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Introduction

About the Setup Quick Guide for Continia Expense Management (CEM)
The purpose of this Setup Quick Guide is to give an understanding of the architecture and help during
installation and configuration of CEM.

The architecture of Expense Management

EXPENSE
MANAGEMENT

<> a<>»

Expense
app

Dynamics NAV

Expense/Mileage

" .

Web Approval

Web Expense
portal

Web Approval

Corporate Credit Card

CONTINIA

Bank integration
Bank Transaction is supported in CEM. There are 3 ways to integrate:

1. Automatic: Transactions are downloaded automatic
2. Manual: Transactions can be imported manually

You can read more about the Bank Integration in the document Continia Expense Management - Credit
Card Transactions. This document is included in the download package.

Installation Prerequisites
Before installing and configuring CEM, you need to have the following in place:

e Agreement with Continia that CEM will be installed:
o Continia will forward Client ID and Client Password to connect to Continia Online
= (Client ID and Password, used for Production environment
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= C(lient ID and Password, used for Test and Demo to become familiar with CEM
before going in production
Note: Test and Demo Client ID is currently given to partners on request.
Please open a support ticket with subject “Test and Demo Client ID” to request
Test and Demo Client ID.

e Updated NAV license after November 25, 2019.
e If you would like to see CEM in action only, go to http://continia.com/, login with your partner
login and select Demo Portal.

Here you will find demo versions of all our products released including Continia Expense
Management (CEM), Continia Document Capture (CDC), Continia Document Output (CDO) etc.

PARTNERZONE EXTRA
Order

Demo Portal

Continia Webinars
Download Software
Partner Support

Documentation

Installation Requirements
To use CEM, the customer must have one of these versions of Microsoft Dynamics™ NAV

e Microsoft Dynamics™ NAV 2009 R2, Classic client or Windows client

e Microsoft Dynamics™ NAV 2013, Windows client

e Microsoft Dynamics™ NAV 2013 R2, Windows client

e Microsoft Dynamics™ NAV 2015, Windows client

e Microsoft Dynamics™ NAV 2016, Windows client or Web client

e Microsoft Dynamics™ NAV 2017, Windows client or Web client

e Microsoft Dynamics™ NAV 2018, Windows client or Web client

e Microsoft Dynamics™ Business Central 2018 Fall, Windows client or Web client

e Microsoft Dynamics™ Business Central 2019 Spring, Windows client or Web client
e Microsoft Dynamics™ Business Central 2019 Fall, Web client

Prerequisites for Microsoft Dynamics NAV
The CEM v. 4.0 is included in objects for Document Capture v. 6.0 for the following country versions:

o AU
o BE
e DE
e DK
e ES
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FR
GB
NA
NL
NO
NZ
SE
W1
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Run setup in product package

Install components

It is required to install components from Continia Document Capture v. 6.0.
How to do this is explained in the Document Capture - Preparations before Dynamics NAV Setup
document.

NOTE! It is not required that the customer purchase CDC when purchasing CEM, but of course they are
welcome to do so.

2= Application Tools DC-W1-4.50.04
Home Share View Manage
© - 1‘\ . » ThisPC » Desktop » DC-W1-4.50.04
_ Name .
o .
Bl Desktop . ABBYY FineReader CAPTURE
& Downloads | Client
1 Recent places Continia Web Client Add-ins Document Capture Server File Folders
| Continia Web Portal ABBYY FineReader MAV Objects
1% This PC Document Capture Service Document Capture Service
j Desktop || Documentation
F] Documents 2 oleTailored Client Documentation
& Downloads | RTC NAV Server Documentation Overviews
' Music | TestPDF
& Pictures | Tools
2, Local Disk (C) 2 Status e-mail template 1

s Temporary Storage |

€ Network

Import objects

1.

2.

Import and merge CDC objects appropriate for yo

ur setup, if you have not done this already.

Important! Once you have imported objects you need to compile to resolve any errors before
proceeding the setup. To compile go to Tools = Compile (F11) and choose Synchronize Schema

- Now - with validation.
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Setup in Microsoft Dynamics NAV

Setup guide

1. Open Microsoft Dynamics NAV and go to Expense Management in Administration/Application:
i.e. CRONUS International Ltd./Departments/Administration/Application Setup/Expense

Management

2. Select "Setup Wizard"

3. Select “Import Configuration” This will import the standard configuration for Expense
Management

fo*

Departments

Document Capture

-

Financial Management
Sales & Marketing

Purchasing

-

Expense Management

-

Warehouse

k3

Manufacturing
Jobs

Resource Planning

k3

Service

Human Resources

4 Administration

b IT Administration

4 Application Setup
Document Capture
General
Expense Management

Users

-

Financial Management
Sales & Marketing
Purchase

-

-

Warehouse
Manufacturing

Resource Planning

-

Service

Human Resources
Job Queue
Worlflow

Document Approval

-

Notifications

RapidStart Services

Microsoft Office Qutlook |...

RoleTailored Client
Application Tools

CRONUS International Ltd. » Departments » Administration » Application Setup » Expense Management »

Expense Management

Lists

Expense

Banks

Bank Agreements
Bank Mapping Rules
Expense Types

Mileage
Vehicles
Vehicle Users
Rates

Users & Approvals
Continia User Setup
Reminder Codes
Approval Sharing

User Responsibility

Administration

General

Expense Management Setup
Field Types

Configured Fields [
Posting Setup

Setup Wizard

Continia Online
Continia Company Setup

Continia Client Credentials
Continia Web Portal

In File Name go to the Setup Guide Data.xml file found in the Setup folder for Expense
Management and click Next
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HOME ACTIONS CRONUS Inter... 9

<>

Back Mext Finish

Process

This wizard helps you to import or export Expense Management
configurations and to set it up.

