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Notilus Travel Management for Expert Expenses: Module 2 X\ X

* General information

* How to record expenses from your PC with receipts stored on the Desktop
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

* Particular cases:

1. Recording a hotel bill

2. How to attach a bank statement and/or boarding pass stored on the Desktop



Adding expenses with receipts stored on the Desktop ETS{((/))\

Expense claim N° (differs To view and/or print the TO/ Mission Fields updated by Notilus each time an Type of Expense
from TO/ Mission N°) related to this expense report expense is recorded in the report report/claim

N.W £ Giacomo Bemini ©

E)ﬁnse reports - Card expenses Refused expenses Report status Reporting ?
DocNo.: 486

Mission No. : 1257 &=
Surname :  Bernini Giacomo (58887)

Report Amt. : 0.00 EUR <:| Advance payment Outstanding : 0.00 EUR Expense Claim : 1_Expense Claim linked to TO
Amt. to pay : 0.00 EUR <:| Balance : 0.00 EUR <: [List of Expenses v | i/

Receipt . | JTot. Curr. Amt. | Tot. Local Amt | Local tax amount Project | Comment | Advance payment

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

To add an expense when the To submit the report once all invoices
receipt is stored on the desktop have been recorded
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1.How to record expenses in € paid Cash or by Credit card N\ Z

First example: a meal bill in the amount of 32€ spent on February 15th, 2021 in France

Z¢uzi5z |- Entry

——
Expense reports Expenses Card expenses Refused expenses Report status Reporting ?
D‘_’c !&lo. i 486 (U3 = I—J'l" Report Amt. : 0.00 EUR Advance payment Outstanding : 0.00 EUR Expense Claim : 1_Expense Claim linked to TO
MizsionNoR31257 ﬂ‘—‘ Amt. to pay : 0.00 EUR Balance : 0.00 EUR List of Expenses v | -/

Surname :  Bernini Giacomo (58887)

Type |Date Receipt | Type |No. | Tot Curr. Amt. | Tot.Local Amt | Local tax amount | Country | Project | Comment | Advance payment

'-1'-‘ Add an expense from a Mobility receipt .-'I-‘ Add an expense -; Submit Expense Report

A new window is displayed

EXDEREERNC. ) Enter the date of the expense : 15/02/2021
Expense reports Expenses Card expenses Refused expenses Report status Reporting ? o u S| ng th e ca | en d ar @ ]

= i DocNo.: 486 Report Amt. : 0.00 EUR Advance payment Outstanding : 0.00 EUR _—
Entering expenses Mission No. : 1257 Expense Claim : 1_Expense Claim linked to TO|

Surname :  Bernini Giacomo (58887) Amt.topay : 0.00EUR Balance : oA o Once done, the field Type Of eXpense appea rs
=)
Date > = = Date 1500212021 | =)
Type > (] (o]
elell PG

m m Sonfirm andiade m




How to record expenses in € paid cash or by credit card

The Expenses type can be selected from the logos
displayed for Hotel, Mileage, Parking fees, Subsistence and Toll

Type > ) (B b2
on el PRI )
1

In this example:
Select subsistence

Once done, more fields to be completed are displayed

ETSI7__ O\

=

AL A .

or from the list displayed when clicking on the boxes

BANK FEES - Bank Charges/Fees
BANK STATEMEMNT - Bank statement and/or exch. receipt
BOARDING PASS - Boarding_pass
PARKING - Car park
AR RENTAL - Car Rental
CATERING - Catering Event Cocktails
CONF FEES - Conference fees
PLANE - Expense for plane ticket
HOTEL - Hotel (nights)
HOSPITALITY - Invitations External Guests
LOCAL TRSP - Local Transport/ Bus/ Metro/ Taxi
SUBSISTENCE - Meals/Drinks
MILEAGE - Mileage refund
MISC - Miscellaneous
TOLL - Toll

-

Date 150012021 | ([ Receipt No. 8 [Fooe [F8 | ONo receipt
Type SUBSISTENCE - Meals/Drinks Division/Department  EXT_PROJECTS - External Projects Information retrieved from the Travel
c . Project . .
R EUR-Euro - o 509 Order and inserted automatically by
Country > |l_';_\ Task TASK_1 Notilus
ll--ZlIEEI.E Reason

