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Overview

Corpay Complete is the name for the software / platform / apps (similar to AP Gateway,
ExpenseTrack, iConnectData) for comprehensive spend management. The Expense Module in
Corpay Complete offers users of Corpay Complete the ability to create and edit expense items
for non-card transactions. It also allows users to create, edit, and submit expense reports for

card and non-card transactions.

Expense Module — Web App

How to Access Expense Module

To access Expense Module in Corpay Complete,

1. Log in to Corpay Complete.

2. Select the Expenses menu item from the left-side navigation pane.
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How to Create an Expense ltem for Non-Card Transactions

Creating an Expense Item

1. Log in to Corpay Complete.

2. Select the Expenses menu item from the left-side navigation pane.

3. On the Expenses tab, click + Create Expense Item.

Expenses Expense Reports External Accounts  Pay Reimbursements  Policies  Recelpt | Expense Report Help

Unsubmitted AI\Exp(»ns,‘s\l lTj rl'] v

{ 8 Bulk Action= ] [ § Quick Filters~ =+ Create Expense Hom

4. Complete the fields on Create a New Expense Item page including required fields such

us Upload a Receipt and Description, and then click the Create Expense Item button.

IMPORTANT

If you wish to save the expense item as a draft, complete the fields on the Create a
New Expense Item page and then click the Save Draft button. The expense will be

assigned a status of Draft..

O
Create a New Expense Item
[
Lrpayes Py’
Expuras Pam Type”
— [ ]
® —
[ =%
DROP FILE HERE a
£ FLOAD RICLIFT i
[ ] P Gl e T g e L e L
+ -
[ 2 s e )| S
Covcrgtion”
) =) =
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¢ Once you create the new expense item, you will receive a popup message confirming
the creation of the expense item. The expense item will be assigned a status of New.

You may repeat steps 1 — 4 to create additional expense items as applicable.

As applicable, select the corresponding action to view, edit, or delete the expense item under

the Actions column on the Expenses tab.

Expenses Expense Reporis  Extemnal Accounts Pay Expenses  Policies  Recelpt

[ = Bulk Action~ ] [ & Quick Filters= ] + Create Exponse ftem All Expensos ] th
B
chant Date + WViodatuors. B et o

O Numbe e

Total Amount Catagory Status @

Racuired Fmcaipt Astackad Exsansa Fngort 8 Pobey

BO669 manual nonrelr  03/19/2024 $100.00 Akfine NEW No

0O O

66672 Test Merchant | 03/15/2024 $1.00 General NEW No You Test policy ®

IMPORTANT

**Please note that Expense Reports need to be created for an Expense ltem.

Editing an Expense Item

1. Log in to Corpay Complete.

2. Select the Expenses menu item from the left-side navigation pane.
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3. Under the Expenses tab, select Unsubmitted to filter all the expense items that are not yet

attached to an Expense Report. This action lets you view only the expense items not yet

submitted in an Expense Report.

Expenses | Expense Reports External Accounts Pay Expenses Policles Recelpt

[ == Bulk Action~ J [ & Quick Filters~ J <4 Create Expense Item (Unsubmined All Expenses)

4. From the Nonreimbursable column, select Nonreimbursable option (see the note below

for definition) from the dropdown to further filter card-expense related expense items.

e “Reimbursable’ expenses are those that were paid for out of pocket, with either cash or
card, that the company will pay back to the person submitting the expense.

o “Non-Reimbursable’ expenses are expenses that were paid with a Corpay card and

will automatically appear in the Expenses tab.

Expenses Expense Reports External Accounts Pay Expenses Policles Recelpt

[ &8 Buk Action~ ] [ § Quick Filters= ] (un;ubm.md

@  Violations Receipt Required Receipt Attached Expense Report # ¥ Policy

B v v biana : T
N Yes No t+ Test policy
N Yes Yes Test policy




IMPORTANT

If the Nonreimbursable column is not showing on your screen, expand the columns

list on the right side of the grid and select Nonreimbursable from the available

options.