Action: |Import Configuration v‘

File Marme: |:rs‘\clausl‘\DownIoads\CEM‘\Setup Guide data.xm” El

4Back || P Net | Finsh || Close

Select next to import the standard configuration. Note: You can change all these configurations
in NAV later and then export your configuration. Making it easy to move from Test environment
to Production environment.

HOME ACTIONS CRONUS International L... o

4

Back Next Finish
Process
You can exclude a table by unticking 'Include’, You can expand to
view records for each table.
Continia Configuration Subpage
i Find
Table MName

Expense Management Setup Mo. of Records: 1
Continia Online Setup Mo, of Records: 1
Expense Type Mo. of Records: 8
Field Type Mo. of Records: 19
Configured Field Mo, of Records: 13
Reminder Code Mo, of Records: 2
Bank Currency Map Mo. of Records: 1

| 4Back |[ P Net || Einish
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HOME ACTIONS

<>

Back Next Finish
Process

Expense Management configurations have been
imported/exported.

CRONUS International L.. @

|‘Eack ||’ﬂ2ﬂ

| |/ Einish | [ Close

All standard configurations have now been imported.

Select "Next" to setup key Expense Management configuration.

HOME ACTIONS

«»rv

Back  MNext Finish
Process
This wizard will help you set up some of the key Expense

Management configurations. Settings will be saved after each step,
so at any point you can click 'Finish’ to end.

CRONUS International Lid. @

|153ck H b Next

| [ Enish | [ Close

Fill in the specific Client ID and Client Password received from Continia Software when you

ordered Continia Expense Management and select Next
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HOME ACTIONS CRONUS International L... @

4» Vv

Back Next Finish
Process

In order to activate and use Expense Management you will need to
specify your Continia client credentials. These should have been
received by your reseller.

Client ID: DEMO-00898

I —

Client Password:

Test Connection: [

(o] (> tew ] [ i ] [ G

If you have check marked “Test Connection” and the credentials are correct, you will receive this
message.

o Successfully connected te Continia Online,

Type a Company Code.

Select Document Storage Type

If File System - specify Archive File Path

If Database - Archive File Path cannot be specified

HOME ACTIONS CRONUS International L. o
Back Mext Finish
Process

Please specify general Expense Management settings below,

Company Code: CRONUS
Document Storage Type:
Archive File Path: |C:\CEM

Activate Company: [w]
Setup Bank Agreement: [w]
Create Expense Management Role Center:  [o]
Set as Default Role Center: [w]

[4Back |[ P Net |[VEnish |[ Close
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7. Choose Language in Default Web/App/Language and Select “Next"

- HOME ACTIONS

Back Mext Finish

Process

Expense Management Setup Wizard

Please specify general Expense Management settings below.

Company Code:

CRONUS

CRONUS International Ltd. @

x

Document Storage Type: |Fi|e System v
Archive File Path: CACEM
I Default Web/App Language: DAMN v |

Activate Company: [v]

Setup Bank Agreement: [l

Create Expense Management Role Center: [

Set as Default Role Center: [+

[dBack | [P Neat

| [ Finisn |

Close

8. Accept the "Continia License Terms” and select next and you will receive this message:
Note: Wait a couple of seconds for this message to appear because this connects to Continia

Online.

HOME CRONUS Inte... @

s
& S %>
View Refresh Clear  Go
Filter to
Manage Page

Continia License Terms

Continia Expense Management 2.60

Thank you for choosing Continia Expense Management 2.60.

To activate your Continia Expense Management 2.60 installation,
you must accept the Continia Software License Terms.

To accept the agreement click the check box below.

The following information will be sent to Continia Online:

- Company Mame: CRONUS International Ltd.

- Company MName (Setup): CRONUS International Ltd.

- VAT Registration No.: 777777777

- NAV Version: W1 10.0

- NAV License Mo.: 3048953

- Company GUID: 6C1BTCEE-SFC1-40AF-AB2A-B2A2CECIS1DA
- Number of Expenses: 0

- Number of Mileage: 0

- Number of Settlements: 0

| accept the Continia License Terms: [

Show Continia Software License Terms
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o Continia Expense Management 2.60 has been activated for CRONUS

Internaticnal Ltd..

If the customer has purchased Web Approval you can now configure Web Approval from the

Setup Wizard.

HOME ACTIONS CRONUS International L. e

4 r v

Back Next Finish
Process

Please specify required settings to use Web Approval. You must
specify the NAYV Web Service URL for the credential types you
would like to enable.

Enable Web Approval: O

Web Portal: | |

Use Continia Online Web Portal:  []

Local Domain Name: | |

Windows Web Service URL:

Database Web Service URL:

Web Site URL: | |

[ | (¥ e | [V ] [ o

9. Now specify the Bank Code” and Bank Agreement ID. The Bank Agreement ID is only used for
automatic download of transactions and is usually delivered by the Bank and not Continia. The
Bank Agreement ID can be selected from the drop down and will show all supported banks
listed. Naturally this list becomes longer the more Banks we support.

In this Setup Guide we will select Bank Code TEST with Bank Agreement ID “1111111171.

Select “Next”

HOME ACTIONS CRONUS International Ltd. @

4»r v

Back  Next Finish
Process.

Please chose a bank agreement for Expense Management

Bank Code: TESTI w
Bank Name: |Continia Test Bank |

Bank Agreement ID; 1111111111 |

dBack | [ P Net |[VEnsh || Close

Page 13 of 34



10. Check mark Setup demo data and Open screen to configure Continia Users and select Next
Note: Selecting “Setup Demo data” will create demo data for G/L Account, Vendor, Bank
Account, and Expense Posting Setup. When running this Setup Guide in a production

environment “Setup demo data” is not available.

