ETSI &/// RN

User Guide

Notilus Travel Management for Expert

Expenses reimbursement

Table of Contents

l. How to create an exXpense repPort....... . iiiiccirieeereeiininccneereessesssssssssssssesssseas 2
0 T o T o IS 2
1.2 CrEALION ..ttt bbbt nh b e n e 3

Il. HOW tO record @XPENSES ........cciviiiiiiiiiiiiniinieeniisesssssssssssssssssssssssssssssssssssassssns 5
2.1 Register eXPEeNSES iN EUMOS ....c.oiiiicicceece et st e s te e be e e ebaeseees 5
2.2 Attach the justification (copy of the invoice, bank statement, boarding pass...)....c........... 6
2.3 Submit YOUr EXPENSE MEPOM ......ciiiieeee ettt st sttt sre s s e besreeneenes 8
D I (-3 =T oL A= 7= (1 U 9
2.5 PartiCUIAr CASES:.......ccuiiiiiiieieee ettt 10

251 How to record expenses in Foreign currency paid by credit card........................ 10
2.5.2 How to record expenses in foreign currency paid Cash.........ccceccevvvvecievvneenne, 11
lll. How to deal with rejected expenses...........cccviiviiiiriiiiiiniiiiniennneceeee 13
3.1 Record the invoices without making any Change ............cccocverireneneienneecceeee e 13
3.1.1  Record a single rejected invoice without making any change...........cccoccoevenne. 14
3.1.2 Record several rejected invoices without making any change. ........ccccocvvvvveciiennnn 16
3.2 Record the invoice with an amendment. ... 19

3.3 Delete a refused EXPENSE .......ooui ettt ettt st ne s 23



ETSI__\\
N\ ¥

. How to create an expense report

Expense reports can be filed from the traveller’s PC after logging in Notilus or from the traveller mobile’s
phone using Notilus Mobility. An expense report created from the PC is displayed in Mobility and vice versa.

An expense claim can be filled only after the Travel Order has been approved. Expenses can be added at

any time during the travel or after, from the PC and/or with Mobility.

Once a claim is submitted, it cannot be modified by the traveller.

If the traveller forgot an expense for a specific mission, he would have to create another expense claim
linked to the same Travel Order/mission. Please contact FA Team if needed.

When an expense is rejected, the traveller will be able to submit it again using the option “Refused

Expenses” as long as the proper justification is provided.

1.1 Log in

Log in with your User name and password

Link: https://www.notilus-tne.ceqid.cloud/etsi

Click on “Log in”

A new screen is displayed

Login

Traveller Name |

User

Password

I..c...c.o.o.4 l

Forgot password?

) L —— —
1 32 = 1) ™
o e ||

- Traveller Name
[ ]

Welcome to your new Travel Application

& S2002021 10:07:04 —
ETS"//// \\\ The Standards People

To access the Expense
module, click on the
Calculator icon at the top
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1.2 Creation

N.'l é £ Traveller Name

1 i 3
. Expense reports Report status Reparting

\
hy

[t

}_Jl' List of expense reports

T

Expensze Claim

Mission ~ Dateprepared | Reporlamt,

)

1- Expense reports: new expense report shall be created from this section; any expense report
already created / filled but not yet submitted will be displayed here.
2- Report status: All expense reports filled will be displayed in this section with their actual status for

each level of the approval process.

3- Reporting: This function helps to track history of expense reports and/or meal vouchers

To create a new expense report, click on “Add a report” (4).

E,XEnse reports Report status Reporting 9
I? Report header

Zsysnss |- Entry

Expense Claim and
Division/Department: fields are
automatically completed by the

The list of all travel orders approved will be displayed.

application
Expense Claim : 1_Expense Claim linked to TO /[ (i) Mission: the traveller shall
Mission : N select the Travel Order /mission
e to which the claim is related.
prvisionBepartment i To do so, click on the magnifier
i (e G icon
- Back |

Select the relevant mission by clicking either on the N° or the objective field.
Then, the other fields: Project and Task will be automatically filled out by the application with the information

retrieved from the travel order.
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Expense Claim :
Mission :
Division/Department :
Project :

Task :

Exé nse reports Report status

Report header
General information on the expense report

To display Information

21

Reporting

'1_Expense Claim linked to TO v @

1257 - Meeting Sophia Antipolis ETSI/STF565 @ 5

EXT_PROJECTS - External Project: ':.'i%
565

TRAVEL

To view the list of all
proved missions

QO
e

E

To view and print the
lected mission

[72]
[©)

D

To view additional
information on the selected
field Project or
Division/Department

When completed, click on
“Confirm”

Confirm

”

The expense report is created.

Traveller Name

&

BV/ 77,

nee repors | xpanses |

2

Card expenses Refused expenses Report status Reporting

= = (B
Doeor, 418 o= <1 Report Amt. : 0.00 EUR Advance payment Outstanding : 0.00 EUR Expense Claim : 1_Expense Claim linked to TO
Mission No. : 1257. L—U Amt. to pay * 000 EUR Balance : 0.00 EUR List of Expenses  ~
Surmame :  Bernini Giaco A7)

32

Advance payment | Unpaid

Receipt | Type |No. |Tot Curr Amt | Tot. Local Amt | Localtax amount | Country |Project | Comment

Type |Date v

i ﬁ}\ Add an expense from a Mobility receipt

ﬂ;‘ Submit Expense Report

1) Expense claim N° (differs from TO/ Mission N° )

2) To view and/or print the TO/ Mission related to this expense report

3 /4 /5) Fields updated by Notilus each time an expense is recorded in the report
6) Type of Expense report/claim

7) To add an expense when the receipt is stored on Mobility

8) To add an expense when the receipt is stored on the desktop

9) To submit the report once all invoices have been recorded

Advance payment is not applicable to STF/TTF
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Il. How to record expenses

"\ In the example below, receipts are retrieved from the desktop.

