller’s bank account (including bank fees) being here: 25,88€ .

Actual amount 2588

Comment: the traveller must add any relevant details such as:
Heathrow Express Saver ticket 22 £. Equiv. amount debited to bank account 25.88€/ Bank statement attached to the expense report

10



2. How to record expenses in foreign currency paid by Credit card ETSI([L)\
. . . - X\\ ///
with a receipt retrieved from Mobility

View once done

Date 110272021 Receipt No. 7 (ool (C
Type LOCAL TRSP - Local Transport! Bus! Metrol Taxi Division/Department EXT_PROJECTS - External Proje The N Cl |Ck on
Currency EUR - Euro Project 565 I —
f Confirm

Country GE - UNITED KINGDOM Task TASK 1
Actual amount o5 85 Reason |
Comment Heathrow Express Saver ticket 22 GBP. Equivalent amount Departing from

debited to bank account 25 88€ / Bank statement attached

o the expense report Arriving at

- Back ¥ Cconfirm and add ' confim

View of the expense report at that stage

i T Tot. Curr. Amt. | Tot. Local Amt | Local tax amount Project | Comment
+ @ @ 15 February 2021 1 &Y  Meals/Drinks 1 32.00 EUR 32.00 EUR 000EUR FR 85 lunch
+ @ @ 11 February 2021 2 ﬂ Expense for plane ticket 1 325.00 EUR 325.00 EUR 0.00 EUR 85 Amount debited for a Return ticket LHR NICE LHR @278.77£ . Be
+ @ @ 14 February 2021 3 d Local Transport/ Bus/ Metro/ Taxi 1 52.00 GBP 61.94 EUR 0.00 EUR GB 85 Paid the equivalent of 61.94€/ exchange receipt attached to the re
+ @ @ 15 February 2021 4 ﬂ Hotel (nights) 1 140.00 EUR 140.00 EUR 000EUR FR 85 Breakfast included
+ B @ 15 February 2021 5 &Y  Bank statement and/or exch. receipt 1 0 0.00 EUR 0 EUR 85
+ @ @ 14 February 2021 6 ﬁy Meals/Drinks 1 2240 EUR 22 40 EUR 000EUR FR 85
+ @ @ 11 February 2021 7 @ Local Transport/ Bus/ Metro/ Taxi 1 25.88 EUR 25.88 EUR 0.00 EUR GB 85 Heathrow Express Saver ticket 22 GBP. Equivalent amount debite

11



3. How to record expenses in foreign currency paid cash with a

receipt retrieved from Mobility

In this example : Meal at Heathrow Airport for 17,46 GBP paid cash on February 14th, 2021

Same first steps: click on

'+ Add an expense from a Mobility receipt

Notilus will display the list of all remaining receipts stored in Mobility and not yet recorded in a claim.
Select from the list of receipts the relevant one : meal for 17,46 GBP

List of Mobility receipis

Display & Only non-used receipts

Date v Amount
» @) 14/02/2021 17.46 GBP lr‘
O 04/082019 130 EUR

Confirm

'l- Back

A new screen is displayed: again most fields are
automatically filled out by Notilus with the
information retrieved from the invoice
Currency Country Actual amount

In this example all fields are correct.

Notilus also inserts the BCE rate of exchange
applicable on the day of the expense
1€=0,90155 GBP

and clickon | /0o

A new window is displayed with the date inserted automatically by Notilus

Date 1422021 | (79 . .
: - T Yo The date is correctly retrieved from
ype TARREAE . .
~® 3l the invoice: February 14th, 2021
*
Then select the type of expense: Subsistence — Meals/Drinks
Date 140222021 | (=) Receipt No. 8 &) (T (B
Type SUBSISTENCE - Meals/Drinks Division/Department  EXT_PROJECTS - External Pr
Currency GEP - Pound sterling « Project 565
Unit/Exchange rate 1 EUR = |0.80155 GBP « Task TASK_1
Country GB - UNITED KINGDOM « Reazon
Actual amount 17.46 ‘
Comment —
- Back ‘¥ confirm and add 7! confim

ETSI7__\
N\ ¥
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3. How to record expenses in foreign currency paid cash with a ETS(////')\\\\
receipt retrieved from Mobility e

Date 140022021 1, Receipt No. ] .’Q, pur ,i
Type SUBSISTENCE - Meals/Drinks Division/Department  EXT_PROJECTS - External Pr
Currency GBP - Pound sterling Project 565

Unit'Exchange rate 1 EUR => |0.90155 GEP ‘ Task TASK 1

Country GB - UNITED KINGDOM Reason

Actual amount 17.46

Comment

7o

However, in this example, the BCE rate of exchange automatically inserted by Notilus (1 € = 0,90155 GBP) is different from
the one applied to the expense when it was incurred (1 € = 0,8395 GBP).