Edit - Expense Management Setup Wizard =)= -
B o acrons CRONUS International Ltd. @
Next Finish
You need to configure Continia Users before working with Expense
Management.
Set up demo dats:

Open screen to configure Continia Users:

Back | [ B Net | [V Enish |[ Close

Demo Data created is displayed. We create the following demo data:

G/L Account 8250 Accommodation

G/L Account 8251 Fee

G/L Account 8252 Food & Beverages

G/L Account 8253 Food & Beverages with Guests
G/L Account 8254 Hardware

G/L Account 8255 Personal Expense

G/L Account 8256 Software

G/L Account 8257 Transportation

G/L Account 8270 Mileage

G/L Account 8280 Accommodation allowance
G/L Account 8281 Meal allowance

G/L Account 8282 Transportation allowance

G/L Account 8283 Entertainment allowance

G/L Account 8284 Drinks allowance

G/L Account 5431 Internal Employees

G/L Account 5432 Ext. People and Contractor
G/L Account 2490 Intermediate Expense Account
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G/L Account

Vendor Posting Group

Vendor
Vendor

Vendor

Bank Account Posting Group

Bank Account
Posting Setup
Posting Setup
Posting Setup
Posting Setup
Posting Setup
Posting Setup
Posting Setup
Posting Setup

Gen. Journal Batch

Source Code
Source Code
Source Code
Source Code
Source Code
Source Code
Posting Setup
Posting Setup
Posting Setup

SMTP Mail Setup

2950
EMPLOYEE

RL

BD

AH
MASTERCARD
MASTERCARD

ACCOMMODATION

FEE
FOOD

FOOD W. GUESTS

HARDWARE
PERSONAL
SOFTWARE
TRANSPORT
GENERAL
EXPENSE
BANKTRANS
BANKREVERS

MILEAGE
PER DIEM
SETTLEMENT
PRIVATE CAR

ACCOMMODATION

MEAL

Mastercard

5431

Richard Lum

Bart Duncan

Annette Hill

2950

MASTERCARD

8250

8251

8252

8253

8254

8255

8256

8257

GENERAL

Expense Source Code

Bank Transaction Source Code
Bank Transaction Reversal Source Code

Mileage Source Code
Per Diem Source Code
Settlement Source Code
8270

8280

8281

1. Before creating users, you should setup SMTP mail setup for the company, in Expense

Management Setup.
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Expense Management - Microsoft Dynamics NAV.

v | cronus

Ltd. » Departments »

» Application Setup » Expense Management »

Ho"®

Departments

Document Capture

Financial Management
Sales & Marketing
Purchasing

Expense Management

Warehouse

Manufacturing
Jobs

Resource Planning
Service

Human Resources.
4 Administration
b IT Administration
4 Application Setup
Document Capture

Expense Management

Lists

Expense

Banks

Bank Agresments
Bank Mapping Rules
Expense Types
Mileage

Vehicles

Vehicle Users

Rates

Users & Approvals
Continia User Setup
Reminder Codes
Approval Sharing

User Respansibility

General
Expense ini: i
Users General

b Financial

b Sales & Marketing Field Types
purchase Configured Ficlds

Posting Setup

P Warehe

arenouse Setup Wizard

Manufacturing

Resource Planning

Service

Human Resources
Job Queue
Worlflow

Document Approval
Notifications
RapidStart Services
Microsoft Office Qutlookl...
RoleTazilored Client
Application Tools

Continia Online
Continia Company Setup.
Continia Client Credentials
Continia Web Portal

HOME | ACTIONS CRONUS International Lid. @
@ / 4 SMTP Mail Setup. [ Export Approval Template C £ Refresh
; [ Synct Continia Crline Template B Clear Filter
View Edt | 2 G ° Activate About Expense | -
["3Import Approval Template [ Export Reminder Template  Company. Management
Manage Status E-mail Continia Online | About.

Expense Management Setup
General -

Document Storage Type: v Limited Role ID: EM-NAVUSER v

Company Code in Archive:

Approval Comment Shorteut Field:

Archive Directory Structure: [Vear\Month v Auto Approve Own Documents:
Archive Path: CACEM Picture Size (Pixels):

Default Web/App Language: ENU v Picture Quality (%):

Send Release to App: ] Picture Quality Web Client (%):

Approval Administrator Role ID:

EM-SUPER ~

ADMINCOMMENT v

O

1000|

100]

100]

Settlement
Expense

Mileage

Bank Transaction
Custom Fields
E-mail

Source Codes
Integration

<

<

<

<
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Create users and setup approval flow

2. Now create the Expense users who will use the App or Web portal to create Expenses.

Please note that when you tick of “Expense Management User” the user will have access to both the
App and the Web portal.

There are 2 different web portals:

1. Expense portal: for creating expenses — NAV user not required — Cross off in “Expense
Management User”

2. Approval portal: for approval — NAV user required — Cross off “Web approval user”

In this scenario, 3 users have been created.

e Annette Hill = Expense User
e Bart Duncan = Expense User
e Claus Lundstrgm = Expense User/NAV User

3. Cash payment
If a user should be reimbursed for expense or mileage expense outside a Payroll system, the user
should be setup as a vendor, and this vendor should be added under Vendor No.

Edit - Continia User Setup

P
3

SULTME "
=) M I - PARTTIME ;000

4. Milage
For mileage you need to make at least 1 group to define which Mileage Reimbursement should
be used for the user.

In the example underneath, we have created 2 different groups:

a. Full Time Employees, External System (i.e. Payroll system)
b. Part Time Employees, Vendor (on User)
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The field "Expense User Group” control fields available in both the app, accounting methods and
connection with a payroll system or other external systems like Bl.