If receipts are stored via mobility, use the button “Add an expense from a Mobility receipt” in place of
“Add an expense”.

2.1 Register expenses in Euros

Click on “Add an expense”
A new window is displayed

e Zopog oo | Entry

o
Expense reports Expenses Card expenses Refused expenses Report status Reporting +
E‘*z et hlexperce. E:c T‘Olr:d 1227 Report Amt. : 0.00 EUR Advance payment Outstanding : 0.00 EUR = ChiT kG
2 ssion Mo- - Amt. to pay : 0.00 EUR Balance : 000 EUR - xPenseLiaim : 1_Lxpense Liaim finked to
Surname : Traveller Name
hvd
Date > G0

-~ M~ Bl"

Enter the date of the expense: using the calendar
Once done, the field Type of expense appears

Date 150212021 | [[F=|

Type >

(A | |..;,.;..|

ey =l PG

The Expenses type can be selected:
- From the logos displayed for Hotel, Mileage, Parking fees, Subsistence and Toll
- From the list displayed when clicking on the boxes [ /.| .../

Example for Subsistence expense:
A new window opens:

Date 15/02/2021 ‘E‘ Receipt No. 1 \E\ (Fooe |§ | INo receipt
Type SUBSISTENCE - Meals/Drinks Division/Department  EXT_PROJECTS - External Projects
Currency EUR - Euro Project 566

Country > \T| Task TRAVEL

Reason

LI+

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.

Country: being the place where the expense is incurred; it can be selected from flags shown or by clicking on
the boxes
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Comment: this field is not mandatory; the traveller may add any information deemed relevant.

Division/Department, Project, Task: Information retrieved from the Travel Order and inserted automatically by
Notilus.

Example for Hotel expense:

Note: For Hotel expense, a maximum allowance is automatically calculated. To check, link to the concerned
country. The complete table is available on STF/TTF portal, with ETSI Travel Rules

Same first steps: click on “Add an expense”
Insert the date
Then select the type of expense: Hotel.

A new window is displayed.

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: France

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

Once done, a new field is displayed: “Actual amount’”.
Insert the amount paid and claimed
Add any relevant information in the field “Comment”

BEFORE AFTER
Date 150272021 = Date 15/02/2021 |/=R
Type HOTEL - Hotel (nights) Type HOTEL - Hotel (nights)
Currency EUR - Eura Currency EUR - Euro
Country » A Country ER . FRANCE 4

ll--Z||§E||E Number 1 4

Number b o Actual amount ® [§ | 4=
Comment

Comment

Important: when the amount claimed exceeds the maximum allowance, an alert will be displayed by Notilus:

S— ‘ 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.

2.2  Attach the justification (copy of the invoice, bank statement, boarding pass...)

View once all fields have been completed.
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Date 15022021 ([EF) Recelpt No. 1 [81] (Fooe (1B | OINo receint
Type SUBSISTENCE - Meals/Drinks Division/Department  EXT_PROJECTS - External Projects
Currency EUR - Euro Project 565
Country FR - FRANCE Task TRAVEL
Actual amount 32 Reason
Comment Lunch

Then, the traveller must attach the relevant justification.

On the top right, click on | "pge to add a PDF document or on |a | to add a GIF or JPG document.

LA | L
| Lolmn |II_I'.‘.'_II

Select the Type using the boxes

For Bank Statement: “BANK_STATEMENT - Bank statement and/or each receipt’
For Boarding Pass: “BOARDING_PASS - Boarding pass”

The lines related to justification other than invoices show a null amount.
Then click on “Confirm” if it's the last expense, or “Confirm and add” to record other expenses in the report.

If the traveller selects “Confirm and add”, Notilus will display automatically the field Date for the next
expense to be recorded.

The expense is recorded and Notilus updates accordingly the fields: “Report amount”, “Amount to pay”
and “Balance”.

Note: the box “No receipt” must be ticked when the receipt for the expense is not provided. In such case,
the refund of the expense will be subject to ETSI Secretariat approval.

“Mobility” users

If the traveller use Mobility and click on “Add an expense from a mobility receipt”:

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.

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.

When the quality of the picture is good, all the
details of the invoice will be correctly reflected
(date, amount, currency, type or expense).
Example: meal invoice for 22,40 € incurred on
February 14th, 2021.

. 1T |
O 1410272021 22 4EUR ']- 1
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=S
' List of Mobility receipts

Display Only non-used receipts
Da|e - Amount TﬂLe

® 1510212021 2 [

1410212021 22 4EUR Tf

140212021 17.46 GBP lf“

Co4i0e2019 130 EUR x

However, in some cases the OCR (Optical
Character Recognition) is unable to identify some
details from the picture stored.