Actual amount P 0

Comment

Currency: select the currency in which the expense is
incurred (€ is displayed by default, to amend when required)

Actual amount: insert the amount paid and claimed: 32€

Country: being the place where the expense is incurred; it can be
selected from flags shown or by clicking on the boxes A

l'_. i\
(FATTRET 'n|

Comment: this field is not mandatory, the traveller may add
any information deemed relevant
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How to attach the copy of the invoice stored on the Desktop N\ 2

View once all fields have been completed

- sl §. Then, the traveller must attach the relevant invoice

Date ; Receipt No. po IR " INo recei

1502021 | () i ) ) s N recie stored on the Desktop
Type SUBSISTENCE - Meals/Drinks Division/Department  EXT_PROJECTS - External Projects
Currency EUR - Euro Project 565 . e 3
- EUR - Euro Clickon “poe to add a PDF document
ountry FR - FRANCE Task TASK_1
Actuslamonnt | [32 Reason or |48} to add a GIF or JPG document
Comment Lunch

Note: the box No receipt must be ticked when the
receipt for the expense is not provided In such

ﬁ Y confim case, the refund of the expense will be subject to

the Admin approval

The Desktop will be displayed with all invoices stored Select the relevant document: in this example invoice Meal 32€

« v 4 Il > ThisPC » Desktop v | U O Search Desktop o v Il > This PC » Desktop v U £ Search Desktop

Organize ~ New folder E- 1 @ Organize ~ New folder =- I @ Then Click on
_J 3D Objects "~ Name Stat B 3D Objects A  Name Stal ™

> I Desktop " Liste-pieces-justificatives_DCEM_mars2020_pdf ® B Desktop = Liste-pieces-justificatives_DCEM_mars2020_pdf (@)
[ Documents " Liste des pays visités Chine_nv.pdf ® = Documents " Liste des pays visités Chine_nv.pdf O] Th e invoice iS u p | 0a d ed
¥ Downloads = INVOICE TKT 278£.pdf O] ¥ Downloads = INVOICE TKT 278£.pdf ©]
b Music = INVOICE TAXI LON 52£.pdf @ B Music = INVOICE TAXI LON 52£.pdf @ in Notilus and it will be
= pi = INVOICE Meal 32€ 15FEB.pdf © =i p: = INVOICE Meal 32€ 15FEB.pdf (©) . .
= Pictures &= Pictures — hé

N i = Pre - .| displayed in the expense
File name: ~ ‘ Adobe Acrobat Document (*.pc v File name: |INVOICE Meal 32€ 15FEB.pdf v| Adobe Acrobat Document (*.pc v re po rt
Cancel Open Cancel
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How to attach the copy of the invoice stored on the Desktop N\ Z

View of the report with the Invoice attached

: V! Confirm
[ay E— DocNo.: 486 Report Amt. : 32.00 EUR Advance payment Outstanding - 0.00 EUR . o Then click on
| 4 p Mission No. : 1257_ o Amt. to pay : 32 00 EUR s 39 00 EUR Expense Claim : 1_Expense Claim linked to TO
Surname :  Bernini Giacomo (58887) [{) Confirm and add
2 or §
Date w0001 | () Receipt No. i 8 (Feee (18! ¥ | to record other expenses in the report
Type SUBSISTENCE - Meals/Drinks Division/Department  EXT_PROJECTS - External Pro
Currency EUR - Euro Project 565 Note: when the traveller selects
Country FR - FRANCE Task TASK_1 Confirm and add, Notilus will display
S o Ressen } automatically the field Date for the
ommen unci
L — next expense to be recorded
. Date > | 5=
e &

The expense is recorded and Notilus updates accordingly the fields: Report amount Amounttopay  Balance
[P

Expense reports ‘ Expenses ‘ Card expenses Refused expenses Report status Reporting ?

DocNo.: 486 @) (51
Mission No. : 1257 | ()
Surname :  Bernini Giacomo (58887)

Report Amt. : 32.00 EUR 4= Advance payment Outstanding : 0.00 EUR Expense Claim : 1_Expense Claim linked to TO
Amt. to pay : 32.00 EUR 4m Balance : 32.00 EUR 4m | List of Expenses '

Tot. Curr. Amt.