Approval levels

5.

. Vendor No. Expense User = Expense Expense Amount | Unlimited Shared to Sharedto = Approver ID
Group Remind... Approval Limit = Expense Approval this user  other users
AH PARTTIME O CEM2016RT...
ED FULLTIME d CEM2D16RT...
CcL FULLTIME
6. Once you have created users, select Export Users.
i
- HOME  ACTIONS  NAVIGATE
ﬁ ./' @\ EE\:IEW-LIS( B = ,j/} E7 Expenses m Ijr‘ja
New Edit  View Export Send Credit Show as Motes  Links

In the example underneath, we have set Claus Lundstrgm to be the approver for both Bart
Duncan and Annette Hill. We have also given Claus Lundstrgm Unlimited Expense Approval.
Note: At least 1 user should be set with “Unlimited Expense Approval”.

Note: If “Unlimited Expense Approval” have been set on a user, all Expenses and Mileages for
that user will automatically be approved when sent for approval.

X Delete

Continia User Setup List -

Users |Welcome E-mail Cards

Continia User  Mame E-Mail Salespers./...
Setup Code

AH v Annette Hill annettehill@continia.com

ED Bart Duncan bartduncan@continia.com
CEM2016RT... Claus Lundstram  clausl@continia.com cL

Microsoft Dynamics NAV

o 3 users exported.

aslist  Chart

Purchase  Unli...
Amount App...

Web  Can G/L

Purc.. App.. Edit.. List
o o o
o o 0O
o o 0O
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7. Users will receive a Welcome e-mail with a link to the Mobile App and the Web Portal.

Example of Welcome Mail

Welcome to Continia Expense Management - Message (HTML)

File Message  Help Q  Tell me what you want to do

Welcome to Continia Expense Management
I Repl & Reply All Forward
@ demovm@democem.continiaonline.com €3 Reply ) Reply —» Forwar

To @ Claus Lundstrem ma 25-11-2019 18:32

Dear Bart Duncan,
Welcome to Continia Expense Management. You have been set up as a Continia Expense Management user with the details below
Account Details

Username: clausl@continia.com

Password: Click here to specify and activate your account

Useful links

‘When your account has been activated you can use Continia Expense Management the following ways:
- Mobile App: https://www.continia.com/global/continia-expense-app/

- Web Portal: https://democem.continiaonline.com

Best Regards,
Continia Software A/S

Note: E-mail might end up in the Junk folder, so please check there.

To access the portal, use the following URL's. Depending on whether you are in Production or
Demo you need to select the appropriate URL.

If the ClientID starts with "DEMO- “, you are in Demo. See below examples for URL in Production
and Demo.

Production: https://cem.continiaonline.com/Account/NewPassword
Demo: https://democem.continiaonline.com/Account/NewPassword

After the Expense user has created a password they can login and start to use Expense
Management.

8. If Create Expense Management Role Center was selected during the Setup Wizard, restart the
Windows client

Field configuration

Field configuration in Microsoft Dynamics NAV

In the Expense App and Web Portal the user will only see fields that are required to be fill out when
completing an Expense. Fields visible for Expense users are configured from NAV. Only a NAV user
responsible for Expense Management has full control of which fields are shown.
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The fields were imported during the Setup Guide.

Field Types
1. Go to Expense Management in Administration/Application:
i.e. "CRONUS International Ltd./Departments/Administration/Application Setup/Expense
Management”:

Select “Field Types".
L

Field Types - Microsoft Dynamics NAV

@ ) [0 CRONUSIncrmatiorl 1+ Deparments + &dmivstoon + Aplcation eup + Epeve Mansgemen + Fld Typs
[~ [Er—
- — = ‘ — —~
7z X [ k 3 i J 2 Tk
Mew Edit Delete  Translations Lookup Update Synchronize with Show as Notes  Links. Refresh Clear  Find

Field Types
Code , Description Type Length Edt.. Man. Man.. Source Table No.of Source Field (Primary Key) Source Field (Description) Noof  Mo.of
Loa Sourc. Looku.. Translatio.
ADMINCO... Admin Comment Ted ®» & O O z
AMOUNT  Amount Decimal g & O 2
BILLABLE  Billable Boolean R 0O O
CASH/PRI Boolean O O
COUNTRY. Code w @ o ] Code Meme 6
CURRENCY Code ¥ & O Code Description %
DEPARTM. Code g O O 2 Code Hame 3
DESCRIPTL. Ted 2 O 0O
DOCUME Date ¥ ¥ O
EMPLOVEE... Emy o Ted 0@ ] Continia Uses UserID Hame
= EXPENSET... Expense Type Code [ []  Expense Type 1 Code Description
JOBND Cede M O 0O b Ho Descrption 2
PROJCT  Project Code W [ [0 DimensionValue 2 Code Name 3
TasK Job Taks Mo Cede MO O JbTek 1 Job Task No. Descrption 2

If you need more fields to show to the Expense user, you can add these to the list of Field Types.
How to do this is explained under “Configured Fields”.

Note: After modification to this page, please remember to select “Update Lookup Values”. This
will assure that all changes are sent to the app and web portal.

Configured Fields

1. Go to Expense Management in Administration/Application:
i.e. CRONUS International Ltd./Departments/Administration/Application Setup/Expense
Management and select “Configured Fields".