Receipt Attached

Expense Report #

ER-10500

ER-10501

ER-10479

ER-10467

ER-10468

ER-10469

Policy Actions
b 4
immediately @ g
immediately = @
immediately L0 &
immediately @ g
immediately ®© £
immediately | @ g

EO00PEE00E0E0ORE
EESEEEERERERENN-B 8-

0]

o

ECh.
Actions

Category

Employee
Expense Report #
ID

Item Type
Merchant
Nonreimbursable
Number

PO Number

PO Open Bal
Policy

Curmrency Code
Date

10V I

wnjog

su

5. As applicable, resolve any policy violations marked by the yellow exclamation mark ()

icon under the Violations column. This can be done either by clicking on the yellow

exclamation mark (

) icon, or, by selecting the Edit (/) icon to open the expense item

for editing.
Emmn" Expanse Reports”  External Accounts  Pay Relmbursements  Policles  Recelpt () Expense Report Help
[5 Bulk Action= J [ & Quick Filters~ ] + Creats Expense ltem .-'AIIEx[_p_»f\.‘_-._"_-\II '—T—' lﬁ ?
J
O  Expenses Msrchant Dats + Total Amount Catagory Status @ | Viclations (¥ Recaipt Attached Expenas Report # Policy Actions
T T T T o - v o T T 7

O es823 VIOLATION | 03/04/2024 $100.00 | Ailine e Mo Test policy ® @70

O eszs Uber $9500 General NEW Yes Test policy ® o0

O esers Tes 10000 | Allin NEW No B Test policy @ LM |

=

IMPORTANT

All expenses flagged for a violation per company policy (e.g., a missing receipt, a

missing category) need to be edited and resolved before they are submitted for

approval. Do this for each Expense item where there is a violation.




How to Create an Expense Report

Create a New Expense Report

1. Log in to Corpay Complete.

2. Select the Expenses menu item from the left-side navigation pane.
3. Under the Expenses tab, on the Expenses grid, select the applicable expense item(s) to
submit for approval.

4. Select the Bulk Action dropdown menu.

= Bulk Action~ [ § Quick A

Create Expense Report A
Add to Existing Expense Report B

A. Create Expense Report:

o Select Create Expense Report from the Bulk Action dropdown menu.

o From the Expense Report Details page, click on Submit Report.

Exponse Reports  Expense Report Detals

ER-101865 ) new

Expense Reportinfo Gl Impact  Payment Methodk /
©

Submer Poicy  Apine- CA
TexAmout $000
Tow 097 corpaycom Baatie Amt $000

Curency Code _UsD Subsdary  Honeycomt Duscription _Test
——— —

IMPORTANT

A success message will appear showing the successful creation of a new Expense
Report initiating an approval workflow.

@ Approval Workflow X

Migrati

Annroval warkflow ctartad
Approval workiow staried
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B. Add to Existing Expense Report

Follow the steps in the next section, “Adding Expense Items to an Existing Expense Report” if

the Expense Item is to be added to an already existing Expense Report.

Adding Expense Items to an Existing Expense Report

To add the expense item to an existing Expense Report and submit the updated Expense

Report for approval,

1.

2.

Log in to Corpay Complete.

Select the Expenses menu item from the left-side navigation pane.
Under the Expenses tab, on the Expenses grid, select the applicable item(s) to submit
for approval.
Select Add to Existing Expense Report from the Bulk Action dropdown menu.
On the Add to Existing Expense Report screen, you have the option to either
A. Select an Existing Report

o Select the applicable expense report from the Existing Report and click Add.

Add to Existing Expense Report

Selected Expense Ntems
Noamiter Merchant Statia Total Amourt Trarmaction Date

TTeATAED UVBER TR NEW $IT4A8 O2/2T2004

Select An Existing Expense Report 1
®  ERI0SS51 NEW WIS204 34313

1704840 CXTIIM UBER TP s
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o A success message will appear confirming the successful addition of the

expense item to the expense report.

PrC@Succm

D"

IMPORTANT

# column. New expense reports are automatically assigned a status of Draft.

Each expense item will include a link to the expense report in the Expense Report

Number Merchant Status Category Date Total Amount < Currency Code
o
NEW~ x
534 NEW Office Expe... 12/27/2023 $2077 USD
534 NEW Office Expe... 12/27/2023 $2078 USD
633 NEW Office Expe... 122772023 $2000 USD

SINGLE_EX...

SINGLE_EX...

SINGLE_EX...

“  Expense Report# -

test p...

testp...

testp...

ER-10203

ER-10203

ER-10203

Submitter - Empioyse  Violations~

B. Create a New Expense Report.

Follow the steps in the section, “Create a New Expense Report” to create a new

Expense Report.