+ (€

Ed 15 February 2021 1 K&  Meals/Drinks 1 32.00 EUR 32.00 EUR 0.00 EUR FR 85 lunch




2. How to record expenses in Foreign currency paid by credit card

ETSI7___\\

In this example: airline ticket in the amount of 278,77 GBP paid on February 11th, 2021 in London, UK (equivalent 325€)

Follow the same steps : Click on

DocNo.: 485 (B (51
Mission No. : 1257 [ ([
Surname :  Bernini Giacomo (58887)

Report Amt. : 32 00 EUR
Amt. to pay : 32.00 EUR

Advance payment Qutstanding : 000 EUR

Expense Claim : 1_Expense Claim linked to TO
32.00 EUR L

List of Expenses v | 0

Balance :

No. | Tot. Curr. Amt. | Tot Local Amt | Local tax amount | Country | Project | Comment | Advance payment
15 February 2021 1 I@f Meals/Drinks 1

32.00 EUR 32.00 EUR 000 EUR FR 85 lunch

‘ '-1'3 Add an expense from a Mobility receipt m Add an expense f-'b" Submit Expense Report ‘

A new window is displayed

Report Amt. : 32 00 EUR Advance payment Outstanding : 000 EUR

p— Doc No. : 486
E*) Entering expenses Mission No. : 1257 Amt. to pay : 32.00 EUR Balance - 32,00 EUR

Surname :  Bernini Giacomo (58887)

Expense Claim : 1_Expense Claim linked to TO

&2

Date [ ]

=R

O s O

Insert the date of the expense: February 11, 2021 as shown previously

Once done, the field Type of expense
appears

Date 11/02/2021 =
Type [ ]

el PG

Select the expense Type from the
scrolling menu using the boxes |/ [...)

Here: PLANE - Expense for plane ficket




2. How to record expenses in Foreign currency paid by credit card

=1 Doc No. :
r* Mission No. :

Surname :

Date

Type

Currency
Actual amount

Comment

486
1257
Bernini Giacomo (58887)

Report Amt. : 32.00 EUR
Amt. to pay : 32.00 EUR

11/02/2021 =)

PLANE - Expense for plane ticket

EUR - Euro
[ 3 ] h
@

Advance payment Qutstanding : 0.00 EUR

Balance :

Receipt No.
Division/Department
Project

Task

32.00 EUR

2 |@| L*m |_§|C]No receipt
EXT_PROJECTS - External Projects
565

TASK_1

Expense Claim : 1_Expense Claim linked to TO

<]

-

- Back

M2 confim

Then, the traveller must attach the copy of the relevant invoice as shown previously

View when

done

E*’ Doc No. : 486

Report Amt. : 8968 EUR

Mission No. : 1257

Advance payment Outstanding : 0.00 EUR

Expense Claim : 1_Expense Claim linked to TO

i Amt. to pay : 8968 EUR Balance : 89.68 EUR
Surname :  Bernini Giacomo (58887)

Date o202 | (5= Receipt No. 2 [480 | “eor |18 | ONo receipt
Type PLANE - Expense for plane ticket Division/Department  EXT_PROJECTS - External Projects
Currency EUR - Euro Project 565
Actual amount 325 - Task TASK_1
Comment Amount debited for a Retyrn ticket LHR NICE LHR @278.77£ . Bank

statement provided L

“ ’-i-‘ Confim andiadd m Sonfim

ETSI7Z__ Y\
\ ¥

Actual amount: indicate the amount in
euros debited from the traveller’s bank
account, bank fees included: here 325€

Comment: insert any relevant
information such as : amount debited
for a return ticket LHR NICE LHR
@278,77£. Bank statement provided

Note: if the traveller’s bank account
is in foreign currency, he shall
convert the amount debited from his
account into euros, indicate the rate
applied in the field Comment and
provide the relevant documentation
in support.

Then, click on
‘ m Confirm or F-P Confirm and add

to record other expenses in the report

9
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2. How to record expenses in Foreign currency paid by credit card N\ Z

Updated amounts after recording the second expense Details of the comment inserted if any

g = o
DocNo.: 486 F) (i) Report Amt. : 357.00 EUR “®  Advance payment Outstanding :  0.00 EUR

e . =
Mission No. : 1257 (1) Amt.topay : 357.00 EUR ¢m  Balance: 357.00EUR =
Surname :  Bernini Giacomo (58887)

Expense Claim : 1_Expense Claim linked to TO
[List of Expenses v | -

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

lunch

+ {J E{ 15 February 2021 1 d Meals/Drinks 1 32.00 EUR 32.00 EUR 0.00EUR FR 85
—l_

| 11 February 2021 | 2 Ey 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£ . Bank statement provided

Date 15 February 2021 Receipt 1

+ | Click on it to view the expense | ..