Example here : no currency indicated

® 15/022021

22

m

if required.

fields.

date.

by the traveller.

To select an invoice, simply click on the box next to the

The picture of the selected invoice will be inserted
automatically by Notilus when the expense is recorded

When the picture is displayed. Click on “Confirm”.

®) Not defined

The traveller will still be able to use the picture
stored but the traveller will have to check every
field when recording the expense and shall amend

Same when Notilus is displaying a receipt picture
with the mention “Not defined” in one or several

Here : no date nor currency indicated

18.36

2.3

Submit your expense report

Before submitting, you can check the list of all documents attached to the expense report.

Report No. 486

15/0212021 SUBSISTENCE 32.00 EUR
|£| \ﬁl 1110212021 PLANE 32500EUR 2
(5] %] 14022021 LocAL_TRSP 5200GBF 3
() (%)) 15022021 HOTEL 140.00 EUR 4
(5] %] 15022021 BANK_STATEMENT 0 5
14/02/2021 SUBSISTENCE 2240EUR 6
11/02/2021 LOCAL_TRSP 2588EUR 7
[ %] 14022021 sussisTENCE 1T46GBP 8

Documents archived on the report

I Images archived on Ee EIPEE? i __

16/02/2021 09:53

(INVOICE Meal 32€ 15FEB.pdf)
16/02/2021 1550

(INVOICE TKT 278£ pdf)
18/02/2021 10:02

(INVOICE TAX] LON 52£ pdf)

19/02/2021 14:57

INVOICE HOTEL MERCURE 140€ pdf)
221022021 10:00

(BANK STATEMENT BERNINI pdf)
19/02/2021 11:40
(JustifViobility20210219 114009 jpg)
19/02/2021 09:47
(JustifViobility20210219 094705 jpg)

19/02/2021 09:46
(JustifMebility20210219 094618 jpg)

With :

1) Their respective date
2) Their respective type
3) Their respective expenses and

amount

4) Their respective receipt number
5) Their respective types of
document :pdf, gif, scan, receipt
retrieved from Mobility etc.

6) To view any invoice, click on the
relevant link.

To delete a receipt associated to an

expense, click on

7) To add, if required, another
document linked to an expense
recorded with its invoice,

click on

3]

A new window pops up:

Add documents

For the expense ‘ 2 -11/02/2021 - PLANE - 325 EUR

vl

Via HTTP: ‘ ‘ \ Browse \ \Z]

(The selected file size cannot exceed 3 Mo)

Click on “Browse” and select the
document from the list displayed as shown
previously.

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

Click on “Submit the Report”.
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On

Made by:

Submitted invoice for review

15/08/2023

Traveller Name

Payable amount: 2,806.42 EUR

On
Signatory:
Made by:

FIA FA ( hors ETA)

05/09/2023
FIA FA ( hors ETA)
Lasnier Marie-Laure (54962)

Payable amount: 2,617.88 EUR

HO FA approval

Signatory: Belloulou Lea (76773)

J

A new window is displayed detailing the
steps of the approval.

To confirm the submission, click on
“Submit the Report”

Once done, the expense report will
disappear from the section “Expense
Reports”

It will still be displayed in the section
“‘Report Status” with the status:
“Submitted to review”.

Important: once submitted, the expense
report cannot be modified by the traveller.

2.4 The Report status

When the “Report status” tab is selected:

Expense reporis Report status Reporting Z

& My last 20 reports

| Doc No. | Saved as draft | Submitted for review Sent to accounting Sent for payment | Workflow | EDM Comment

0 490 =
488 >
487 x

(5] 486

() 480

() 479 x
477
476
475

P B

X Ed

[ My last 20 reports v|

-
—

= Amt to pay-172.20 EUR  *

Ami to pay:0.00 EUR

21] | Amt to pay:628.02 EUR
(= 1 Amlto pay:290.00 EUR
*3 B Aml to pay:53.60 EUR
9
Y] 1) Amtto pay:330.00 EUR

-

1) “Travel as Draft”:

when the expense report is
created but not yet submitted

2) “Submitted for review”: when the expense
report is submitted but not yet approved

3) “Sent to accounting”: when the expense report
is approved and sent to Accounting Department

21| To view and print the expense report.

v
g

Status pending

X In the column Saved as a draft: Expense
report deleted

X In the column Submitted for review:
Expense report rejected

To check the workflow

I:I To view all invoices attached to the claim
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4) The display of the reports can be amended by
selecting another option:

Mot the reports deleted on entry ~
My last 20 reports

Mot the reports deleted on entry

2.5 Particular cases:
2.5.1 How to record expenses in Foreign currency paid by credit card

In this example: airline ticket in the amount of 278,77 GBP in London, UK (equivalent 325€)
Follow the same steps as previously: Click on “Add an expense”

A new window is displayed.
Insert the date of the expense. Once done, the field Type of expense appears.

Loles

Select the expense Type from the scrolling menu using the boxes —“"| Here : “PLANE — Expense for

. »
Plane ticket
|;# ;.Oc f*io.rtq . jg; Report Amt. : 32.00 EUR Advance payment Outstanding : 0.00 EUR = s S TG
| Ission No. : Amt. to pay : 32.00 EUR Balance : 32.00 EUR Pt AR LB R P LU LA
Surname : T
raveller Name

Date 11/0212021 = Receipt No. B [y | ; ‘@‘ElNO receipt

Type PLANE - Expense for plane ticket Division/Department  EXT_PROJECTS - External Projects

Currency EUR - Euro Project 565

Actual amount P Task TRAVEL

Comment

- N R Nap—

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 for an
amount of 278,77 £. (Bank statement must be 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.
The traveller must attach the copy of the relevant invoice as shown previously.

