tipalti

Tipalti Expenses: User
Handbook




: Table of Contents

© 0N O W=

Expenses Overview

Terminology

How to download the Tipalti Expenses mobile app
How to log onto the Tipalti Expenses mobile

How to create an expense

How to submit an expense group

How to get reimbursed

How to create a new expense from a rejected expense
For managers only: how to approve or reject expenses



t Expenses Overview

Tipalti Expenses is a comprehensive, purpose-built solution for automating and managing
employee-initiated spending and reimbursements, all in one single system. Tipalti Expenses integrates

directly with the Tipalti finance operations automation platform, proven to reduce finance workloads by
80% and provide complete spend control and visibility.

Key Capabilities of Tipalti Expenses Include:

Y iOS and Android apps for mobile expense filing, allowing employees to quickly and easily submit
receipts while on the go

% Role-based review and approval capabilities for managers and finance teams, providing visibility
and control over employee expenses

%  Automated expense policies for enforcing spending limits

J Risk management and security checks for ensuring regulatory compliance



t Terminology

Expense Group: Composed of one or more individual expenses

Reimbursable: The expense submitted requires reimbursement.
Non-reimbursable means the expense submitted does not require a

reimbursement

Policy Violation: The expense app checks if your expense submission has
violated the company policy and would show a warning explaining what the
violation is, so you can adjust your expense accordingly



t How to download the Tipalti Expenses
mobile app

For convenience, the Expenses app can be T
downloaded to a mobile device. Most users will __—
interact with the app, however finance team

users will access Expenses in Tipalti Hub.

Visit App Store
. Search for “Tipalti Expenses”
3. Click “Get” to download the application

N —

Visit Google Play Store
. Search for “Tipalti Expenses”
3. Click “Install” to download the application

N —




t How to log onto the Tipalti Expenses
mobile

You should use your company SSO login
for this application.

1.

2.

B w

Put “company name” on the Company
field

Review and agree to the Terms and
Conditions and Privacy Notice

Click “Submit”

Click “Sign in with ‘your SSO
provider”. A page with SSO login
would appear.

Login using your SSO account details

tlpaltl

Welcome to Tipalti Expen:
Tipalti Change company




t How to create an expense

ull 4G

1. Click the “+” button on the lower right corner Sreatenom xpencs y
2. Fill'in the details on the “Create new expense” screen.
3. Click “Save” and the expense would be marked as
“Incomplete” until submission.
N Ote : Si‘;ni typing vendor name...
e If you don’t provide the mandatory information, you will
Mar 07, 2023

not be able to submit your expenses.

e |If there is a policy violation for the expense, you can still
submit the expense with a detailed explanation on the
description box. It is best provide sufficient information
and explanation so you will be reimbursed quickly.

e Your expenses would no longer be amended manually

Reimbursable

by finance team after submission. Make sure to review Toggle of i you don'need  efund
before submitting so your expenses can be approved in
a timely manner




t How to submit an expense group

When you are ready to submit your expense(s),
you can put them in the same group so they
would be processed together by your manager

(Amount)

and finance team.
1. Check if the expenses have been marked as Jopims
“‘Ready to submit”. If not, they cannot be -
submitted and they would remain it Togss
“Incomplete” 677 "
2. Click “Submit” on the top right hand corner
3. Click on the expenses that you want to add N
to the same group sipdyragad
4. Click “Submit” 26.00c8p
5. The expense group would be sent to your iz
manager and finance approver for review - 305.006sp

8

Groups



t How to get reimbursed

After you submit your first expense group, you will be
asked to add your payment details to get reimbursed.

You will need to complete the payee onboarding process
to make sure you will get paid in a timely manner.

To do so, you can go to your profile and click “Add
payment details”

Hey Jag!
jag.gill+dev@tipalti.com

® Account details

Department
Engineering

Currency
GBP

&7 Payments details

Add payment details

S Developer

& Sign out




t How to create a new expense from a
rejected expense

15:25

Your expense might be rejected because it did not have € DellTechnologies
the right information. Fear not, there is a way to create a R
new expense so you can get reimbursed!

