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BANK TRANSACTIONS MILEAGE

First-time transactions are imported into Expense
Management and will be found under the "Unhandled
Bank Transaction Inbox".

UNMATCHED UNHANDLED .

INBOX

—- Bank Transaction Inbox. Specifies the number of un-handled ban

‘ ‘ | R EEE B
Transaptlon.s here need§ handlln.g. & UNHANDLED BANK TRANSACTION INBOX | WORK DATE: 1/28/2021
When first-time transactions are imported, you must
|dent|fy WhO the Credit Card belongS to. £ Search EREditlist [i Delete Bank  User  Show Attached
You link the credit card to the expense user by going
" " CONTINIA
to "Process”. CARD NO. CARD NAME USER ID ERROR TEXT
ADTXO0XOCL | ¢ BART DUNCAN There is no Continia |
ADTXXOXOCL BART DUNCAN There is no Continia |
AD7XXXXXOCL BART DUNCAN There is no Continia |
ADTXOXXOCL  BART DUNCAN There is no Continia |
n H " s
Here you choose "Assign card to User" in the & UNHANDLED BANK TRANSACTION INBOX | WORK DATE: 1/26/2021

navigation menu.
L Search  B% Edit List li] Delete Process Bank User Show Attached

B2 Assign card to User | Q Reprocess &8 Unassign card from User

CARD NO. Assign cri edit card 1o a user. A dialog will show a list of possible users. }'EXT

ADTXXXXXOCL - & BART DUNCAN There is no Continia |

ADTXXXXX0CL BART DUNCAN There is no Continia |

AD7XXXXXOCL BART DUNCAN There is no Continia |

ADTXXXXX0CL BART DUNCAN There is no Continia |
Now a list of expense users will show. Choose the £ Search - New  Manage B Open in Excel

one to assign the card to.
This is only a first time setup. Future import of
transactions for this credit card will automatically be

CONTINIA USERLIST + New

linked to the user. CONTINIA USER ID NAME
” MM 8 Lotte Vejlgaard
BCDEM Select record "BCDEMO\BD" Richard Lum
Once you have chosen the user to the credit card, you oc  sasrouncan There s no Continia User Cred..

must define where incoming transactions should be
posted. This setup is taken from the Expense
Management Setup under fast tab Bank Transaction. o ® Use default posting account (Bank Account MASTERCARD)

Manually set up posting account

ﬁ‘ cancel
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When you have chosen which posting, you are asked wc.  sarrouncan There is no Continia User Credi...
whether transactions are credit cards with employee

liability.

The reason Why you get this question is that credit Is this card with private billing? The Expense User will be refunded

for Expenses when using this credit card.

card with employee liability is posted on the
employee's vendor card to reimburse the employee

instead of the company paying the outstanding w || we |
balance on the credit card. No |
Expense_s h?ve nO\N. been Created from the UNHANDLED BANK TRANSACTION INBOX | WORK DATE: 1/28/2021
transaction information. Date, currency, amount, and Foac
description are automatically filled in on the expense O Search EREditlist [ Delete  Process  Bank  User  Show Attached
as these details are informed from the transaction.

CONTINIA

CARD NO. CARD NAME USERID ERROR TEXT

(There is nothing to show in this view)

The 4 credit card transactions have generated 4
expenses, which are visible under pending.

EXPENSES

When you open the page, you see that these

" . " EXPENSE CURF
expenses have the status "Pending Expense Users". TYPE DESCRIPTION STATUSY  APPROVALEY CODE
Now _these expenses will _be visible for the expense ST (T )
user in the Expense App in "Open’”, and ready forthe | R bend, PEnding Expense User ke
user to fill in final information. Attach a picture of the

. . ACCOMMOD... Westin Phoenix Downtown Pending Ex... _ usD
receipt, and submit to send for approval.
HARDWARE  Apple Green Hills Pending Ex... _ usD
Expenses created from credit card transactions will be MA
H TO
marked as Matched to banktransaction. CURRENCY AMOUNT CA.| BA.| DEPARTME. PROJECT
CODE AMOUNT (LCY) CA. TR. CODE CODE
86.00 86.00 <}
DKK 79.00 9.35 o)
usD 1,598.93 1,285.88 o)
uspD 1,079.39 868.06 <)
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