Click then on “Confirm” if it's the last expense, or “Confirm and add” to record other expenses in the report.
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. 3 o
DocNo.: 486 ‘-__;{“‘ ‘ bel ) Report Amt. : 357.00 EUR Advance payment Qutstanding :  0.00EUR Expense Claim : 1_Expense Claim linked to TO
issi + 1957 LR = ,
BsioaNoe Travaller Name Amt. to pay : 357.00 EUR Balance ; 357 00EUR Listof Expenses v |

Surname :

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

+ |6 t5renay 22t 1 O Weasinks 1 VOER|  R00ER 000ER FR 8 lunch

+ 8 trenay2t 2 O exesehorpanetciel 1| WEOER 32500ER D00ELR 8 Amountdebied fora Returm ticket LHR NICE LHR @278.775 . Bank statement provide

+

Click on (on the left side) to view the expense details

Date 15 February 2021 Receipt 1

Type SUBSISTENGE-Meals/Drinks Division/Department  EXT_PROJECTS-External Projects
No. 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.
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.
(C

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

2.5.2 How to record expenses in foreign currency paid Cash

Same first steps: Click on “Add an expense” and insert the date.
Select the Type of expense using the boxes [/
Once done, a new window is displayed.

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

To do so, click on “EUR — Euro”

Currency EUR [FASS

New display of the field Currency clcr| € (£ 8|

Delete: “EUR” and select “£” from the financial acronym displayed.
Currency can also be selected by entering the first letter of the currency code.

Then click on the box and select the relevant one from the list.
Once the correct currency is selected, Notilus will automatically insert the BCE rate of exchange applicable
on the day the expense was incurred.
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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.

First delete the amount inserted, then insert the new rate effectively applied to the expense.

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.

Country: indicate in which one the expense incurred, using the flag displayed.

Actual amount: insert the amount of the bill.

Comment: add any relevant information, such as “paid the equivalent of xx €/ exchange receipt provided”
and attach the copy of the invoice as shown previously.

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

Date TR0 B Receipt Ko. 3 -n . -i
Type LOCAL_TRSP - Local Transnort! Bus! Metral Taxd DivisionDeparimant gxXT_PROJECTS » BExternal Pri
Eurrency GBP - Pound steing Fraject 85 e
UniExchangs teie 1 EURE» 08305 oER Tusk TRAVEL
Eountry OB - UNITED KiNGDoM 48 Reason
Arhas] aou 1=
53 ‘ m = :l.
‘Commant Paid the equivalent of 61,94 eochangs reosip! Arriving at
altached to the repart ,'
I
Click on “Confirm” if it's the last expense, or “Confirm and add” to record other expenses in the report.
The taxi bill is added to the expense report.
Note: both amounts in € and in foreign currency are displayed for payment in cash
sl W
BN (e Expéniad. Cand Eapenies Fiefige Emenss Rt stahiey Rispirting 7
Do Ha. La'l:"i:v | Repoad At | 415 ELR Advanéa paymint Oulatanding : 000 EUR Expnss Claim : 1_Expaean Clam bnked & 10
:‘u::::u"_n Traveller Narme Ak b piy : 4194 ELR i st L Bparatd_
Tye | Dot [ Mo | TolCur Ami | To Local Amé | Local tax amount | Couniry | Project | Comment
+ (B "‘" SRy R0 1 B desvosa 1 32 00 EUR 12 03ELR OOOEUR FR 5 lnch
* l: : i Fabruary 30 2 ﬁ Expintai it plired Soking i 335 00 EUR X35 DO ELR [ 060 ELIR -] dtnsre chatobed fow' @ Muaen tciosl LHR RICE LHR @274 7TE B4
¥ ‘, ," 4 Fabruary 221 2 'ﬁr Local Trardpon Bus/ Mabn' Taa 1 ‘ 5200 Q6P 1 84 ELIR .‘ OOJEUR GB ] Paed Ty eimviiint of 1 D TG recispl Bt 1 T 1d
i k
[ hod an enpermse froms o Mobiley receiph & bt Expess Repart
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How to deal with rejected expenses

General information: How to deal with rejected expenses:

When an expense is not allowed or not compliant with ETSI Travel rules, it will be rejected by the ETSI
Secretariat. The traveller will always receive a notification of refusal on the Notilus homepage and via
an e-mail.

Rejected expenses can be retrieved by the traveller in the Section “Expenses”, subdivision “Refused
Expenses”. This can be done only once a new expense report is created.

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

If the traveller cannot justify a cost which has been rejected, the traveller can delete it in Notilus

3.1 Record the invoices without making any change

First example: the traveller is notified on his home page that one expense has been rejected.