SUBSISTENCE-Meals/Drinks Division/Department =~ EXT_PROJECTS-External Projects
d eta i IS 2 1 Country FR-FRANCE
Actual amount 32.00 EUR Project 85-565

Comment lunch Task 919-TASK_1

% | Click on this icon to delete the expense line

Ing Click on this icon to edit the expense line and make a change if required

@ | The camera with a green tick in the field Receipt indicates that a copy of the bill is attached to the report

Note: If the box No receipt is ticked (missing invoice), Notilus will display this icon in the field Receipt G

10



3. How to record expenses in Foreign currency paid Cash

In this example: a taxi bill of 52 GBP/ £ paid Cash on February 14th, 2021 in the UK

Same first steps: Click on insert the date | Pate

>

=)

ETSI7Z__ Y\

)\
f

Select the Type of expense using the boxes I:

a\
anl-imm

When done, a new window is displayed

here |LOCAL TRSP - | ocal Transport/ Bus/ Wetro/ Taxi .

Lo jem

Country > i ‘-T | Task TASK_1
n

--Z lgﬁllg Reason
Actualamount ® ¢ Departing from
Comment Arriving at

Expense Claim : 1_Expense Claim linked to TO

[E*, LA Report Amt. : 357.00 EUR Advance payment Outstanding :  0.00 EUR
- ol SR Amt. to pay : 357 00 EUR Balance - 357 00 EUR
Surname :  Bernini Giacomo (58887)
Date 14/02/2021 | | = Receipt No. 3 |80 | | To0e |18 [INo receipt
Type LOCAL_TRSP - Local Transport/ Bus/ Metro/ Taxi Division/Department  EXT_PROJECTS - External Projects
Currency EUR - Euro Project 565

- - M 7 —

Currency can also be selected by entering the first letter of
the currency code | currency [@ ]

Then click on the box Am and select the relevant one from ™=
the list

GBP - Pound sterling
GEL - Georgian lari
GHS - Ghanaian cedi
GIP - Gibraltar pound
GMD - Gambian dalasi
GNF - Guinean franc

List of currencies

Currency: EUR Euro is displayed by
default. It must be amended for the
correct currency, here: Pounds £

To do so, click on
New display of the field Currency

Currency EUR |?|

CADjcuE | € | £ |8
Delete:

Currency |;‘
CADjcHF € | £ | $
)

Then select £ from the logos displayed

11
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3. How to record expenses in Foreign currency paid Cash \

Once the correct currency is selected, Notilus will automatically insert the BCE rate of exchange applicable on the day the expense
was incurred: Here: 1 € equivalent to 0,90155 GBP

Date 14022021 | (9 Receipt No. 1 81 (Feoe (48 | INo receipt
Type LOCAL TRSP - Local Transport! Bus/ Metro/ Taxi Division/Department EXT_PROJECTS - External Projects
Currency m) GEP - Pound sterling Project 565

Unit/Exchange rate 1 EUR == [(.090155 GBP <4mm Task TASK_1

Country 2 | A | Reason

It is not mandatory to
fill out these fields

N1 K3 ™ =110

Actual amount B 0

ly

Departing from |]

ArTiving at
Comment

o I - B

However, if the rate of exchange applied to the expense when it was incurred is different from the BCE rate automatically
inserted by Notilus, the traveller can amend it.