Click on the expense that has been rejected
Review the rejection reason

Click “Duplicate to resubmit”

You will be taken to a screen that has the exact
same information as the expense you initially
submitted. Review the information and adjust
accordingly so you can reimbursed. I

Amount Currency

£300.00 GBP

W=

Category
Home Office Furniture (Temp-Covid)

Description

Duplicate to resubmit




t Managers only: how to approve or reject

expenses

1. Go to the “Approvals” tab

Click on the group you want to review. You will be

shown the list of expenses that are in the expense

group

If the expense information is satisfactory, click Approve

4. If the expense submission is not satisfactory, click on
the individual expense and click reject. You will need to
supply a reason for the rejection.

o

Note: In order for your reports to receive their
reimbursements in the next payroll, managers are expected
to approve the expense groups at least 9 business days
before the payroll date.

12:11 il 4G

& sushi

(1R

Date of purchase
Jan 21,2023

Amount Currency
US$10.40 (£8.39) usD

Employee Meal




t Finance Team only: how to manage &
reimburse

& Support | P
Expenses

This section is for the finance team using

the Tipalti Hub to manage expenses
submitted by their employees, and
reimburse them using Tipalti.

The Expenses tab gives you access to
information about submitted expenses,
including names, submission dates,
direct managers, amounts, statuses and
alerts, and allows you to manage,
approve/reject and reimburse expenses.

Aug08,20224:21PM Sofia Joseph, Aug 08,2022 1501,000,000.00

1501,000,000.00

1501,000,000.00

S

Aug 08, 20224:21PM

Aug 08,2022

eCoeee DD DD ® ]
Ple |z 2 222 222 2 2 2

1501,000,000.00




t Finance Team only: how to manage &
reimburse

Payees
The onboarding process is done by the employee
and includes 3 steps: S
1 . Downloading and insta”ing the Tipalti GENERAL PayeeID 63bc23f6d2e7b867dcd3. Status Active

Default AP accoun t Portaluser Not registered

Expenses on their mobile app.

a. Most users will interact with the app,
however finance team users will
access Expenses in Tipalti Hub.

Signed tipalti TOS No isEmployee @ true #°

CONTACT Type Individual Name Venkateshsub

TAXINFO Tax form status  Submitted manually Submitted date Feb 22,2023

PAYMENT DETAILS Payment method eCheck + More Payment cycle Paid on bill due date

N

Submitting the first expense.
Fill out the bank account details and
personal information in the Profile tab.

=

Note: Employee payees differ from vendor
payees. For employees, the “isEmployee”
We suggest integrating this process into your new field is set to true.

hire onboarding so your employees can get set up

with Tipalti Expenses from the get go.



t Finance Team only: how to manage &
reimburse

London trip Sep, 2022

Expenses 5 expenses, USD 954.60 | Submitted Aug 11,2022

Expenses are always submitted as

A UsD3200
345 Expense groups Rebu Transportation

groups, and a group may include one

. SofisJoseh Ayssavong ! et T tomnsiver e
Sorstoson mug08.2022 ) 0T e [ Pt A 50100000000
Receipt © Approve
or more expenses e
.
108,202 oo oo svon 6P 1500 30 123
Auate 0224210 ot Joseh, Aug 08,2022 SofnJoseh Msavarg worgmamee B SPE@UDE
. . A“ﬁ”” . Sofia Joseph, Aug 08, 2022 f::‘j";’nﬁ";’:mm” :"Vv:f;‘(::;fmw” 1501,000,000.00 Category: Meals
e Expenses ta rovides you with a ‘ . e
Avate 022421PM St Joseph Aug 08,2022 Soisdosesh Asaong 19100000000 © hoorove
ot Jossh Ayssavong I

Senior Software Engineer Engineerng|

list of all expense groups submitted.

Aug08,20224:21PM

& GBPAT300 (USDSSSds)  Nenreimirsic
Sofia Joseph Best Eastern Hotels
Senior Software Engineer

AlyssaYang

Sofia Joseph, Aug 08, 2022 e

1501,00000000

Category: Transpartation
Aug08,20224:21PM

o e e e e e e e e e e @

8
8
8
8
8
8
ot Joseh g s
8
8
8
8
8
8

Sofia Joseph, Aug 08, 2022 Serior Software Engineer Engineering Manager 95460
Receipt @ Approve
g8 202221 P10 SofiaJosesh At i
Sofia Joseph, Aug 08, 2022 Serior Software Engineer Engineering Manager il
Augo8 202242100 Sl e T . R —
N t . E - o Joseph Aug 08,2022 SeiorStoes s Ernetvgstoser 095460 - Moreactons | [ Agprove i)
ote. EXpense groups are create ,
p E S Joseghy Mg 08,2022 SeniorSoftware Engincer Engincering Manager e
2 g 0 Aug08,2022 4:21PM o et A GR35 Sofia Joseph AlyssaYang R
Aug08,2022421PM o Joseph, Aug 08,2022 Sobaloseph 095460
. .
EXpel 1ses submitted tOg ether will be e R T

grouped and paid in a single payment.
You can view the details of a specific
group by clicking on it.



t Finance Team only: how to manage &
reimburse

The expense group can have various statuses, including:

Pending Approval: the group is awaiting approval on the expenses
included in it.