G)

To have access to the rejected expense, the traveller must
create a new Expense report.
Therefore, go to the section Expense then Entry

Ntz

N l E Traveller Name

! Traveller Name
& You have 1 rejected expense(s)

. Lastconnection on 231032021 10:42:02

e ks 0

Click on “Add a report”

Select the relevant mission by clicking on the
magnifier

General information on the expense report

Expense Claim : 1_Expense Claim linked to TO v | [ (D |

Mission : Z:b|
Division/Department : XT_P| ECTS-E Projects
Project : [ A\ [.&J

Notilus will fill out automatically all remaining
fields (Project, Task)

General information on the expense report

Expense Claim : 1_Expense Claim linked to TO v | [ ()

1361 - MEETING STF 585 TEST #3 PARIS | () | (L
EXT_PROJECTS - External Projectsl 3%
585|401

TRAVEL

Mission :
Division/Department :
Project :

Task :

After confirming, the new expense report appears:
Page 13|23

Version October 2023




(AN
ETSIK\ //

&, Traveller Name

Expense reports Card expenses Refused expenses Report status Reporting .?_ )
:?:s:; ;‘0 : fgﬂ% ReportAmt.: 0.00EUR  Advance payment Outstanding: 000EUR  Expense Claim : 1_Expense Claim linked to TO

Amt.topay: 0.00EUR Balance: 000EUR  [Listof Expenses v| 7

Surname : Traveller Name

Important: the new Expense report must be linked to the same Travel order as the one-off refused
expense

3.1.1 Record a single rejected invoice without making any change

Leave the section “Expenses” (1) and go to “Refused expenses” (2)

Expense reports E) i Card expenses Refused expenses Report status Reporting 7 )
E"_JC !"0‘;‘ f;;% Report Amt.: 0.00 EUR Advance payment Qutstanding : 0.00 EUR Expense Claim : 1_Expense Claim linked to TO
ISSION NO.

00 : ‘ W
e e i) Amt. to pay : 0.00EUR Balance 0.00 EUR List of Expenses =

w2
No. | Tot. Curr. Amt. | Tot. Local Amt | Local tax amount | Country | Project | Comment | Advance payment

[ F  Add an expense from a Mobility receipt

/A  Submit Expense Report J

i Traveller Name | The refused
N.tI/ll‘d ; e expense is
Expense reports Expenses Card expenses i Report status Reporting dlsplayed Wlth
some details:
G Retused cxpenses v i original expense
report N°, date
B | Expense renoit | Type | Date o No. | ToL. Curr Amt. | Tot. Local Amt 4 and type of
O sos 21 March 2021 A Local Transport/ Bus Metra/ Taxi 1 70.00 EUR 70.00 EUR expense,
' amount.

4 3
{ } Enter the refused expense(s) I Enter-Modify the refused expense x Delete selected expenses J

The traveller may view more details related to the refusal by selecting the expense line.
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‘;‘% Refused expanses [ List of refused w| %

Actual amount T0.00 EUR

Country FRANCE (FR)
Project 105 -585
Task TRAVEL

In this example, no receipt was provided for the taxi cost.
If the traveller later finds the missing invoice, the traveller should record it again.

Costaccounting  External Projects

W | Expense repor...| Type | Date | Receipt | Tvpe Mo, | Tol Curr, Amt, | Tot, Local Ami Local Transport/ Bus/ Metro/ Taxi

508 21March2021 AL Local Transportl Bus/ Metrol Tad 1 70.00 EUR 70.00 EUR
Refused expense By Waldation Director - Sakho Youssouf (52836)
—————— e ———— % Buun
Message Mo invoice provided
Receipt A\ T Noreceipt
No. 1

| I'? Enter the refused expense{s) ’{?ﬁ Enter-Modily the refused expense x Delete selected expenses

Therefore, the traveller shall tick the number of the refused reimbursement and click on “Enter the refused

expense(s)”

The expense disappears from the rejected expense list.

N.tvm Traveller Name

Report status Reporting ?

Expense reports Expenses Card expenses

@ Refused expenses | List of refused expenses V‘ W

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

4

L i3] Enter the refused expensel(s) §#] Enter.Modify the refused expense % | Delete selected expenses

Next step is to go back to the section “Expenses”

The expense is back to be submited again:

= . Traveller Name
W L 4

this logo
indicates that the

o Expensereports | Expenses | Card expenses Refused expenses Report status Reporting 9
expense was initially =
H DocNe.: 511 ?_ i
Report Amt. : 70.00 EUR Advance payment Outstanding : 0.00 EUR
refused and is Mission No. : 1361 (T3 i i !
. Amt. to pay : 70.00 EUR Balance : 70.00 EUR
recorded again. SUMame: - fraveller Name

Edit the expense by

In this example,
untick the box

Expense Claim : 1_Expense Claim inked to TO

List of Expenses v| 1/

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

+ L“ 21 March 2021 G‘ Local Transport/ Bus/ Metro/ Taxi 1 T0.00 EUR T0.00 EUR
(|

0.00EUR FR

clicking on
——— e ————————

105 taxi from Orly to hotel > receipt log

3

Grorecent ]| || |
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Attach the copy of the receipt by selecting the relevant option as shown previously.

Add a comment in the relevant field.