2. Fields listed here were created during the Setup Guide

Q) T CRONUS Intemational Ltd. + Departments + Administration + Application Setup + Expense Management + General » Configured Fields

- HOME  NAVIGATE
LAY FAX iy o & Tk

New Move Move  Edit Delete  Synchronize with Showas  Notes Links  Refresh Clear  Find
Up Down  List Cantinia Online Chart Filter
o Configured Fields -
[
Fi
Soles & Marketing Type . Field Code Field Description
. Expense DOCUMENT DATE
Expens: COUNTRY/REGION
Expense  CURRENCY
Expense  DESCRIPTION

CASH/PRIVATE CARD

EXPENSE TYPE
B bpense  ATTENDEES
Bpense  AMOUNT
Expense  DEPARTMENT
Expense  ADMINCOMMENT
Mileage DOCUMENT DATE
Mikeage DESCRIPTION
Mileage FROM
Miteage 1o To Address
Mikeage DISTANCE Distance

Sel

Settlement  ADMINCOMMENT  Admin Comment

DESCRIPTION Description
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The fields listed here is shown in this order on the app. You can change the order by choosing
the "Move Up” or “Move Down"” buttons.

You can add fields here that you created in the Field Types page.

Note:
DOCUMENT DATE, CURRENCY, AMOUNT, COUNTRY/REGION and EXPENSE TYPE fields are
hardcoded fields that cannot be removed.

Language translation

If you would like to create or modify the language translation, select “Translations” on the line. Here you
can choose any specific field to be translated into your own text. The translation will be shown in the

app.

il
B o
-
0| 8

New | View FE
List

Field Types ~

Code

ADMINCOMMENT
AMOUNT
ATTENDEES
BILLABLE

CASH/PRIVATE CA..

COUNTRY/REGION
CURRENCY
DEPARTMENT
DESCRIPTION
DISTANCE
DOCUMENT DATE
EMPLOYEE NO.
EXPENSE TYPE
FROM

FROM HOME
JOBNO

PROJECT

TASK

T0

NAVIGATE

X G MM

Delete | Translations Lookup Lookup Value

Description

‘Admin Comment
Amount
Attendees
Billable

Cash / Private Card
Country/Region
Currency
Department
Description
Distance
Document Date
Employee No.
Expense Type
From Address.
From Home

Job. No

Project

Job Taks No.

To Address

i)

Access

Type

Text
Decimal
Attendees
Boolean
Boolean
Code
Code
Code
Text
Decimal
Date

Text
Code
Address
Boolean
Code
Code
Code
Address

IE“ L_é'

Update
Lookup Values Continia Online

Length  Decimal

250

50

Synchronize with

Editable

MERR-RR R R - R R R R E

Showas
art

Mandatory

ROODODORRORROOROOOO0ORDO

Edit - Field Types

o © T
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No.of Sou
Sourc... Key)
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Create or Modify the Language and Translation

Bl o

)

New

Bl View-Field Transiations L= | O [LX]|
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REitlst | @ [ *

i

X Delete

Field Translations -
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Langua.
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pan]

DEA

DES

DEU

ENA

ENU

ENZ

ESP

FRA

FRE

NLB

nNLD

NOR

SVE

ypetofiter (F3) | Language Code v | 3| v

Translation

 Admin bemzrkning
Admin Kommentar
Admin Kommentar
Admin Kommentar
Admin Comment
Admin Comment
Admin Comment
Comentario administracién
Commentaire d'Admin
Commentaire d'Admin
Admin Opmerking
Admin Opmerking
Admin merknacl

Administratér Anmarkning

Code

up
es

66
50

-[a[ x

CRONUS International Ltd. @
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HOME CRONUS Inte... @

E ’ Ak OneNote £7 Refresh o Previous
Q Notes ¥ Clear Filter B Next

a
View
X [JLlinks = Goto
Show Attached

AMOUNT - ENU

Language _ Translation
v Amount

Expense Types

1. Go to back to Expense Management in Administration/Application and select Expense:
i.e. CRONUS International Ltd./Departments/Administration/Application Setup/Expense
Management/:

2. Select Expense Types. The Fields listed here were created through the Setup Guide.

You can make changes to Expense types here, if any.

° v ‘IJII CRONUS International Ltd. » Departments » Administration * Application Setup *» Expense Management * Expense * Expense Types

- HOME ACTIONS
O BEX & @ o © T ih

New Edit Delete Setup Show  Show as Notes  Links Refresh Clear  Find
List asList  Chart Filter
New Manage Process View Show Attached Page
~
Departments | Expense TypES -
Document Capture
b Financial Management
. Code Description Search Name No Refund  Hide from Exclude Attendees
b Sales & Marketing - X X
Expense User Transactions Required
! Purchasing ACCOMMO. ‘A d ACCOMMODATION
... | Accommodation
Expense Management L 0 0 | 0
b WhrEiEnED FEE Fee & Charges FEE & CHARGES O O O
} Manufacturing FOOD Food & Beverages FOOD O O 0 0
Jobs FOOD W. G... Food & Beverages with... FOOD W. GUESTS O O I
R Planni
e e HARDWARE  Hardware HARDWARE 0 0 0 0
b Service
Hurnan Resources PERSONAL  Personal Expense PERSONAL | O |
4 Administration = SOFTWARE  Software SOFTWARE O O O O
¥ IT Administration TRANSPORT  Transportation TRANSPORT O | ] O
« Application Setup

Once you have marked the line of the expense type you would like to change, you go to Setup

to open the Expense Posting setup. l.e. for ACCOMMODATIONS we have G/L Account 8250
defined.
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- HOME
D D 7~ = Goto
q ] Mew o ~r P 4 Previous
View Motes  Links Refresh Clear
< Delete Filter P Next

Expense - ACCOMMODATIONS - All Countries/Regions

Country/Region Countr... Emplo... G/L Account  Gen. Prod. VAT Prod.
Type Code Mo. Mo. Posting ... Posting ...
All Countries/Regions v 8250

Ju Edit - Expense Posting Setup - Expense - ACCOMMODATIONS - All Countries/Regions

_I:I-

CRONUS International Ltd. @

Note: G/L Accounts used for Expense Types was created during the Setup Guide, when selecting

Setup Demo Data.