. . Unit'Exch =
First delete the amount inserted: nitExchange rate |1 [EUR=>([____ )GEBP

Then insert the new rate effectively applied to the expense: in this example 1 EUR => 0.83950 GBP

Important: when the traveller modifies the exchange rate, all relevant information must be inserted in the
field Comment and the exchange receipt/bank transaction statement shall be attached in support

12



ETSI7Z__ Y\
3. How to record expenses in Foreign currency paid Cash \

Display when the currency and the rate of exchange have been updated

Date 14/022021 | (== Receipt No. 3 48| [Fo0e [FB) [TINo receipt
Type LOCAL_TRSP - Local Transport/ Bus/ Metro/ Taxi Division/Department  gXT_PROJECTS - External Projects -
) Receipt No. 3
Currency GEP - Pound sterling = Project 565
UnitExchangerate 1 EUR=> 0535  GBP  qem Tack TASK 1 This number indicates this is
— the 3rd expense recorded

Country A Reason

ni - - L :: il Departing from

g ' Arriving at
Actual amount P 0 4=
Comment

Country: indicate in which one the expense was incurred, using the flag displayed
It can also be selected by entering the first letters of the country [Fountry UNITED AW

and clicking on the box |/:\..| then select the relevant one from the list

GB - UNITED KINGDOM
UM - UNITED STATES MINOR OUTLYING ISLANDS
US - UNITED STATES

Actual amount: insert the amount of the bill 52 £ - £E - JNITED ARAS EVIRATES

Comment: add any relevant information such as:
paid the equivalent of 61,94 €/ exchange receipt provided

Last step: attach the copy of the invoice as shown previously
13
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How to record expenses in Foreign currency paid Cash N\ Z

Date 14/02/2021 ezil)

Type LOCAL_TRSP - Local Transport/ Bus/ Metro/ Taxi

Currency GBP - Pound sterling

Unit/Exchange rate 1 EUR => (0.8395 GBP

Country GB - UNITED KINGDOM ‘

Actual amount 52 «

Comment Paid the equivalent of 61.94€/ exchange receipt
attached to the report «

Receipt No. 3 @ m li

Division/Department  gxT PROJECTS - External Pr

Project 565
Task TASK_1
Reason

Departing from

Arriving at

m '4“ Confirm and add !‘ confirm

The taxi bill is added to the expense report

Mission No. : 1257 | (L5
Surname :  Bernini Giacomo (58887)

No.
+ E ? 15 February 2021 1 ‘y Meals/Drinks 1
+ ‘E {EJ 11 February 2021 2 ﬂ Expense for plane ticket 1
+ E ? 14 February 2021 3 (y Local Transport/ Bus/ Metro/ Taxi 1

Expense reports ‘ Expenses ‘ Card expenses Refused expenses Report status Reporting ?
DocNo.: 486 [[3F) (&) Report Amt. : 418.94 EUR Advance payment Outstanding :  0.00 EUR

Amt. to pay : 41894 EUR Balance : 418 94 EUR

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

32.00 EUR 32.00 EUR

325.00 EUR 325.00 EUR

» 52.00 GBP 61.94 EUR «

0.00EUR FR

0.00 EUR

0.00EUR GB

Display when the fields Country, Actual amount and Comment have been updated and the copy of the invoice attached

Cickon o

To record other expenses in the report

Note: both amounts in € and in foreign currency are displayed for payment in cash

Zeyzi52 | Entry

Expense Claim : 1_Expense Claim linked to TO

List of Expenses v | 0

Project | Comment

85

85

85

lunch

Amount debited for a Return ticket LHR NICE LHR @278 77£ Be

Paid the equivalent of 61.94&/ exchange receipt attached to the re

o

Add an expense from a Mobility receipt

| +

'-'l-‘ Add an expense

»

‘Submit Expense Report

14



Particular cases:
1. How to record a hotel expense

In this example: a hotel invoice in the amount of 140€ paid by credit card on February 15th, 2021 in France

ETSI7Z__ Y\

Same first steps: click on Insert the date: | °**¢ > E
Then select the type of expense: Hotel [oa: 0001 | (=)
> ) =
i=P1EIT
A new window is displayed 1t
Date 15022021 | [ = Date 150212021 | ||
Type HOTEL - Hotel (nights) Type HOTEL - Hotel {nights)
Currency EUR - Euro Currency EUR - Euro
Country b ) (B Country FR-FRANCE <m=
I|--Z||$||§ Number 1 -
Number P Actual amount P E ]-
Comment Comment

Currency: EUR Euro is displayed by default. It can be amended if required. In this example: € is correct

Country: indicate where the expense was incurred : Fra

nce

Number: indicate the number of night in hotel. In this example :1

Once done, a new field is displayed : Actual amount

15



Particular cases:

1. How to record a hotel expense

Insert the amount paid and claimed: 140€

Attach the copy of the invoice as shown previously

Add any relevant information in the field Comment

ETSI7Z__ Y\

Click on

To record other expenses in the report

¥ To delete the invoice attached
QTo view the invoice attached

Date 15/02/2021 |E| Receipt No. 4 |4E| l; |§ l
Type HOTEL - Hotel (nights) Division/Department  EXT_PROJECTS - External P e
Currency EUR - Euro Project 565 — ol
Country FR - FRANCE Task TASK_1 i
Number 1 Reason u
Actual amount 140 = o
x Q
Comment Breakfast included <mm
- Back m Confirm and add m Confirm
Important: when the amount claimed exceeds the maximum allowance, an alert will be displayed by Notilus:

Humber ‘ (Max. amount Warning = 170 EUR |

Actual amount 250

In such case, the traveller must add in the field Comment any information to justify the cost incurred
but the whole amount might not be refunded.

Note:The alert will not prevent the traveller from submitting the expense.

16



Particular cases: ETSI7T___ \\

L
2. How to attach a bank statement or a boarding pass
Click on Insert the date | > E
Select the Type using the boxes | /. /. In this example: BANK_STATEMENT - Bank statement and/or exch. receipt
A new window is displayed with most fields completed automatically by Notilus
‘E* ;?:s:f; ;Jo _ ‘142; Report Amt. : 558 94 EUR Advance payment Outstanding :  0.00 EUR Expense Claim - 1 Expense Claim inked 00
- Surname : _ Bornini Giacomo (58867) ™ 10 PaY © 558.94 EUR Balance : 558.94 EUR = click on
)
Date 15022021 | (EE) Receipt No. 5 481 [Foor 18 |OINo receipt
Type BAN_KtSTATEMENT - Bank statement and/or exch. Division/Department  EXT_PROJECTS - External Projects
receipt
Number 1 Project 565
Task TASK_1
Attach the bank statement stored on the Desktop as shown previously
‘E*, Doc No.: 486 Report Amt. : 558.94 EUR Advance payment Outstanding :  0.00 EUR . o
“ Mission No. : 125?. i e el Balance - 558.94 EUR Expense Claim : 1_Expense Claim linked to TO .
Surname :  Bernini Giacomo (58887) For Board|ng pass, proceed
v
i P—— 3 the same way but select
Date 15022021 | | Receipt No. o 8 [Feor 118 BOARDING_PASS - Boarding_pass
Type BANKtsTATEMENT - Bank statement and/or exch. Division/Department EXT_FROJECTS - External Pr
receipt
Number 1 Project 565
Task TASK_1
x Q

17



View of the expense report/claim

View when done

ETSI77__ )\

Z¢z11Z5 |- Entry

Expense reports l Expenses Card expenses Refused expenses Report status Reporting 9
. (S ( 41]
:;:c I-'»lo_ N :22? = = Report Amt. : 558.94 EUR @m  pdvance payment Qutstanding : 0.00 EUR Expense Claim : 1_Expense Claim linked to TO
ission No. : :
Amt. to pay : 558.94 EUR ¢mm Balance : 558 94 EUR <mm List of Expenses ~ | 1.
Surname :  Bernini Giacomo (58887) pay | P ‘

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

Project

+ @ 15 February 2021 1 ﬂ Meals/Drinks 1 32.00 EUR 32.00 EUR 0.00 EUR FR 85 lunch

+ @ @ 11 February 2021 2 M Expense for plane ticket 1 325.00 EUR 32500 EUR 0.00 EUR 85 Amount debited for a Return ticket LHR NICE LHR @278 77£
+ @ 14 February 2021 3 ﬁy Local Transport/ Bus/ Metro/ Taxi 1 52.00 GBP 651.94 EUR 0.00 EUR GB 85 Paid the equivalent of 61.94€/ exchange receipt attached to th
+ @ @ 15 February 2021 4 ‘y Hotel (nights) 1 140.00 EUR 140.00 EUR 0.00 EUR FR 85 Breakfast included

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

'-i-‘ Add an expense from a Mobility receipt '-i-‘ Add an expense .ﬁ;‘ Submit Expense Report

The line related to the bank statement shows a null amount (it will be the same for boarding pass).
Notilus has updated all relevant fields with each expense incurred.

Next: See Module #3 |2

Add an expense from a Mobility receipt ‘

18