@ eSSBS Report Amt. : 70.00 EUR Advance payment Outstanding : 0.00 EUR . o
Mission N-o. 11361 Amt. to pay : 70.00 EUR Balance - 70.00 EUR Expense Claim : 1_Expense Claim linked to TO
Sumame:  rayeller Name
Date 21/03/2021 = Receipt No. 1 ) [ [CINore ! .
Type LOCAL TRSP - Local Transport/ Bus/ Metro/ Taxi Original report 508 SR
Currency EUR - Euro Division/Department  EXT_PROJECTS - External Projects
Country FR - FRANCE Project 585
Actual amount 70.00 Task TRAVEL
" . N - -
Comment taxi from Orly to hetel = found in office the receipt originally lost Reason w .
Departing from e
Ariving at
- Back " Confirm and add ! Confirm

Note: the “Original report” n° (the refused one) is shown in the new expense report.
When all done, click on “Confirm”

Final view:

Traveller Name

Expense reports se Card expenses Refused expenses Report status Reporting 7
vac No.: 51 '@] D@ Report Amt. : 70.00 EUR Advance payment Qutstanding : 0.00 EUR Expense Claim : 1_Expense Claim finked to TO
Bhssion Heizi1 51 Amitopay: TOODER  Balance: T000EUR Listof Expenses_v] 17

Surmame: Traveller Name

No. | Tot.Curr. Amt. | Tot. Local Amt | Local taxamount | Country | Project | Comment

i \‘j 21 March 2021 1 ﬂ Local Transport/ Bus/ Metro/ Taxi 1 70.00 EUR 70.00EUR 000EUR FR 105 taxi from Orly to hotel = found in office the receipt originally lost

ﬁ? Add an expense from a Mobility receipt "-l? Add an expense W Submit Expense Report

The traveller can submit the new expense report by clicking on “Submit Expense Report”
Then follow the same steps as explained previously.

3.1.2 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€
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Expense reports LMJ List of Advance payments Reporting ?
B '? [ 2] *:Tt !q.;.,; : ?gjg‘-_;:ljf,l Repart Amt. : 537 47 EUR Advance payment Outstanding : 000 EUR
2 U o N vellarName T3] | Amttopay: S3747EUR Balance : W 537 47EUR
M Type Dates  Receipt Type Mo. | Localtax amount | Tot Local Amt
& o 05032021 ' BB Expense for plane ticket 1 0O0EUR 23005 EUR
B o 1032021 2 B  MealsDrinks 1 DODEUR  3380EUR
LI:zJ i} 1oz 4 ‘y Local Transpodl! Bus/ Matrof Taxi 1 0.00 EUR 3588 EUR
B 1032021 & BV Local Transpory Buss Metro! Tai | 1 0.00 EUR 37.00 EUR
B C 120032021 5 (& Local Transport Bus/ Metrol Taxi 1 000EUR  37.00EUR
E C 1203200 3 OB Hotel (rights) 1 DODEUR 163 7BEUR

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

Traveller Name

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

Today 15 March 2021 'LOGO_ETSI_TEST

(%, Comont Thierry rejected your report No. 505 on 15/03/2021
& You have 9 rejected expense(s)

@

.1 Last connection on 15/03/2021 11:56:13

All nine rejected expenses are stored in the section “Refused Expenses”

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

N.W Traveller Name

Expense reports Reporting 9
@ My last 20 reports [ My last 20 reports v W
Doc No. | Saved as draft Submitted for review Sent to accounting Sent for payment Workflow | EDM Comment
X
503 = Q. =] Amt topay:814.24 EUR
(] 502 E =2 Amt. to pay.0.00 EUR -

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

General information on the expense report General information on the expense report
; E Claim ; m
Expense Claim : 1_Expense Claim linked to TO v xpense Laim B ExpenselClaimilinkeditollORy
Mission : Mission : 1358 - Meeting #2 STF565 in Paris
- Division/Department : EXT_PROJECTS - External Projects| 42
Division/Department : EXT PROJECTS - External Projects Proisct -
roject : 565
Project: Task: TRAVEL
Page 17|23
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The new expense report is created. Go to the section “Refused Expenses”
Select from the list all the refused expenses to be claimed again (all linked to the original report)

N'W} g Traveller Name B

Expense reports 1 Card expenses Refused expenses Report status Reporting

: E =]
Hog: Moz 10 - 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 v ©.7

Surname : Traveller Name

Expense reporis Expenses Card expenses Report status Reporiing \ ?

@ Refused expenses [ List of refused expenses v] W

B | Expense repoit | Type | Date a Receipt \ Type No. |Tot. Curr. Amt. | Tot. Local Amt
O |s05 05 March 2021 1 Expense for plane ticket 1 230.05 EUR 230.05 EUR
[ | 505 11 March 2021 2 Meals/Drinks 1 33.80EUR 33.80 EUR
J 508 11 March 2021 4 Local Transport/ Bus/ Metro/ Taxi 1 3586 EUR 35.86 EUR
[] 505 11 March 2021 6 Local Transpori/ Bus/ Metro/ Taxi | 1 37.00 EUR 37.00 EUR
[ | 508 12 March 2021 3 Hotel (nights) 1 163.76 EUR 163.76 EUR
[ | 505 12 March 2021 5 Local Transport/ Bus/ Metro/ Taxi | 1 37.00EUR 37.00 EUR

‘¥ Enter the refused expense(s) 7 EnterModify the refused expense % Delele selected expenses

And click on “Enter the refused Expense(s)”