IMPORTANT

**Please note that the Expense Report to which you added an Expense Item needs to be

submitted for approval.

Submitting Expense Reports

To submit an Expense Report for approval,




1. Log in to Corpay Complete.

2. Select the Expenses menu item from the left-side navigation pane.

3. Navigate to the Expense Reports tab and select the applicable Expense Report from

the list.
Expenses External Accounts  Pay Expenses  Policles  Recelpt
[ =S Bulk Action~ ] [ § Quick Filters~ ] [Unsubmitted Pending
O | Expense # Employee Date ¥ Submit Date Amount Status ¥
> : ¢ ) ¢ Y Y AL v
O | Er10225 Card Holder Two 03/13/2024 03/13/2024 $105.00 PENDING
O | er10226 Card Holder Two 03/13/2024 03/13/2024 $46.50 NEW

4. On the Expense Report Details page, review the Expense Report, edit as applicable,

and click Submit Reporrt.

Expense Reports = Expense Report Details

ER-101865 () neEw

(o) (o) () D D

Expense ReportInfo  GLImpact  Payment Methods /

Employee Submitter Policy Alpine- CA
] Tax Amount  $0.00
Total  $097 corpay.com Billable Amt  $0.00
Cumency Code  USD Subsidiary Honeycomb Description  Test

o A confirmation message will be displayed in the upper right corner of the screen and the

expense report status will change to Pending.

(i) Approval Workflow X

Approval workflow started

Expense Reports = Expense Report Details

ER-10190 (@Messaga][@ﬁm][{’mmomsm)
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IMPORTANT

For an Expense Report with the status of Pending that awaits approval, the user may check

the status within the Expense Report Details page, under the Approval Workflow tab.

2’ APPROVAL WORKFLOW
Rejected
Approval Steps Last Updated Date  Approved Date Date Approvers Status
Expense Approver

Employee 03/19/2024 6:12 03/19/2024 6:12 approver@corpay.com m ®
manager PM PDT PM PDT

o
Accounting <

> 03/19/2024 6:12 Accounting (+1

team Approval o4 oy Others) «<»
(2 Total) ®

Splitting Expenses

The Split Expense feature in Corpay Complete helps users to allocate/split expenses between
expense categories, departments, locations, business units, or projects. Expenses can also be
split between metadata/dynamic coding fields. Users may split expenses when creating a new

expense item or editing an existing expense item.

IMPORTANT

Please note that the company setting needs to be turned on for Split Expense features to be

active.

Follow the steps below to allocate your expenses when creating a new Expense Item.

1. Login to Corpay Complete.

10
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2. Select the Expenses menu item from the left-side navigation pane. Under the

Expenses tab, select the +Create Expense Item button.

Corpay”
<
Dashboard | Expenses™ |Expense Reports™  Pay Relmbursements  Policie)
B Dashboard
- | ([ — @
#% Vendors
O Experser Marchant Date +
#8 Purchase Orders
A v
@ Accruals
o 70202 MACYS.COM 06/06/2024
@ your request
a 70203 SEARS 06/05/2024
B invoices
(=] 70204 NAPA
£° Credit Memo
(= T RET CANTINA
B Expenses™
O 7o RET HOMEDEPOTCOM
Paymants
O ess7 Test march ew axp
¥ Receiving
O emo Test MerchantCard416 04/15/2024
B8 cards
a 67133 Test48 04/08/2024
[

3. Complete the fields on Create a New Expense Item page.

IMPORTANT

Under the Expense Allocation section, you have two options to split an expense.

a. Complete the fields in the Expense Allocation section and click on the Split

Expenses button.

Create a New Expense Item”

sl | Rkt m

Hanng Admin

Expento Item Type'

el

Marchant” Date’
12/01/2024 )
Orep file here
or Cumency Total Amount®
i usD§

For Reimbursement? ®

Description”

Exponse Allocation

N

( spit Expense
Siniraia e’

* AdilErpens Cancel J ERNLIR]  Crects Expunse nem




i.  When Coding field is filled out in the Create a New Expense Item
page, the Split Expense window appears with prepopulated coding info

from the previous page.