3. Once you have completed any changes to Expense Types, you must Select Synchronize to
assure all changes made on Field Types, Configured Fields and Expense Types will be updated

and visible for the Expense User on the App and the Web Portal.

° ~ [m cronus Ltd. » Dep » Expense

» Expense Processing » Expenses

HOME ACTIONS NAVIGATE

4 Expense Management
Expense Processing

I Service

Human Resources
I Administration

Expenses - Microsoft Dynamics NAV

(@ Expense Inbox

F = 6\ =) + Force Approval @ 7] Match Bank Transaction.

A v I ¥ Force Rejection v
Edit Sendto  Sendfor Reapen Create Posting _,. . Merge Send Send
List Expense User Approval Suggestion | Batch Create Posting Suggestion. Expenses Reminder E-mail Approval E-
Departments Expenses -
Document Capture

b Financil | Management

I Sales & Marketing Co.. Employee  Documen t  Expense  Status OnHold  Approval by Description

I Purchase No. Dats Typ

Type to filter (F3) Empl

Amount  Ameunt (LCY)  Ca
Ca

Mileage Rates

1. Go to Expense Management in Administration/Application and select Mileage:
i.e. CRONUS International Ltd./Departments/Administration/Application Setup/Expense

Management/:

2. Select Rates. The Fields here were created through the Setup Guide:

Note: Depending of language version of Expense Management, the rates below will look

different.

Demo environment:

Continia only provide milage rates when setting up Expense Management in a demo

environment.
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Production environment:
When setting up Expense Management in a Production environment, mileage rates must be
entered and updated manually by the customer.

HOME NAVIGATE CRONUS International Ltd. 0

Ij DE E x 'ﬁ? E m r; gﬁr::sglter

New View  Edit  Delete Setup Show  Show as Notes Links

List  List aslist  Chart i Find
New Manage Process View Show Attached Page
Mi|eage Rates - ‘ Type to filter (F3) ‘ Start Date -| > ‘ v

No filters applied

Start Date _ Vehicle Code . New Starting Rate (LCY) Rate ID
Mile... Distance

1/1/2015 PERSONAL CAR 0 0.58 HIGH

17112016~ PERSONAL CAR 0 0.23 HIGH

3. Select Setup to define Posting setup for i.e. PERSONAL CAR.

HOME CROMUS International Ltd. 0

# Edi M G
it & & Yx 2 Goto

4 Previous
Motes  Links Refresh Clear
Filter P Next

Manage Show Attached Page

Mileage - PERSONAL CAR - All Countries/Regions

Type o Type . Countr.. _ Countr.. _ Emple.. _ G/LAccount Gen.Prod. VAT Prod.
Code Type Code Mo, Mo. Posting ...

v PERSOMAL ... All Countries... 8270

Expense App

The Expense App and the Expense Management Portal will be where the Expense users send Expenses
to Dynamics NAV. In this section, we will explain how to install, login and send expenses from the
Expense App

Installing the Expense App
Expense App is supported on Android and iOS

Link to Expense App install: https://www.continia.com/global/continia-expense-app/
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Enable Demo Mode
The first time you install Expense Management you might want to see Expense Management in action
before you implement it in production.

If you are using the Client ID, received from Continia, starting with DEMO-, your environment is
considered a Demo Environment. End users of the Expense App are not meant to run the App in Demo
mode. For this reason, Demo Mode is hidden, so end user does not accidentally change to demo mode.

1. To enable Demo Mode, open the Expense App on your phone

Continia Continia
Expense Expense
Management Management

Forgat Password

2. Tap the Expense Management logo 7 times. After 7 taps and you can switch to Demo Mode
3. Repeat this process to return to Production mode

4. Select "Yes" to continue.
You are now in Demo Mode and can connect by using your e-mail and password. Please note! If
your ClientID starts with Demo- your setup is connected to Demo.

Expenses Management Portal

The Expense Management Portal and the Expense App will be the place where Expense users send
Expenses to Dynamics NAV. In this section, we will explain how to login and send expenses from the
Expense Management Portal

Connect to Portal
Depending on whether you are in Demo Mode or Production mode please select the appropriate link:

Production: http://cem.continiaonline.com
Demo: http://democem.continiaonline.com
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http://cem.continiaonline.com/
http://democem.continiaonline.com/

| Receipt X [BE -
é 5 O ‘ E] v continiaonline.com/A t/L ﬁ
3 CONTINIA Online

I
N
o o

Z3 CONTINIA Online

Expense account login

clausl@continia.com
........

Remember me?

Expense Portal

Attach and send expenses directly to your Finance Department in Microsoft
Dynamics NAV.

© 2015 Copyright Continia Software A/S

To do Expense/Mileage in the App or in the Expense Portal works completely the same, and will
show same fields, which is configured in Expense Management from NAV.

E-mail Expense Management
It is also possible to send an expense via an e-mail to the following e-mails depending whether
you are in Demo or Production mode.
Production:  expense@cem.continiaonline.com
Demo: expense@democem.continiaonline.com
Any attachments to the e-mail including the e-mail will be attached to the Expense.

Once the Expense User have sent the e-mail, they will receive a link to the portal where the
Expense can be completed.

See example of e-mail underneath.
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mailto:expense@cem.continiaonline.com
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(5 Reply (52 Reply All 3 Forward G5 IM
Wed 12/9/2015 7:38 FM
noreply@cem.continiaonline.com

You must enter expense details
To Claus Lundstrgm
ﬂ This message was sent with High impertance.

Dear Claus Lundstrem

To complete the registration of your expense, vou need to enter more mformation.
Please click here to enter the missing information.