= -
‘:% Refused expenses [List of refused expenses

|\

505 05 March 2021 1 Expense for plane ficket 1 230.05 EUR 230.05 EUR
505 11 March 2021 2 Meals/Drinks 1 33.80 EUR 33.80 EUR
505 11 March 2021 4 Local Transport! Bus/ Metrof Taxi - 1 35.86 EUR 35.86 EUR
505 11 March 2021 & Local Transport! Bus/ Metrof Taxi 1 37.00 EUR 37.00 EUR
505 12 March 2021 3 Hatel (nights) 1 163.76 EUR 163.76 EUR
505 12 March 2021 5 Local Transport! Bus/ Metrof Taxi 1 37.00 EUR 37.00 EUR

The selected expenses disappear from the list of refused expenses as shown in the next image.
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Traveller Name

EXPENEE: » Entry

Report status Reporting ?

Expense reports Expenses Card expenses

@ Refused expenses List of refused expenses V] W

Expense report | Type Receipt | Type | No. | Tot. Curr. Amt. | Tot Local Amt

»
L ¥ Enter the refused expensels) 7] Enter-Modify the refused expense X Delete selected expenses J

They are recorded in the new Expense report.

When clicking on the + of an expense line, the details of the relevant expense are displayed together with
the original report number, a copy of the invoice also retrieved, and the information related to the refusal.

Traveller Name

Expense reports Card exp Refused expenses Report status Reporting 7
et L SE Rl Report Amit. : 537.47 EUR Advance payment Qutstanding :  0.00 EUR Expense Claim : 1_Expense Claim linked 1o TO
Wission No. : 1353 W) Amt. to pay : 537.47 EUR Balance : 537 ATEUR List of Expenses | ©7
Surname : Traveller Name
2
No. |Tot. Curr. Amt. | Yot Local Amt | Local tax amount | Country | Project | Co
+ G 12March2021 5 B | Hotel (nights) 1 163.76 EUR 163.76 EUR 0.00EUR FR 85
+ T 12 March 2021 6 ﬁy Local Transport/ Bus/ Metro/ Taxi 1 37.00EUR 3700 EUR 0.00 EUR FR a5
+ 1iMarch 2021 2 KB | MealsiDrinks 1 33.80 EUR 33.80 EUR 0.00EUR FR 85
+ 11 March 2021 | 3 ﬁy Local Transport/ Bus/ Metro/ Taxi 1 3586 EUR 3586 EUR 0.00 EUR FR a5
+ 11March 2021 4 K8 | Local Transport/ Bus/ Metro/ Taxi | 1 37.00 EUR 37.00 EUR D.00EUR FR 85
+ 05 March 2021 | 1 ‘y Expense for plane ticket 1 230.05EUR 230.05EUR 0.00 EUR a5

[ [F  Add an expense from a Mobility receipt ¥ Add an expense #  Submit Expense Report

MessageExpenses linked to the wrong Mission Number:: Should be MISSION #1358

- f,’ _‘ 05 March 2021 1 ﬁ Expense for plane ticket 1 230.05EUR 230.05 EUR 0.00 EUR 35
Date 05 March 2021 Receipt 1
Type PLANE-Expense for plane ticket Original report 505
No. 1 Division/Department EXT_PROJECT 5-External Projects
Actual amount 230.05 EUR Project 85-565
Task TRAVEL
Refused expense on 15 March 2021
By Coment Thierry (51354}

If there is nothing else to add, the traveller can submit his expense report “Submit expense report”.

3.2 Record the invoice with an amendment.

In this example, ETSI Secretariat has rejected 2 expenses from report #02 (meal for 74€ and drinks for

7,80€) and then approved the remaining expenses. The traveller was then notified.
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The traveller decides to record again the
N .W Traveller Name refused meal expense (74€ for 2 people) but
after amending it to claim only his share.

The traveller creates a new expense

claim/report linked to the original Mission
&i Comont Thierry approved your report No. 502 on 25/03/2021. (#1 355 in this examp|e)
% You have 2 rejected expense(s)

F Last connection on 25/03/2021 08:28:20

[? Report header
General information on the expense report

Expense Claim : [1_Expense Claim linked to TO v | [ () |

Mk sion: 1355 - TRAVEL MEETING SOPHIA BY OWN CAR FROM PISA
e EXT_PROJECTS - External Projects |

Project : 563

Task : TRAVEL

‘

Click on “Confirm”

Traveller Name

Expense reporis X g Card expenses Refused expenses Report status Reporting 9

Lioe No. 2 s12 (G2 (=) Report Amt. : 0.00 EUR Advance payment Qutstanding : 0.00 EUR Expense Claim : 1_Expense Claim linked to TO
Lkl e lﬂ' Amt. to pay : 0.00 EUR Balance : 0.00 EUR List of Expenses_ w| '

Surname : Traveller Name

Tot. Local Amt | Local tax amount

e R e R e

The new expense report is created.