Split Expense

Expense Amount Number of Splits Remaining Amount
$100.00 1 $0 (0%)
Add Allocation
Category Department Location Business Unit Project Amount Percentage
ﬂ Travel- Misc ~  Sales ~  Los Angeles, CA ~  Business Unit ~ | Project name v $100.00 100%
<+ Add Split

Ca nce'

ii.  As applicable, add more allocation items by selecting the + Add Split

button. When done, click Save.

b. Click on the Split Expense button without completing the fields in the Expense

Allocation section.

Create a New Expense Item®

i i m

Emplayee Policy”

Hanna Admin Test policy

Expense Item Type"

@ @ Single Expense

Merchant' Date”
Test Merchant 09/19/2024 ()
Drop file hers
T O P S N ey PN e P ey S
Expense Allocation
Category” Project
Select
Department Location
Select Selact

‘Additional Coding Fields

Select One
(o)
= Se) ——

12



i.  The Split Expense modal appears with an empty and editable row.

Split Expense 8

Expense Amount Number of Splits Remaining Amount
$100.00 1 $0.00 (0.00)%
Add Allocation
Category” Department Location Amount” Percentage*
W select. Select Select $ 100 100 %

+ Add Split

B

ii.  As applicable, add more allocation items by selecting the + Add Split

button. When done, click Save.

Split Expense

Expense Amount Number of Splits

$100.00 2

Remaining Amount

$0.00 (0%)
Add Allocation

Categary Department Location Business Unit Project At Purcentage

T | Treeek Mise v | Sales w | Lot Angeles, CA v Business Unit ~  Project name w $50.00 0%

[¥] Sclact One v Sslect Ona v Seloct Locatio v Selkect Ove v Sekect One v 350.00 50%

i ‘ﬂ@ + Add Sglit
Category 2
Category 3

(o) D

13




IMPORTANT

- The Create Expense Item page will now display the updated Expense Allocation
information in a tabular format.
- As applicable, you may edit the expense allocation by clicking on Edit Split at the

bottom of the screen.

- Once done, select Create Expense Iltem.

|Corpay* 2 Sample a

Create a New Expense Item

Lmphayee Potiey *
A~ - v
 Acasle Expanss Rem Type*
© vour o v
B et @ Merchant Dt
£ Crodt Mornon VN
Expenaee Cumrancy Total Amount tan)® Tan Amoant Tax Code (optiona
N Payrent $usD v 00 v
¥ Rocsiving Esperse Beport
B For Reimbursatie? @
) Cade P Enper vo Hegort ~
B Budges Dessripties
3, Subeidurie Upload Rucenpt e
Wl e
| — Fupense Allocation
0 Adabuisbtion Category Departmert Location Busness Uit Project Abocation
“te Sales Los Angeses, CA Busress Unt Progect Nema $50.00 J S0
Proguct Lon Angetes, CA Butrets Unt Project Nare $50.00 / 50%

Total $100.00% / 100%

Edit Spiit \

e o

IMPORTANT

The Split Expense feature allows you to also edit expense allocations on an already created
Expense Item. Follow the steps below to edit expense allocations on an already created
Expense Item.




1. From the Expenses tab, Expense grid, select the Expense Item you wish to edit. The
Expense Item Details page displays all Expense Allocation Information. Click on the

Edit Expense Item button at the top right-hand corner of the screen.

Expensa items  Expense tem Datalls

68157 ) NEW |

Merchamt  Tast murchant Sor new aspenia item detul myoul
Poley  Taet policy
Currency Code  USD
e Type  SINGLE_EXPENSE e
Submitter  lordsn Admin
Submitted O Date  08/01/202¢ @
Fot Reimbursement?  Yes
Transaction Dwte  CS/01/2004
Dxpenes Amount  $350.

00
L g b B ORFUEHERE g g e

(® Expense Allocation ~
Category Department Location Businets Unit Project Allocation
citigory rame Dagaseteant rame City, State Busewss Unit rame N of Project £3500 / 15%
category rame Department rame Ciny, State Business Unit name Name of Project $26.00 / 20%
catagory rame Do tmmant rame City, State Busirsss Unit rame e of Projict £35.00 / 5%
category rame Dopartment name Ciey, State Business Unit name HNome of Project 2000 / 28%
catagory rame Depsetmant rama Ciny, State Busminass Unit name Nume of Project 835,00 / 25%
Total $100.00% / 100%

2. On the Edit Expense Item page, click on the Edit Split button at the bottom of the

page.

