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A settlement is a group of different documents, expenses/mileages/per diems, related to a specific trip, project,
month, etc. The benefit of a settlement is that both the expense user and the approver has a good overview
and that the approver can approve all documents in one go. You can add as many documents to a settlement

as you like.

To create a settlement on the Expense Portal choose
"Settlement" in the top bar.
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NEW EXPENSE
Expenses Overview

All -

Expense Date Expense Description

CRONUS International Ltd.

01 January 2019 Linkedin

03 January 2019 Lagkagehuset

If you have open settlements, which are not submitted
yet, you will find them in the overview.

You can get access to existing settlements and
continue adding documents progressively.

To create a new settlement choose, "New
Settlement”.
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Settlement Overview
All -

Settlement Date Settlement Description ., No. of Expenses on Settlem

No data to show

First, type in a description of your settlement.

Settlement for Lotte Vejlgaard

Summary
Company CRONUS International Ltd >
Description H ‘l
Admin Comment -
%
Lines
Type Date Description Amo

Now you can start creating documents you want to be e [l 2 et e BN H S Ve ST IR
included in the settlement.
. SEND SAVE DELETE Q NEW EXPENSE B NEW MILEAGE ﬁ NEW PER DIEM

To create expenses, choose "New Expense" in the
top ribbon. Settlement for Lotte Vejlgaard

Summary

Company CRONUS International Ltd. v

Description Trip to Amsterdam

Admin Comment =

4

lines
Once you have created your expense, filled in all [d Continia Expense Portal  Expense  Mileage  PerDiem  Settlement
relevant information and mandatory fields, you save DHETE [ SETSMENT HANDUNG ok
the expense to the settlement. You can add as many
expenses to your settlement as you want. Expense for Lotte Vejlgaard

Summary

Document Date 25 March 2020

Curency EUR Drag and dr(

Expense Type FOOD ~

DESCHDIIOH Food & Bev.-euages

Amount 5.5
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If you need to add mileages to your settlement, go to [d ContiniaExpense Portal  Expense  Mileage  PerDiem  Settlement

New Mlleage ) SEND SAVE DELETE jL! NEW EXPENSE @ NEW PER DIEM
Settlement for Lotte Vejlgaard

Summary

Description Trip to Amsterdam

Admin Comment +

N

Tuma Nata Nacrrintinn A

Once yOU haVe f|"ed il"l a” relevant information ﬂContinia Expense Portal Expense Mileage Per Diem Settlement
regarding your mileage and have chosen the relevant

. . QSAVE DELETE Q SETTLEMENT HANDLING
route, you choose "Save". Your mileage is now added

to the settlement. _ Mileage for Lotte Vejlgaard
You can create as many mileages to your settlement, .
umma
as you want. .
Document Date 25 March 2020 o7
Description To airport Map 3
From address Indiakaj 12, Copenhagen Municipality, Denmark NORREI
To address Copenhagen Airport, Lufthavnsboulevarden, Kastrup, Der

Admin Comment s

You get 3 different options. You simply choose the

one relevant for you, and you will return to the
overview of your settlement. Save

@ = oacreoasn

Map  Satellite | (o Cl
N@RREBRO
Den Lille Havfrue
\rup, De Refshalegen
You can also add a Per Diem to your settlement. To [ Continia Expense Portal  Expense  Mileage [OSIVERN Settlement
create a new Per Diem, choose this in the top ribbon.
NEW SETTLEMENT

Settlement Overview

All -

Settlement Date . | Settlement Description L No. of Expenses on Settlem

CRONUS International Ltd.

26 March 2020 Test 0

Then yOU Choose "New Per Diem", and a new uContinia Expense Portal Expense Mileage Per Diem Settlement

window will open. _

Per Diem Overview

All -

Departure Date L | Return Date

CRONUS International Ltd.

17 March 2020 19 March 2020
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Once you have filled in all details for your Per Diem,
click "Save" to add it to your settlement.
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Per Diem Settlement
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SAVE

Per Diem for Lotte Vejlgaard

Summary

Expense Mileage

DELETE 0 SETTLEMENT HANDLING

Departure Date Time 17 March 2020

Return Date Time 20 March 2020
Update Days
Description Trip to Amsterdam

Admin Comment

Now you can see an overview of all documents added
to the settlement.

If needed, you can always go back to the settlement
to add more documents or amend the documents
previously added.

Settlement for Lotte Vejlgaard
Summary

Description Trip to Amsterdam

Admin Comment

Lines
Type Date Description Amo
Expense 25/03/2020 Food & Beverages
Mileage 25/03/2020 To airport
Per Diem 17/03/2020 Trip to Amsterdam

You leave your settlement open until you have added
all the documents you want to be included in the
settlement.

Once you are ready to submit, choose "Send".

Now all documents included in your settlement will be
submitted and sent inflow for approval.
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SAVE DELETE § NEW EXPENSE B NEW MILEAGE § NEW PER DIEM
Settlement for Lotte Vejlgaard

Summary

Description Trip to Amsterdam

Admin Comment
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