_ Basic configuration/setup - Expense Management Setup Wizard u Co nti ni a
Expense Management uses a simplified setup wizard to guide you through the initial configuration.

Select the "magnifier" to find the Expense
Management Setup Wizard.

Tell me what you want to do. Quickly access actions, pages, reports, documentatib

Pps and consulting services.

b Journal  Continia Users e

Enter the text "Expense Management Wizard" to

TELL ME WHAT YOU WANT TO DO / ><
start searching.

|| expense management wizard ‘|

Go to Pages and Tasks

> [Expense Management Setup Wizard Administration

Y Y Y

TELL ME WHAT YOU WANT TO DO /‘ ><

Select "Expense Management Setup Wizard".

‘ expense management wi ‘

Go to Pages and Tasks

| > Expense Management Setup Wizard Administration I
/R M M

Expe_nse Management uses a S|mp.I|f|ed §etup wizard L sesvenr serue wizamo P
to guide you through the initial configuration.

" H " H i Bal This wizard helps you to import or export Expense Management configurations and to ~ Users
In. Action you see a dr_opdown list of options that the .
wizard can assist you with. _ —
" . o " . . Action Import Configuration v
Import Configuration". Import configurations from the fmbort Configuration
default setup file or configurations previously Imort from O e aon] mport Configuraton
exported. "Export Configuration". Export

configurations to use in another company or stored as —
backup. "Set up Company". Set up configurations in
the current company.

The first time you run the Expense Management

. . " Docd EXPENSE MANAGEMENT SETUP WIZARD If ><
Setup Wizard, the wizard suggests "Import
Configuration". Bar z:tlsitu::?rd helps you to import or export Expense Management configurations and to ~ User
This action will import the standard configuration, ‘ ” —
. . . . . Action Import Configuration v I
which is an excellent starting point in a customer Fimport
|mp|ementat|0n Import from Online v
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Next_, you _must select where to import the B s AN AGEMENT SETUP WIZARD 2%
configuration from.
.Under nlmport fromu y-OU have the Option tO .Choose tO Bai ;F:‘\s“v:jfrd helps you to import or export Expense Management configurations and to User
import from either "Online" or "File". The option . —
" . " ay e . . . Action Import Configuration v
Online" will import setup file from Continia Online.
The option "File" will import setup file from a local import from onine .
storage.
File Online
- | |
By ChOOSing the aCtiOI'l “online:'7 the -VVizard Wi” L. og EXPENSE MANAGEMENT SETUP WIZARD /‘ X
smoothly apply the default configuration from Continia T
Online Bal This wizard helps you to import or export Expense Management configurations and to ~ Jsers
- set it up.
Action I Import Configuration v
Import from | Online v
| Online
If you want to import a backup or a configuration from . o eeuenr serue wizaro IR

another company, choose the option "File". This
enables you to select your configuration file.

Bal This wizard helps you to import or export Expense Management configurations and to ~ Users

set it up.
Action Import Configuration v
Import from ‘ Online i

Online
File

Once you have chosen the option you want to run,
click "Next" to continue.

Next

In this step, you import standard configuration, which EXPENSE MANAGEMENT SETUP WIZARD

is needed to use Expense Management. You can
exclude a table by UntiCking I'InCIUde". You can exclude a table by unticking 'Include’.
You can change the configuration in NAV/Business Manage
Central later and then export your configuration. This
makes it easier to move from a Test environment to a TABLE
Production environment. The configuration file is Expense Management Setup
downloaded as EM-Setup-config.x Expense Type
Expense Type
Expense Type
Expense Type
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NOW you mUSt go through a general Setup fOr EXPENSE MANAGEMENT SETUP WIZARD
Expense Management.

Please specify general Expense Management settings below.

Company Code 6421341
Default Web/App Language ENU
Setup Bank Agreement [ o]
Document Storage Type Databas
Archive File Path
Create Fynense Mananement Role Conter &l

A "company Code"is a unique code used by EXPENSE MANAGEMENT SETUP WIZARD

Expense Management to separate companies when

using the Web Approval Portal, or the Expense Please specify general Expense Management settings below.

Management Portal. This code will indicate to which Company Code 6421341

company the attachments belong to in the file system. 070 ENU
Setup Bank Agreement [ @]
Document Storage Type Databas
Archive File Path
Create Expense Manaaement Role Center [_@]

The "Default Web/App Language" is the language in .., uanasement serue wizazn

the Expense app and on the websites. The user can

Change their Se’[tingS afterward . Please specify general Expense Management settings below.
Company Code 6421341
Default Web/App Language ENU
Setup Bank Agreement [ @]
Document Storage Type Databas
Archive File Path
Creata Fynence Mananamant Rale Canter [ &)

Under "Setup Bank Agreement" a wizard step will EXPENSE MANAGEMENT SETUP WIZARD

show how to set up a bank agreement.