Edit Expense ltem

(=)

(L POLICY VIOLATION SUMMARY
Rocolpt required for axpenses aver USD 1
Recolpt required for Categony: Airine
| Employes’ Policy”
Hanna Admin Test policy
— Expense em Type®
N — j:) = a Single Expanse = Py
- o el i A Gl At [Pras P ittt L et i B
a
Expense Allocation
Catogory Dapartmartt Location Asioeation
Gonaral 10-Revenue $80.00 / BO.00%
Gonaral 30 Produst $10.00 / 10.00%
Alling 40-HR $10.00 / 10.00%
Totsl  $100.00 / 100.00%

) —— (==




3. When the Split Expense modal appears, complete the Expense Allocation edits as

applicable.

IMPORTANT

Expense Allocations can also be edited from the Expense Report Details page.

1. Click on the pencil icon corresponding to an expense allocation for a given

Expense Item.

Expense Reports = Expense Report Detalls

ER-10523 7 () NEW

Expense Report Info  GL Impact

Expense Report # ER-10523

Employee
Total

Hanna Admin
$100.00
UsD
09/19/2024

Currency Code
Date

4 EXPENSES

Date

O Receipt Expense #

O 3 88248 09/19/2024
Expense Allocation

Category

General

General

General

Submitter

Subsidiary

Merchant

Test Merchant

[ & Message ] [ ) Print J [ £ Paid Outside J / Edit Report Submit Report

Payment Methods

Hanna Admin - Policy Test policy
hanna.alemu+ad Tax Amount  $0.00
min@corpay.com Billable Amt  $0.00
Corpay Complete Description  Test Description
For Reimbursement?  Yes
<= Add Expense
Description Total
Test Description $100.00 & A

Allocation

60% / $60.00

20% / $20.00

20% / $20.00

16



2. Update the fields as applicable and click on the Split Expense button.

Edit 88248 X

Marchant

Test Merchant

PO# Date
%o 09/19/2024 B
Tax Total
100
Description’

Test Description

~

3. On the Split Expense modal, update the fields or Add Split as appropriate and

click Save.
4 x
Split Expense
Eapense Amount Mumber of Splits Resmaining Amewsnt
$100.00 3 £0.00 (0.001%
Add Allocation
Category” Amount Percentage
m Ganaral $ 6O 60 %
| Genaral $ 20 20 %
w Ganaral $ 20 20 %
~
(]

17



Resolving Policy Violations

To resolve violations related to expense items,

1. Login to Corpay Complete.

2. Select the Expenses menu item from the left-side navigation pane.
3. Under the Expenses tab, select Unsubmitted to filter all the expense items that are not yet
attached to an Expense Report. This action lets you view only the expense items not yet

submitted in an Expense Report.

Expenses | Expense Reports External Accounts Pay Expenses Policles Recelpt

[ == Bulk Action~ ] [ § Quick Filters~ ] -+ Create Expense Item (Unsubmitted All Expenses)

4. From the Nonreimbursable column, select Nonreimbursable option.

Expenses Expense Reports External Accounts Pay Expenses Policles Receipt

0 Viclations 1 Receipt Required Receipt Attached Expense Report 8 ¥ Policy Noresmbursabie T Actions

- -
v v v biank Y Y Nofvreimburs: v

N Yes NoO t'. Test policy

N Yes Yes Test policy

(88 msccon- ] (4 quexraas- ] (irives | wiooenses ) @ & g

5. Optionally, filter the Violations column by ‘Has Violations’ to see expenses only with

violations per company policy.

18
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IMPORTANT

All expenses flagged for a violation per company policy (e.g., a missing receipt, a missing
category) need to be resolved before they are submitted for approval. Do this for each
Expense item where there is a violation.

Category Status © Violations 7 Recet P.J
v v
General }“ dS “t’ ) f ~_!‘\ 1ons r(““'
No Violations

General &), "Yes
General NEW Yoo
General NEW Yes
General NEW NO

6. Click on the yellow exclamation mark (

) icon to edit the expense item to resolve the

violation(s). Alternatively, you may select the Edit (i ) icon to open the expense item for

editing.