Kind regards,
Continia Expense Management

3 CONTINIA Online - leage emer English  ChangePassword  Logout
SEND SAVE DELETE § SETTLEMENT HANDLING

Expense for Claus L Thursday, April 6, 2017

Summary

Document Date

email.eml DOWNLOAD DELETE

The Expense Management Portal can be accessed from all computers with internet access.
Note: If the user is active in several Companies, the user will need to decide which company this
e-mail expense belongs to.
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Expenses in NAV

The Expense user has uploaded Expense Mileages to Continia Online. We will now download these to

Dynamics NAV.

1. Go to Expense Management in Department:
i.e. CRONUS International Ltd./Departments/Expense Management

& CRONUS International Ltd. » Departments » Expense Management +

s Expense Management
Document Caplure
Financial Management Lists
Sales & Marketing Processing
Purchasing Settlements
Expenses
Mieage

Bank Transactions
Approval Entries
Genes ;i

Manufacturing .
srnal

Jobs
Resource Planning

Bank Transaction Inbox
Mileage Inbox:
Tasks

Administration
Milsage Reimburserment
C ia

jith

Reports and Analysis
Administration
Expense Management Status Report

Archive

History
Posted Settlements

Posted Expenses
Posted Mileage

Posted Bank Transactions
Mileage Registers

© | | Search (Ctrl+F3)

CRONUS International Ltd. @)

Select "Expenses”, since we have not received any expense from the Expense user or imported

any Bank transaction this Expense List page is empty.

Qoo S ] 5] [sowaricor
Bl o soos vt RS s 25 ©
— / Force Approval ) Motch Bank Tranzaction. o) ~
7 X s K 5 B i & %
A S SondYor Heopen CpmmPeing e S sed o o Poufiain
Lot Expense User Approval Suggestion  {)Batch Create Posting Suggestion.  Expenses Reminder E-mai Approval E-mail Chart Finer
Expenses - <3| v Atschments
R
Co Grplows Documant Epa Sue PR — suiipn Curcy At Ko ) o Wt |
it~y v b Pl
; =
S
" Fed
re—

7N Home

T Posted Docments
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2. To download the Expense that the user has uploaded to Continia Online select the “Synchronize”

action.

Expenses - Microsoft Dynamics MAV

nk Transaction...

v v

Send Send
Reminder E-mail Approval E-mail

Code

i

Synchronize

f'@ Expense Inbox

Description Currency

Type to filter (F3)

Employee No.

Armount  Amount (LJ

Note: "Synchronize” will communicate with Continia Online and do the following:

e Upload latest Field Configuration

e Download Expenses created by the Expense User either in the app or the Web Portal
e Download Bank Transaction, if Bank integration has been configured
e Download Mileage registrations created by the Expense User either in the App or the

Web Portal

After selecting the “Synchronize” action, the NAV Expense User will i.e. get this message:

Microsoft Dynamics NAV

1 new or updated expenses was imported,

3. The Expense just uploaded to Continia Online has now been downloaded to NAV and the NAV
Expense user can see all the information filled in by the Expense user including the image of the

receipt.
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Expenses - Microsoft Dynamics NAV. | = o e

S Demark
Food Market T2
Covenhagen Afrport

45 3248 3130

Note: The Expense will be deleted in Continia Online when downloaded to Dynamics NAV.
Continia Online will only store Expenses not synchronized.

Job Queue
It is advised to set up Job Queues to automatically run “Synchronize” 1-2 times a day.
Expense Management does not have this configured out of the box.

These Codeunits will synchronize with Continia Online and send Approval and Reminder e-mails. And for
Expense Management 3.0 we also have an Expense Status Report which can be sent to Expense users for
them get an overview and status of submitted and open expenses.

e 6086305 EM Online Mgt

e 6086313 Expense Approval E-Mail

e 06086314 Reminder E-Mail

e 6086353 Send Expense Status Report

Mileage

With Expense Management, it is also possible for the Expense Users to record Mileage.

1. Go to Expense Management in Department:
i.e. CRONUS International Ltd./Departments/Expense Management

2. Select "Mileage”

3. The Mileage registrations seen here is created on the App but could also have been created in
the Web portal, since Google is integrated both places.

When synchronized to Expense Management in NAV, the NAV Expense user can see all the
information filled in by the Expense user including the image of the route.
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From Address To Addvess TotalDistan: Cakuleted  Amount
[
Knabrostrede 30, Kabenham K. .- Stigubiorgue, $400 Nerresundby, .. an @ 7]
@ a 1
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Comments
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N Home

1% Posted Documents.
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Settlement

With version 3.0 of CEM, Settlements was introduced. Settlements will give the user possibility to report
all expenses and mileages related to a specific trip. This will also make it easy for the approver to see the
overall cost for the Settlement when approving. Settlements can also be created upfront in NAV and
pushed to the user, so the user know which expenses should be added.

