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Create expense
report
No pending expenses

Pending expenses
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king for yourseff

Customize the
expense report
name, and If
needed the
reason for the

exXpense
(a short (I
explanation for
your
supervisor).

Create expense report

Expense report name

January 2025




HOME APPROVAL ARRANGER TRAVEL MORE... Q) C@ P24 ::;“’e'“;"fﬁey v

@ = Lisk '~ + Add expense Expense box

Taxes Authorized Reported

To create your
expense line, click
On “Add EXpense” ~ Approval and history
to add expenses to
this report. You can Noiexpense:ing . Anomalies
also drag and drop | B

\ v
\ #TRSNAT

r ~ A At avrvamea! Modnm # a2 vt ir avranceas v e rarmare
Click the 'Add expense' button to add your expen ) DOr

~ Compliancy issues

a receipt.

v

i)
To create a new expense, you can also drag and drop your receipt here or

Upload receipt

Tip: you can also drop your receipt in the list view when there are expenses
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Select expense type

O\ Search

Favorites

Subsistence

Breakfast

@ Dinner

ARRANGER

TRAVEL

MORE...

@ L

[ () J
=

Choose your
expense type.
Add favorite
expense types
by clicking on the
star next to the
expense icon.
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Expense line

ANY Business
ANY Address
Paris, France

@ Meal Change type SALE

01022025 05:32 PN
BATCH #:04F06

APPR #:FBRZE

TRACE #. 9

CASH

i

Required | Next, add information

SUBTOTAL: €55.00

Location L) concerning your

TOTAL:

Paris (PAR), Paris, lle-de-France Region, France r1p: expense, and if you
Start Date e ' haven't already, add a
receipt.

APPROVED
THANK You
CUSTOMER COPY

Amount

61.60|

[temize Confirm and new
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3 January2025(2) Z ~

L] N#  Expense

] 1 @ Meal
& January 2, 2025 — January 2, 2025

@ Paris (PAR), Paris, ile-de-France Region, France

e Image receipt

] 2 Breakfast
& February 2, 2025
@ Paris (PAR), Paris, lle-de-France Region, France
e Image receipt

ARRANGER

TRAVEL

MORE...

&

0.00 EUR

0.00 EUR

:= List

@ L[5 &
v -I-Addexpe

Authorized

61.60 EUR

Your expense line is now
13.44 EUR ]
created. You can then
add another expense
line by clicking on Add

Expense. Or, you can
submit your expense,
duplicate it or see further
Information concerning
the expense.
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3 January2025(2) Z ~ Actions ~ {3 = List v + Ad
B nz Expense Taxes Authorized
= @ Meal VAT 0.00 EUR 61.60 EUR

&2 January 2, 2025 — January 2, 2025 Tax benefit -

@ Paris (PAR), Paris, ile-de-France Region, France
e Image receipt

[ @ Breakfast VAT 0.00 EUR 13.44 EUR
ey - Select the

@ Paris (PAR), Paris, lle-de-France Region, France

&4 Image receipt eXpe n SeS to

add to your
claim.
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Taxes Authorized Reported
VAT 0.00 EUR 61.60 EUR 61.60 EUR
2, 2025 Tax benefit
ance Region, France
~ Summary
VA 0.00 EUR 13.44 EUR 13.44 EUR STRENER
Select the
ance Region, France A viewPDF

expenses to

add to your
claim.

“ Approval and history

raft

v Anomalies

~ Compliancy issues

Reported amount

7504 EUR

Reimbursable amount

= G

J Duplicate
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Actions v & g N + Add expense Expense box

Taxes Authorized Reported
VAT 0.00 EUR 61.60 EUR 61.60 EUR
2, 2025 Tax benefit -
ance Region, France
y g < Summary
3y VAT 0.00 EUR 13.44 EUR 13.44 EUR 4785068
Submit, your e
) ance Region, France A View PDE

expense B

Yr=Fr

report will then —
S U b m Itte d fO r v Compliancy issues
approval.

Reported amount

7504 EUR

Reimbursable amount

75 Jd EUR

@ Duplicate




Ui AFFRUVAL

:January 2025 (2)

ursable amount

You can then
confirm the
submission of
your expense
report.

ARRANGER I RAVEL MIURE...