IEmnau Expense Reports  External Accounts  Pay Expenses  Policies  Recelpt

[ . Bulk Action~ ] [ & Quick Filters~ J ‘ Unsubmitted I Al Emrn«m?l LI" I'l‘.l
Total Amount Category Status @ Violations Receipt Requined Receipt Attached Expense Report # T Policy Nonreimbursable T Actions.
T v v Y Y o
$9500 General NEW Yes No B Test policy ® © 2
$95.00 General { Yes Yes Test policy M ‘..4
$444.00 General NEW Yes Nclt* Test policy @ ® ‘7

19




IMPORTANT

You can Hover over the yellow exclamation mark ( ) icon to view the violation(s).

Category Status @ Violations Receipt Raguined

* Receipt required for expenses over USD 1
¢ Desanption requared Category. General

+ Recmpt requared for Category: General

General NEW Yes

7. On the Edit Expense Item page, upload a receipt or complete any other changes that
caused the violation, as applicable. Once done, click Save.

A. Policy Violation Summary:

Edit Expense Item

( POLICY VIOLATION SUMMARY

Empicyes Policy’

Card Holder Tevwo v Tost pobcy v

Expenee Rom Typa™

DROP FILE HERE T S, 8
Of UPLOAD RECEWPT el = T

Cumrency Tax Code cpons Tax At Cpoons Total Amount’ swecng fam

[




B. Confirmation Message: A confirmation message will appear notifying you of the

successful updates.

Sample In© Ve ‘

IMPORTANT

¢ Resolving all policy violations on the Edit Expense Item page will cause the yellow

exclamation mark ( ) to disappear from the Expenses grid. Violation reason(s) will also

disappear from the hover-over tooltip. If there is any policy violation that still needs to be

addressed, the yellow exclamation mark ( ) will remain on the Expenses grid until the
policy violation is addressed. Resolve all violations.

e If you attempt to save changes on the Edit Expense Item page without completing fields
that are marked with asterisks (*) as required, the field with the missing information will turn
red with a blurb “This field is required.” Complete all required fields to be able to save

changes.

Description®

This field Is required
\ m

21




Approving Expenses

Corpay Complete users with expense approver role can approve expenses using the Approvals

Module. Follow the steps below to approve employee expenses.

1. Log in to Corpay Complete.

2. Select the Approvals menu item from the left-side navigation pane, and select the

Expenses tab.

A
Corpay 9
Hi Dashboard @ E.Q @ % Q 69
I o ‘] 0POs 0 Invoices 2 Expenses 0 Cards 0 Payments 0 Credit Memos
&8 Vendors
8 Purchase Orders 7 ADVANCE FILTERS
@ Accruals
Start Date End Date Date Type
@ your request
mm/dd/yyyy ﬁ im/dd/yyyy 5

g Invoices

0 Vendors

3. On the Expenses screen, complete the fields under the Advanced Filter section, as
applicable, to search or filter the Expense Reports you wish to approve by start and end
date, date type (Expense Report Date or Submit Date), Assigned Queue, Category,

Subsidiaries, and/or Employee.

7/ ADVANCE FILTERS

Start Date End Date Date Type Assigned Queue
mm/dd/fyyyy 6 mm/dd/yyyy 6 W -- select — v

Category Subsidiaries Employee

Hotel

Project Name

e oty Comptets
General

22
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4. Click on the Expense Report hyperlink in the Expense Report # column to view details

of the Expense Report you wish to approve.

[ £ Bulk Action - J [ & Quick Filters ~ J j Y

¢
ExpReport# v, ExpReportDatev Merchant v SubmitDate ~ v Original Currency  Original Amount~  Action . Ei

= L 4
y

0 | Er-10521 08/29/2024  Test Vendor 08/29/2024 f @ (VN x]
-

O | ER10520 08/29/2024  Test Vendor 08/20/2024  ° oMl N x]
-

5. Under the Expense Report Info tab, review details of the Expense Report under the

Expenses section for accuracy. Once done, select the checkbox next to the Expense#,

and click Next.

Expense Report Info  Accounts

Expense Reportd  ER-10521 Submitter Jorcdan Admin - jordan.gaither@corpay.com Policy  Test policy
Employss  lordan Admin Subsidiary  Corpay Complote Tax Amount  $0.00
Totsl 300,00 Bilable At $0.00
Currency Code  USD Deccription  Approval tosting axpansa
Date  06/28/2024 For Reimbursement?  Yes
3 ExPENSES
Selected items will be approved. To reject expense items, deselect them and provide a reason for rejection.
®  Receipt Expense # PO & Date Meorchant Description Original Original Amourt  Total
Currancy
-] = 84399 0B/25/2024 Test Vendor Approval testing expense $300.00 a1 e

Expense Allocation
Category Department Location Allacation

anaral 100% / $300.00

On the Confirm Expense Report window, click on Confirm to proceed with the

approval action.