The traveller shall amend it to reflect the rate of exchange effectively applicable.

Unit/Exchange rate 1 EUR == (0.8395 GBP

Important: when the traveller modifies the BCE exchange rate, he must always attach the cash exchange receipt or
any bank document in support of the exchange rate applied and insert all relevant information in the field
Comment.

Comment paid the equivalent of 20.80 €/ exchange receipt provided

13



3. How to record expenses in foreign currency paid cash with a ETSI(__))\
. . ope &\\ ///
receipt retrieved from Mobility

View when updated

Click on  RAMSEEN

Date 1402201 | (=) HeEaTiE: 8 @) (% @0

Type SUBSISTENCE - Meals/Drinks Division/Depariment  EXT_PROJECTS - External Projec! .

Currency GBP - Pound sterling Project 565 The expense IS recorded
Unit/Exchange rate 1 EUR => (.8395 GBP Task TASK_1

Country GB - UNITED KINGDOM Reason

Actual amount 17 .46

Comment paid the equivalent of 20.80 €/ exchange receipt provided

m !l-‘ Confirm and add !‘ Confirm ‘

View of the expense report

:1?:5::1 ;% . :227% & « Report Amt. : 628.02 EUR Advance payment Outstanding :  0.00 EUR Expense Claim : 1_Expense Claim linked to TO N ote: fO r eXPe nsesin fo're Ign
Surname : i Bernini Giacomo (58887) St ey C28 (2oL Balance CBOZELE Lot C U rre n Cy pa | d CaSh, N Otl | U S IS
- No. | Tot. Curr. Amt. | Tot. Local Amt | Local tax amount | Country | Project | Comment y displaying both amOU ntS in

+ @ = 15 February 2021 | 1 Y MealsiDrinks 1 3200 EUR 32.00 EUR 000EUR FR 85 lunch the |Oca| Currency and |n :€
.
+ @J @ 11 February 2021 2 ﬂ Expense for plane ticket 1 325.00 EUR 325.00 EUR 0.00 EUR 85 Amount debited for a Return ticket LHR NICE LHR @278.774
+ @ @ 14 February 2021 3 ﬂ Local Transport/ Bus/ Metro/ Taxi 1 52.00 GBP 61.94 EUR 000 EUR GB 85 Paid the equivalent of 61.94&/ exchange receipt attached to tj
+ @ @ 15February 2021 4 ¥ | Hotel (nights) 1 140.00 EUR 140.00 EUR 000EUR FR 85 Breakfast included Al | | nvo | ces atta C h ed tO
+ @J @ 15 February 2021 5 ﬂ Bank statement and/or exch. receipt 1 0 0.00 EUR 0 EUR 85 th e expe n Se r-e po rt Ca n
+ @ @ 14 February 2021 6 Y | Meals/Drinks 1 2240 EUR 2240 EUR 0.00EUR FR 85 . . .
e be viewed by clicking on
+ @J Jf 11 February 2021 7 ﬂ Local Transport/ Bus/ Metro/ Taxi 1 2588 EUR 2588 EUR 0.00 EUR | GB 85 Heathrow Express Saver ticket 22 GBP. Equivalent amount d
S i [ o
+ E Ef 14 February 2021 | 8 ﬂ Meals/Drinks 1 17.46 GBP « 20.80 EUR « 0.00EUR GB 85 paid the equivalent of 20.80 &/ exchange receipt provided th e I CO n ¥

at the top on the left
f ~ next to the report N°.

‘ ﬁ-‘ Add an expense from a Mobility receipt !F‘ Add an expense %‘ ‘Submit Expense Report

14



ETSI7Z__ Y\
More information : invoices attached to a claim \ Z

Notilus will display the list of all documents attached to the expense report

Report No. 486
with
Documents archived on the report . .
1 Their respective date
Images archived on the expense () Their respective type of expenses and amount

I N S oy -

Date | Type Tot.Cum. Amt Receiptl - - -
(7] %] 1sw22021 sussisTENCE 200EUR 1 (VOICE Mant 395 15FES pd) Their respective receipt number
57| (%] 1woz2e021 PLANE 32500 EUR 2 16/02/2021 13:50 . ] .
— MVOICE TICT 2782 pf Their respective types of document : pdf, gif, scan,
| %] 1am22021 LOCAL_TRSP 5200QBP 3 BRI IR

om0z ) . -
INVOICE TAXI LON 52£ pdf) receipt retrieved from M0b|||ty etc.