Confirm Submission Cancel

w "“'E] '-;—‘ Working for yourself s

Reimbursable amount

75.04 EUR

75.04 EUR
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y ©LE s v Expense box
You will then

List Reported

be brought o
back to the ) i
expense — s
page. SP————
Expenses can No expense line
be viewed In a
list view, week &
VIEW OF MONth e

Upload receipt

| |
VI er ip: you can also drop your receipt in the list view when there are expenses

v Anomalies

Click the 'Add expense' button to add your expenses to this report

v Compliancy issues
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3 January 2025(3) # ~

Sunday

Breakfast - 13.44 EUR

10

17

24

Monday

HOUOME

11

12

25

APPRUVAL ARHAMNGER
February 2025 L4
Tuesday Wednesday
5
12
19
5

5

TRAVEL
Today
Thursday
B
132
20
27

MORE... ®@
Month  ~
Friday
Fl
14
21
28

Lq ¢

+  Add ex

15

22

Any expenses
waiting
approval will

be shown In

grey on the
month view or

week view.
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{3 = List v

Expense box

Taxes List Reported

The Expense
Box will
provide you a ~
VleW Of a” v ﬁiigovalandhistory
received, -
rejected or e
deleted v

| W

eX p e n S e S reate a new expense, you can also drag and drop your receipt here or
]

Upload receipt

1

No expense line v Anomalies

Click the 'Add expense' button to add v

ip: you can also drop your receipt in the list view when there are expenses



January 2025 (2) X

By clicking on
the arrow next .

to Summary, e
you can view
further details i
about on your sl e
expense report
or even view a e i
PDF version of

the report.
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Approval and history X Expense box

uesday

Expense report status Draft

The information DAt

Level 1: Waiting for the previous level #

7R5068
/S OIJ0V0

Mr Verncn BEAR

under approval e
and history will

< Approval and history
Draft
Accounting status: Draft
¥ Anomalies

let you see the
status of your

History
v Compliancy issues

expense report. oot asuias
75.04 EUR

Reimbursable amount
@ Duplicate




February 2025 < > Today Month v + Add expense Expense box

uesday Wednesday Thursday Friday Saturday

u
a

If there are any

¥ Approval and history
Draft

w
(+]
-
wm

ISsues, such as —
missing receipt ——

19 20 21 22
Reported amount
75.04 EUR
Reimbursable amount
2 27 28 s
@ Duplicate
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1 issue found X Expense box

If there Is any |
anOmaly, a red Missing information (Blocking)
number will ...
appear next to “ ‘
anomaly, and
by clicking on @
the arrow, the
detalls of the
anomaly will be
detalled.




Click on the
expense icon to
be brought back

rance Region, France

to the expense
line detalls, [EESEE.

where you can

add a receipt...

=  History details
=l Move to

iy Delete

Duplicate

No receipt

Add my receipt

VAT on Receipt

Confirm and new




..or click on the
three dots,
where you can
then see the

No receipt

history of the
expense line,
move It, or
delete the

2 Move to

expense line.

I Delete




€@®» MrVernon BEAR 5 Powered by Neo
OME APPROVAL ARRANGER TRAVEL MORE... @ C@ L N\ Working for yourseff -

Actions v & g N + Add expense Expense box

Taxes Authorized Reported
VAT 0.00 EUR 61.60 EUR 61.60 EUR
2, 2025 Tax benefit -
ance Region, France
y g < Summary
y VAT 0.00 EUR 13.44 EUR 13.44 EUR 4785068
Submit, your e
) ance Region, France A View PDE

expense soprtonsison

Yr=Fr

report will then P
submitted for < Gorem
approval.

Reported amount

7504 EUR

Reimbursable amount

75 Jd EUR

@ Duplicate




After clicking
on “Submit”
you can then

:January 2025 (2)

ursable amount

75.04 EUR

view the
reported

amount and
reimbursable
amount, then
confirm or
cancel.

Confirm Submission

Reimbursable amoun t

75.04 EUR




3 January2025(2) Z ~ February 2025 < > Today B Month ~

Sunday Monday Tuesday Wednesday Thursday Friday at YO u r eX p e n S e

HOME APPROVAL ARRANGER TRAVEL MORE...

will now
appear on the
calendar or list
view In black.
If you need to

modify It
again, click
directly on the
icon.
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This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT).
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