Confirm Expense Report X

1 Expense Item(s) to be Approved v
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7. You will receive a success message indicating that the Expense ltem(s) for the selected

Expense Report has/have been approved.

(i) Success

Selected Expense ltem(s) have been
successfully approved for ER-105620

8. If you wish to approve multiple Expense Reports at once, select the checkbox next to the

applicable Expense Reports and select Approve from the Bulk Action dropdown.

[ == Bulk Action ~ J

¥ Quick Filters - J

Approve

S |

ER-10521

ER-10520

08/29/2024 Test Vendor

08/29/2024 Test Vendor

Exp Report Date~ Merchant

W

9. Use the Quick Filters dropdown to filter expenses you wish to view by current month,

current year, or current or previous quarter.

[ == Bulk Action ~ ] [ % Quick Filters ~ ]

Exp Report # fov

ER-10521

ER-10520

Clear Filters hdnt +  Submit Date
Reset Grid
This Month
This Year ”
This Quarter Vgndor 08/29/2024
Last Quarter

Vendor 08/29/2024

v
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¢ You can also perform the following actions from the Expenses grid within the Approvals

module:
g ' f i
| =8 Bulk Action ~ 1 L ¥ Quick Filters - y Y
I‘. /I o
f
Exp Report# ~3+ Exp Report Date~  Merchant v SubmitDete ~ v Original Currency  Oviginal Amount~  Action v u
p-
¥ |
(.-"
ER-10521 08/29/2024 Test Vendor 08/29/2024 . Lo Ml x ]
-
ER-10520 08/29/2024 Test Vandor 08/29/2024 \ ® 4 [ x]

Click on the Expense Report hyperlink under the Expense Report # column to
view details of the submitted Expense Report. Alternatively, you can click on the
View icon (@) on the right side of the grid under the Action column.

Send a message to the Expense Report submitter by clicking on the Message
icon (24) on the right side of the grid under the Action column.

Approve an Expense Report by clicking on the Approve icon (%) on the right
side of the grid under the Action column.

Reject an Expense Report by clicking on the Reject icon (0) on the right side of

the grid under the Action column.
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Expense Module — Mobile App

The Corpay Complete mobile app allows users of the Corpay Complete platform to submit
employee expenses. This section describes the steps in the Corpay Complete mobile app to
create and edit an expense item and submit an Expense Report for approval. The process in

this guide is specific to out-of-pocket transactions made using personal cards or cash.

How to Access Expense Module

To access Expense Module in Corpay Complete,
1. Log in to the Corpay Complete mobile app.

2. Tap on the Expense icon from the main navigation at the bottom of the screen.

)

Corpay” 8 =

Good Morning, Admin.

@© rorapprOVAL 0

Purchase Orders

Furchases

EXPENSES 0

CARDS 0

N\

4] @ = © |

© e
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How to Create an Expense ltem for Non-Card Transactions

Creating an Expense Item

To start the Expense Reimbursement process in the Corpay Complete mobile app,

1. Log in to the Corpay Complete mobile app.
2. Tap on the Expense icon from the main navigation at the bottom of the screen.

3. Select Create Expense to create an expense item.

Corpay” & =

Create Expense Expenses Expense Reports

4. From the Create Expense tab, select Create a New Expense Item.

Corpay* & =

Create Expense Expenses Expenie Reports

\ Create a New Expense
Item
3 Instantly

- Mileage 5
., Instantly




5. Onthe Create a New Expense Item screen, complete all the required fields and upload

a receipt as applicable. When done, tap the Create Expense Iltem button.

{Back Create a New Expense Item
o Upload Receipt
Policy”
Select Policies A4
Merchant ™
Date *
13202 =
Y R e R o S g
Select Department "4
Location
Select Location '
SHOW LESS
Create Expense Iltem

e You will receive a popup message confirming that a new Expense Item has been
created.