1. Go to Expense Management in Department:

i.e. CRONUS International Ltd./Departments/Expense Management

2. Select Settlements

B Stamens e e
@O+ |0 CRONUS inamation L. + Dopartiman » Exporsa Managamant + rocessing + Sattamarts o | [ e pcutsry
QO (= R g BB o EoE—
T sAX § &2 F Rl L 5 @B g I o & oM
. e

Wow G Vew Do Rawwen Sodin  Sedbe Fon o Dimonsions Commars | Synchunias o T
Expense Management Epinie Lt Appeoal . Reminds Emal e Chart

tloments Sand Bamincir £ mail N T<]
fiters appied
Mo Contits ame Desaigtan Dot s OnMold  Aesranl by
uuuuu
@ [[-510000 | BN NAY.. B Dumemn AV Saramin EMEA 2 Expevsrs, 1 Mieage
) PASI0001 CEMONAY.. Ban Duren Tep 1o Duin L —

Reports and Analysis

Administration
xpense Management Status Report
Archive

History £ Home
Posted Setiement:
Posted Expenses
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3. Select new and fill out the settlement

HOME  NAVIGATE CRONUS International Ltd.
# Edit o = s Y/ Force Approval [_] E [‘b' ~l 2 Goto
(& ONew B9 1S cyponsuen. & v i {3 L | o & < Previous
View Reopen Sendto  Sendfor Post Dimensions Comments ~ Synchvonize  Send  Settlement  Notes Links  Refresh Clear
X Delete Expense User Approval Reminder E-mail  Inbox Filter B Next
Manage Process Settlement Administration Show Attached Page
Settlement EM-S-10000
General ~  Attachments A
No. EM-S-10000 [=] Project Code:
Continia User ID: DEMO-NAV100W1\BD | Admin Comment:
Name: Bart Duncan Approval Entries:
Description: NAVUG Summit EMEA Approval Comments:
Status: |Pending Expense User
Country/Region Code: |NL v L =
On Hold:
Currency Code: EUR v L
— roval by: |
Posting Date: (12572018 v Aoppeslty: L
Department Code: \ v
Expenses
Lines - Functions * ) New # Find Filter ™ Clear Filter
Co.  Doaument  ExpenseType Description Currency Amount  Amount (LCY) Allocated  Cas.-
Date Code Amount 1CY)  Card
¥l 4292017  FOOD Foodtavelexperts 2450 2450 O ™
V] 5/4/2017  TRANSPORT  Candoxy Nederlsnd BV EUR 5541 3858 ]
<] m
Mileage
Lines * Functions - O New M Find  Filter . Ciear Filter
Co..  Registration  Description From Address To Address Total Distance
Date
¥ 462017 Toaiport T e
< - 5 | @ avachment 1 [ | (1 Attachments in totan [=] 75% [3]
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Per Diem

With version 4.0 of Continia Expense Management Per diem — Payment of travel allowances is
introduced. Do you pay a travel allowance to your employees? Then they can quickly and easily submit
the necessary information in our new Expense App. Approval and settlement process, you set up in
Microsoft Dynamics. If you offer employees the possibility of payment of travel allowance, they can
quickly and easily enter the necessary information with our app, which you must use to handle the
further process of approval and settlement. Of course, all of this is carried out in Microsoft Dynamics. Go
to Expense Management in Department:

1. Go to Expense Management in Department:

i.e. CRONUS International Ltd./Departments/Expense Management

2. Select Per Diem and Select new and fill out the Per Diem details

i
B o

NAVIGATE

&

Qe &
VW o e REPE

=
Send to
Expense User Approval

v

1 - CLAUSL - DEFAULT - Copenhagen

General

Continia User ID:
Destination Country/Region:
Description:

Departure Date/Time:
Return Date/Time:

Admin Comment:

Currency Code:

Dimensions.
Posting

Comments

Send for Post

3+ Force Approval
ii|Post Batch..

=

Details.

Edit - Per Diem Card - 1 - CLAUSL - DEFAULT - Copenhagen

b

Dimensions  Synchronize

CLAUSL

Copenhagen

‘I' 26/2019 8:00 AM

‘I‘EJ‘; /2013 4:00 PM

HOME

i S

=5

Az

Date

1172772019
117282019
11/28/2019

Show as Notes
Chart

Per Diem Details -

. Admin Comment

M
~

T

Refresh Clear

Acc...

AEREOS

Filter

[CECRAEG

’_‘C v ] ;-.L

Send Per Diem Notes Links
Reminder E-mail  Inbox

Amount:
Amount (LCY):
Approval Entries: 1
Approval Comments:

Status: ‘Pendlng Approval

< %

Refresh Clear
Filter

903.00
903.00

Type to filter (F3

Approval by: Mr. Approver
Edit - Per Diem Details
Find
.. Lunch Din.. Currency Amount
Code
M ™ 41.00
M o 299.00
E = 299.00
v v 264.00

Amount (LCY)  Accommodation

41.00
299.00
299.00
264.00

lowsnce Am...
0.00

223.00

223.00

223.00

- e x

CRONUS International Ltd. @

v Show more fields

_u- v

CRONUS International Ltd. @)

3| v
Filter: 1
Meal Allowance
Amount
41.00
76.00
76.00
41.00
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Approval / Workflows

There are 2 different approval flows depending on the expense paid by private card/cash or company
credit card.

1. Private card /cash — expense is sent for approval
2. Company credit card — expense is sent to NAV and will wait for the credit card transaction to
arrive to match and then it will be sent for approval

With Expense Management 3.0 Workflows are created automatically with the Setup Guide.

If required to modify these go-to Departments > Administration > Application Setup > Workflow > Lists
> Workflows

]

&

A

By

New New Workflow
from Template

Departments
Document Capture
Financial Manager
Sales & Marketing
Purchasing
Expense Managem
Warehouse
Manufacturing
Jobs

Resource Planning
Service

Human Resources
Administration

b IT Administration

Link to Help Center

On our Help Center you will be able to find other relevant information:

¥ |M CRONUS International Ltd. » Departments » Administration » Appl

Bl ome

ACTIONS NAVIGATE

ek

Import  Export
from File to File

Workflows -~

Description Enabled

P éContinia Expense Management

Expense Force Approval Workflow  Yes
Expense Approval Workflow Yes
Mileage Force Approval Workflow Yes
Mileage Approval Workflow Yes
Settlement Force Approval Workflow Yes

Settlement Approval Workflow Yes

https://continia.zendesk.com/hc/en-us
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