Go to the section ‘Refused expenses”. Both refused expenses are displayed.
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Report status Reporting

Card expenzes

Expense reports Expenses

r\I{% Refused expenses
\E

| List of refused expenses v

. | Job. Curr. Amt. | Tot. Local Amt

780 EUR

Meals/Drinks 1 7.80 EUR

21 March 2021 A

(]
23 March 2021 8 Meals/Drinks 1 74.00 EUR 74.00 EUR

(-]

1
'} Enter the refused expense{s) "7 Enter-Modify the refused expense X Delete selected expenses

Select the expenses to be amended: meal expense of 74 € for 2 people.
| Notilus Web x + - o @
« > C @ s71.mynotilus.com/etsi_qualif/portail/Portail.aspx Q .- e H
2 Apps ' My videos | Micros... * video stream ’ My videos | Micros... MNotilus Web TESTING » Cther bookmarks Reading list
Traveller Name o !1 E
Cxpense b | b
Enty, o

Reporting

?

Report status

Expense reports Expenses Card expenses

| List of refused expenzes v

=
\"@ Refused expenses
3

. | Tot. Curr. Amt. | Tot. Local Amt

7.80 EUR

Meals/Drinks 1 7.80 EUR

A

23 March 2021 8

21 March 2021

Meals/Drinks 1 7400 EUR 74.00 EUR

Receipt
No.
Actual amount

Refused expense

Meals/Drinks !

BIZ FA (Hors ETA) - BIZ FA (Hors ETA)

By
on 25

&
1
74.00 EUR

Message invaice for 2 people | test refusad expenses

March 2021

i‘ Enter the refused expense(s)

T

4
G Enter-Modify the refused expense x Delete selected expenses

-

Notilus will display the rejected expense details.

Click on “Enter Modify the refused expense”

A new screen is displayed with the original details of the invoice (date, amount, currency, etc...)
The traveller is now claiming only his meal reimbursement (amount of 40.60 €)

He must modify the field Actual amount accordingly.

40.60
Total bill for 2 people © 74.40€( refund for my share :40.60€

Actual amount

Comment
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Date 23032021 | () Receipt No. 1 ®) (Fee (180N receipt
Type SUBSISTENCE - MealsiDrinks Original report |502
Currency EUR - Euro Division/Department  EXT_PROJECTS - External Projects
Country FR - FRANCE Project 563
Actual amount 74.00 Task TRAVEL
Comment Reason -
I_
- Back V| Confim

Add a comment in the relevant field.
View when all is done here after:

N.wj Traveller Name rr/m

| Ecnize |

Expense reporis Expenses Card expenses Report status Reporting 9
:;*: D‘_)C _"0' H 31z Report Amt. : 0.00 EUR Advance payment Outstanding : 0.00 EUR . )
| 4 Mission Mo. : 1355 Amt. to pay : 0.00 EUR Bilande s 0.00 EUR Expense Claim : 1_Expense Claim linked to TO
SUMMaME:  Traveller Name
[E=5
Date (23032021 | [F=2 Receipt No. [ | ) (Fee (L
Type SUBSISTENCE - Meals/Drinks Original report [s02 |
Currency EUR - Euro Division/Department  EXT_PROQJECTS - External Proj
kel ER - FRANCE Project 563
Actual amount | 40.60 Task TASK 1 .
Comment [ Total bill for 2 people : 74.40€/ refund for my share :40.60€ Reason [| "
23]
{ P Back 7! confim 1

The expense disappears from the section “Refused expenses”.

= =
'-% Refused expenses [List of refused expenses o

\=

Tot. Curr. Amt. | Tot. Local Amit

Receipt

[ | 502 21 March 2021 A MealsiDrinks 1 7.80 EUR 7.80 EUR

It is now shown in the expense report #512 with the amended amount and the appropriate information in
the field comment.

Expense reports Card expenses Refused expenzes Report status Reporting ?
D‘_)C !‘0- : 312 — Lf‘J_J Report Amt. : 40.60 EUR Advance payment Outstanding : 0.00 EUR Expense Claim : 1_Expense Claim linked to TO
[Mission No. : 1355 {3 Amt. topay : 40.60 EUR Balance : 1060 EUR List of Expenses v | i
Sumame ! Traveller Name

Total bill for 2 people : 74 40£/ refund for my share -40.60€

+ @ 54 F_‘ 23 March 2021 1 ﬁ’ Meals/Drinks 1 40.60 EUR 40.60 EUR 0.00EUR FR 83

:F Add an expense from a Mobility receipt ;-'i? Add an expense ’:‘ Submit Expense Report

Page 22|23
Version October 2023




ETSI77__\\
N\

Note: if required, the traveller can also change the date, the currency, the type of expense, the country
where the expense was incurred

If there is nothing else to add, the traveller can submit his expense report “Submit Expense Report”.

3.3 Delete a refused expense

The traveller may decide not to claim again a refused expense
The traveller cannot locate the related receipt and will no longer claim the refund

Steps to follow:
e Select the relevant expense listed in the section “Refused Expenses”

] |;upenserepﬂ |T]|Ipe |%4 |Mp_t |I}:|§ |& |Tnt.Cu|T.A.mt.

502 21 March 2021 A Meals/Drinks | 1 7.60 EUR

N.M” £  Traveller Name

Expense reports Expenses Card expenses
r'.:-, =
\:% Refused expenses | List of refused expenses |
B | Expense report | Type | Date « | Receipt | Type |Mo. | Tot. Cum. Amt. | Tot. Local Amt o

-

4 .3
[ 'i" Enter the refused expense(s) r? Enter-Modify the refused expense X Delete selected expenses

e Click on “Delete Selected Expenses”. The expense is permanently deleted
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