The Setup Of a Bank agreement iS Only necessary fOI’ Please specify general Expense Management settings below.

the automatic import of credit card transactions. Company Code 6421341

If the bank agreement is not in place at this stage, you ... wes/app tanguace ENU

H A n " B

can set this up in "Bank Agreements" later. (e o pareemrt P
Document Storage Type Databas
Archive File Path
Create Expense Manaaement Role Center )

In "Document Storage Type" you can chose where EXPENSE MANAGEMENT SETUP WIZARD

to store files.

"File System" W|” Store ﬁleS in a physical Iocation Please specify general Expense Management settings below.

def'ned by the “ArChiVe Path” Company Code 6421341

Database will store files in a virtual location, in the Default Web/App Language ENU

database' Setup Bank Agreement [ o]
Document Storage Type Databas
Archive File Path
Create Expense Manaaement Role Center [__@]
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"Archive File Path" will define a root location for file EXPENSE MANAGEMENT SETUP WIZARD
storage for all attachments linked to documents.

Please specify general Expense Management settings below.

Company Code 6421341
Default Web/App Language ENU
Setup Bank Agreement o)
Document Storage Type Databas

Archive File Path

Create Expense Manaaement Role Center -
Under "Create Expense Management Role Center" Please specify general Expense Management settings below.
you enable the option to create the Expense Company Code 121341
Management Role Centre.
Default Web/App Language ENU
Setup Bank Agreement [ o]
Document Storage Type Databas

Archive File Path

Create Expense Management Role Center [ o]

Set as Default Role Center [ o]

Under "Set as Default Role Centre" you deﬁne if you Please specify general Expense Management settings below.

want the Role Centre for Expense Management as Company Code 421341
default.
Default Web/App Language ENU
Setup Bank Agreement [ o]
Document Storage Type Databas

Archive File Path

Create Expense Management Role Center

(¢
Set as Default Role Center |-:)

In this step of the wizard you must specify the setup, if

. . " .. Jocl EXPENSE MANAGEMENT SETUP WIZARD / ><
you will be using the "Continia Web Approval
Portal" Bal Please specify if you want to use the Continia Web Approval Portal. sert
When approving documents, you can use the Enable Web Approval @
streamlined approval portal to handle any document
type. The Continia Web Approval Portal is available SPECIFYWEEPORTAL
either as services in the cloud. Or as an On-Premises Web Portal
|nsta”at|on == Use Continia Online Web Portal —
Local Domain Name
I Windows Web Service URL m

"Enable Web Approval" allows you to use either the

. . . . . Docll EXPENSE MANAGEMENT SETUP WIZARD L/‘ ><
on-premises Continia Web Approval Portal included in
the insta”ation paCkage Or the CIOUd Web Approval Bal Please specify if you want to use the Continia Web Approval Portal User
Portal provided by Continia Online. Enable Web Approval @
When enabling the web approval, the Expense
Management Setup Wizard fills in values in all the SPECIFYWEBPORTAL
fields below, based on the current installation. These \Web Portal
settings are changeable if needed. — Use Continia Online Web Portal —

Local Domain Name

| Windows Web Service URL AND
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The "Web Portal Code" is the name of the record in

4 Continia

) ) Jocl EXPENSE MANAGEMENT SETUP WIZARD . X
the Web table, that holds the configuration for the web 7
approval portal. YOU can either SeleCt an eXiSting Web Bal Please specify if you want to use the Continia Web Approval Portal. User
portal or create a new one. The wizard automatically Enable Web Approval ®
creates the web portal with the given code, if it does
nOt already eXISt SPECIFYWEEPORTAL
Web Portal
=== Use Continia Online Web Portal —_
Local Domain Name
ﬂ | Windows Web Service URL
"Use (_:ontinia Online Wep Port_al“ toggles whether = . inscement serum wzaro Y
you wish to use the Continia Online Web approval
portal, hosted by Continia Online. Or an On-PremiseS Bal Please specify if you want to use the Continia Web Approval Portal. Users
website, that you must install and maintain on a Enable Web Approval e
locally installed web server.
SPECIFYWEBPORTAL
Web Portal
- | Use Continia Online Web Portal | i
Local Domain Name
I | Windows Web Service URL
Fill in the "Local Do_main Name" und_er_ whom you B ochSE MANAGEMENT SETUP WIZARD 2 X
have created the Windows users. This is only relevant
for NAV VerSior'IS that dO nOt include the domain Bal Please specify if you want to use the Continia Web Approval Portal. User
name as a part of the user-ID in NAV. Enable Web Approval ®_
SPECIFYWEBPORTAL
Web Portal
== Use Continia Online Web Portal —_
| Local Domain Name
ﬂ | Windows Web Service URL @
The "Windows Web Service URL" is the URL forthe | . .cucemamscemen serve wizaro 2 X