) (¥ 15022021 HoTEL 140.00EUR 4 1(Iﬁ3€lzgé1H1[?ﬁE?LI'.*IERCURE14Df€.|:m’_|

7 ] rsozo2 mavsTatewent 0 s EEREEEOD oo To view any invoice, click on the relevant link.
| [¥)] 14022021 sussisTENCE 2240EUR & CASERAE 21210218 114009 jog) 4 Exam p|e (JU StlfMUblllt'}QO? 1021 9_1 1 4009]99)
ii' |£| 1110272021 LOCAL_TRSP 258GEUR 7 1552?@%%1&53510219 094705 jpg)

(7 ] rwezzen suesistence  wasese 8 (RIS 0010 ossstsjng) | % || To delete a receipt associated to an expense

To add - if required - another document linked to an expense recorded with its invoice  Click on
A new window pops up

Add documents

Browse

For the expense | 2 - 11/02/2021 - PLANE - 325 EUR v Click on
Via HTTP: | || Browse | (| and select the document from the list displayed as shown previously.

(The selected file size cannot exceed 3 Mo)

15



More information: submit the expense report

When all expenses for this mission have been recorded, the traveller can submit his claim.

cickon

ETSI7__\

N\ ¥

7.0 Whetoriiiisbink b i A new window is displayed detailing the steps of the approval
=) submites i o rviw o To confirm the submission, click on LA
. Once done, the expense report will disappear from the section | Expense reporis
( BIZ FA (Hors ETA)
n BIZ FA (Hors ETA) It will still be dISplaYEd in the section Report status
= o with the status: submitted for review
i Sskio Youmsouf (52600 Important: once submitted, the expense report
cannot be modified by the traveller.
Approved expense report J
.
¥ . 4
Expense reports | Report status Reporting '? .

)]
J' List of expense reports
_—

EANERED 1_Expense Claim linked to TO NFV#45 0.00 EUR o
F = E 490 1_Expense Claim linked to TO' || MEETING SOPHIA ANTIPOLIS STF565 172.20 EUR
EAREREEIRE 1_Expense Claim finked ta TO [ MEETING NFV#1 SOPHIAANTIPOLIS STF563 000EUR _

‘ '13 Add a report ‘

Expense reports | Reportstatus |

é\ﬁk My last 20 reports

Doc No. | Saved as draft Submitted for review

O] 490 =
©) z
(D) 487 X

O = a
(3] 480

Reporting

Bd P

[ My last 20 reports ME

Sent to accounting Sent for payment Workflow | EDM

B B

d
B

Comment

Amt. to pay:172.20 EUR

Amt. to pay:0.00 EUR

Amt. to pay:628.02 EUR

Amt. to pay:290.00 EUR

16
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More information : the Report status N\ Z

)

The report status will be displayed:

Here when the expense  Here when the expense Here when the expense
report is created but report is submitted but report is approved and sent
not yet submitted not yet approved to Accounting Department
o — . .
Expense reports Report status Reporting ? = ‘ To view and pnnt the expense
— report
F‘Qﬁ)ﬁ My last 20 reports [ My last 20 reports v |«
Y {0 = | Status pending
.
o = ol Aot ey 17220 R - X In the column Saved as a draft:
@ s = B | Amt wperoo evR Expense report deleted
& X a =) X In the column Submitted for review:
2y 486 a &y |Amt topays28.02 EUR Expense report rejected
[(5]  as0 = (@) (=7  Amt topay:290.00 EUR — heck th f
- o - .|| To check the workflow
) X = ——
(Ch] a7 = (&) (£5]  Amt topay:53.60 EUR ) ) )
|:| % & = To view all invoices
k| 476 O = e )
o _ - attached to the claim
) 415 = (=Y [#=4] | Amt to pay:330.00 EUR

Note: Mot the reports deleted on entry +
The display of the reports can be amended by selecting the other option: My last 20 reports

L Q) Not the reports deleted on entry |
17