Pending Settlement: settlement for the expense group is still pending.
Processing Settlement: payment of the expense group is currently being
processed.

Settled: payment of the group is completed.

Settlement Failed: payment to the employee failed. Failures may result
from missing bank account details, insufficient funds in the payer's
account, etc.

Rejected: all expenses in the group were rejected.



t Finance Team only: how to manage &

reimburse
e To approve or reject expenses:
e (o to the Expenses tab.
e Click on the relevant expense group.
e From the right-side panel, click Approve to approve

the expense.
OR

e If you want to reject the expense, click on the 3 dots
menu and click “Reject”. You must provide a reason to
complete the rejection process.

Once you are done approving/rejecting all the expenses in
the group, a summary of the reimbursement breakdown and
its violations (if applicable) will be displayed for your
acknowledgment.

London trip Sep, 2022

]

cccccc USD 954.60 | Submitted Aug 11, 2022

USD 32.00
Rebu Transportation

GBP 15.00 (USD 18.21)
The Yummy Restaurant

GBP 473.00 (USD 555.46)  Non-reimbursable
Best Eastern Hotels

~ More actions | | Avproveai@




t Finance Team only: how to manage &

reimburse

1. Go to the Expenses tab.

2. Click on the filter and choose “Pending
Settlement”. The screen refreshes to display only
groups that have a reimbursable component and
are pending settlement.

3. Choose the expense groups you want to settle by
checking their checkbox.

4. Click Settle. The expense groups’ statuses change
to “Processing Settlement,” and a new payment
batch is created with all the selected group
expenses.

5. To track the status of the payment batch, go to

Payments > Payment History and search for the
relevant group name and timestamp.

Expenses

¥ Add Filter

52 Expense groups | USD 59,177.00

(m]

(]

]

(m]

[m]

Aug 08, 2022 4:21 PM

Aug 08, 2022 4:21 PM

Aug 08, 2022 4:21 PM

Aug 08, 2022 4:21 PM

Aug 08, 2022 4:21 PM

Aug 08, 2022 4:21 PM

Status: Pending settlement ~

Expense group

Sofia Joseph, Aug 08, 2022

a Joseph, Aug 08, 2022

a Joseph, Aug 08, 2022

a Joseph, Aug 08, 2022

a Joseph, Aug 08, 2022

a Joseph, Aug 08, 2022

Employee

ﬂ Sofia Joseph | Senior Software Engineer

ﬁ Sofia Jose
) sofalose
g Sofia Jose
ﬂ Sofia Jose
ﬁ Sofia Jose

ph | Senior Software Engineer

ph | S

ph|s

eeeee

eeeee

ph | Senior Software Engineer

ph | Senior Software Engineer




t Finance Team only: how to manage &
reimburse

Venkatesh New Submiter, Feb 15,2023 Reimbursement Failed .
1 Expense, GEP 59.98 | Submitted Feb 15, 2023
Payment failures may result from missing bank account details, i o
insufficient funds in the payer's account, etc. If an expense
group’s settlement fails, the Finance team should resolve the e
issue and retry the settlement. To do so, you can access the e s
‘Payments” tab on the menu bar and look for the payment. G et L s
To retry a settlement: (=) Recept
1. Go to the Expenses tab.
2. Click on the filter and choose “Settlement Failed”. The Marices pending settiement
screen refreshes to display the list of expense groups
that have failed settlements. Note: The expense group’s status changes to
3. Click on one of the groups to view the group details. “Pending Settlement’, and the group is ready to be
4. Click Mark group as pending settlement on the added to a payment batch again. See Reimburse your

Employees for details on how to complete the

expense group details.
settlement.


https://docs.google.com/document/d/1Y3PacBxSteGB0mY2egVVJacxE115ZDHHTIuQg9-8-Jw/edit#heading=h.79k2e8delh1m
https://docs.google.com/document/d/1Y3PacBxSteGB0mY2egVVJacxE115ZDHHTIuQg9-8-Jw/edit#heading=h.79k2e8delh1m