Business Central web services. This URL points to

the SerViceTier, Wthh authenticates the users Wlth Bal  Please specify if you want to use the Continia Web Approval Portal User:
Windows credentials. Enable Web Approval @
Remember that if all users in Business Central are
Windows users, you only need to fill out this URL. SPECIFYWESPORTAL
However, if the users have mixed authentications, you Web Portal
need to set up two different ServiceTiers and enter = Use Continia Online Web Portal | —
the URL for both Windows Web Service and Local Domain Name
Database Web Service. ﬂ| [Vidons Web Servce 0L o
The "Database Web Service URL" is the URL for the Enable Web Approvel o
Business Central web services, that points to the o
ServiceTier. This authenticates the users with SPECIFYWEBPORTAL
database logins (or NavUserPassword). Web Portal
If all users in Business Central are database users - .. coiinis Online web Fortal | ]
you only need to fill out this URL.

. . . . Local Domain Name
However, if the users have mixed authentications, you
need to set up two different ServiceTiers and enter 4 !
the URL for both Windows Web Service and Database Web Service URL
Database Web Service. Web Site URL

| i
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"Web Site URL" is the URL of the website that you
want to use. Document Capture provides the URL
automatically if the Continia Online Web Portal was

chosen earlier in the wizard.

Enable Web Approval ®
SPECIFYWEBPORTAL

Web Portal

Use Continia Online Web Portal

Local Domain Name

4 Continia

3 Windows Web Service URL AND
X
Database Web Service URL
Web Site URL
[
Se|eCt uNextu tO Contlnue the W|Zard === Use Continia Online Web Portal | gl
Local Domain Name
Windows Web Service URL ANDI
X
Database Web Service URL
Web Site URL
Back m Finish
_ _ Next
. __________J | !
In this step, you must set up the details if you are B P ENSE MANAGEMENT SETUP WIZARD S X
enabling the automatic import of credit card
transactions Bal Please chose a bank agreement for Expense Management. User
Bank Code TEST
Bank Name Continia Test Bank | |
Bank Agreement ID 111111111 C?n:ini
| AND
" " R ip .
Baqk Code" is use_d fc_)r identifying file forma.t for I [ ———— Y
credit card transaction import. Here you can find a list
Of banks that are Supported in Expense Management. Bal Please chose a bank agreement for Expense Management. User
"Bank Name" will automatically be filled in once Bank Bank Code TEST
COde iS Chos_en' . Bank Name Continia Test Bank
In demo environments, a default TEST bank code is [ contn
set Bank Agreement ID 1111111111 T
b e
"Tht_a Agregme_nt ID" is rec_:ei_ved frqm th_e barlll_<, WNEN || Copeuse manacEMENT SETUP WizARD 7 X
the integration is done. This is a unique identifier for
the partnership between the bank and the Company Bal Please chose a bank agreement for Expense Management. User:
This will ensure that credit card transactions are Bank Code TEST
downloaded to the rlght company. Bank Name Continia Test Bank
Bank Agreement ID 111111111 Contn
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In this step of the wizard, you define if you would like

4 Continia

to "Setup demo data" Docd EXPENSE MANAGEMENT SETUP WIZARD f ><
ThlS Step Creates demO data’ so the System iS ready Bar ‘é‘t;:;e;:d“:g::;efig:u;etEkpense Accounts and Continia Users to start working with User
immediately after running the setup wizard. A |Setup pa— |-D
summary for the date created will be shown after the -
eXeCUtion . Open screen to configure Conti... [C D)
Please note that Demo data should only be generated
in pre-production environments, not in production. — —_
b |
H H "
In this step, you can also chqose the ?cnor.\ Op_en 308l EXPENSE MANAGEMENT SETUP WIZARD R
screen to configure Continia Users". This action will
: : H Bal You need to configure Expense Accounts and Continia Users to start working with User
open a new screen that allows configuring Continia Expente Management
Users nght away. Setup demo data [ o]
Open screen to configure Conti... |’.:',

Select "Next" to continue the wizard.

k>
=
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m s

L 1 _ | _ "

Next

| —

The setup of Expense Management is completed, and

you are ready to start using the solution.

Select "Finish" to close the wizard.
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