+ e

.
*x:
2

e

v

Your expense 66836 has been created

IMPORTANT

**Please note that Expense Reports need to be created for Expense Items.
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Editing an Expense Item

1. Log in to the Corpay Complete mobile app.
2. Tap on the Expense icon from the main navigation at the bottom of the screen.
3. Tap on the applicable Expense ltem and swipe left if you wish to edit or delete the

expense item.

c Experne Eaper Experse - L E o Exger
| 1
- s100 = (ED e
66794 Mar 26, 2024 o p24 9 o
Edit Delete
Test2 P LTTrrrT {J e @

4. Alternatively, you may tap the applicable expense item to review and edit from the

Expense Detail screen.

$1.00 = 2 Edit

60314 + pNew - Dec06,2023

Merchant Test
Employee 8 H aA
Policy Sample Policy Test
Project Test 2
Amount $1

Category N/A
Subsidiary Test_sub_m-2
Department Admin
Business Unit N/A

Submit Date Dec 06, 2023
Billable No
Description
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5. Tap on the Edit link at the top of the general info section if you wish to edit a DRAFT

expense. This will bring you to the expense form to make edits.

$1.00 = 2 Edit

ER-101233 « New =+ Dec08,2023

Employee H A

Policy Sample Policy Test
Subsidiary Test_sub_m-2
Estin EUR €0.93

Business Unit N/A

Location N/A

Department Admin

6. You may click Submit to save the expense item or Save Draft from the form.

<Back Manual Expense

o Upload Receipt

Policy *

QA policy123 v
Merchant *
Test

Date”

Jan17-2023 (]

Category *
Dummy v
Currency * Total Amount *

usD v 1

SHOW MORE

. |
{ Save Draft |
Ny o

IMPORTANT

Only DRAFT expenses may be edited.




How to Create an Expense Report

Create a New Expense Report

To create a new Expense Report in the Corpay Complete mobile app,

1. Log in to the Corpay Complete mobile app.

2. Tap on the Expense icon from the main navigation at the bottom of the screen.

3. Taponthe o icon at the bottom of the screen in the Expenses tab.

$500.00 @ D

66834 Mar 28, 2024

o .

ER-10253 C)

= s100 @ D
66794 Mar 26, 2024

Test2 ER-10238 [}

$200 = \
66791 Mar 26,2024

& Q = ©




4. Select Create Expense Report.

Create Expense Report

‘Add to Existing Report

X

5. Select the applicable Expense ltem(s) and tap the Create Expense Report button. You

will receive a popup message confirming that a draft Expense Report has been created.

Select All 2 Selected Cancel

ss00 = (ED

66836 Mar 28,2024

o .

sso0 = (D

68336 Mar 28,2024

o .

Create Expense Report

$:00
{*}
e
SUCCESS!

1 expense reports have been created as drafts. Edit and
submit them when ready to request approval.

Gotit

This completes the workflow for creating a New Expense Report and you may proceed to

Submit the Expense Report you created. Follow the steps below if the Expense Item is to be

added to an already existing Expense Report.
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Adding Expense Items to an Existing Expense Report

Follow the steps below to add an Expense Item to an already Existing Expense Report.

1. Log in to the Corpay Complete mobile app.
2. Tap on the Expense icon from the main navigation at the bottom of the screen.

3. Select Add to Existing Report.

Create Expense Report

Add to Existing Report
X

4. Select the Expense Item(s) you want to add from the list and tap Add to Report.

Select All 2 Selected

$15.00 New

o o 67010 Apr 03,2024
Test3

$10.00 New

° o 67008 Apr 03,2024

Test

Add to Report
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5. Choose the Expense Report to which you want to add the selected Expense Item(s).

Add to Existing Report

~ ER=10651 new

- Mar 28, 2024

Selected Expense Items
Number Transaction Merchant  Total
Date Amount

18154788  03/28/2024 123 Hotel  $50.00

Select Expense Report

6. Tapping an Expense Report from the list will expand the selection to show an overview
of the Expense ltems already linked to that Expense Report. Tap Select Expense

Report to add the selected Expense Item(s) to the report.

Add to Existing Report

@ ER-10651 neEw
$15.0( Mar 28, 2024

Number  Transactio Merchant Total
n Date Amount

18154626 03/28/2024 Test Merc... $15.00

Selected Expense Items

Number Transaction Merchant  Total
Date Amount

18154788  03/28/2024 123 Hotel $50.00

Select Expense Report
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o A success message will appear showing the successful addition of the expense item to

the expense report.

@ Selected expense item successfully
added to ER-10651

—+-

IMPORTANT

Please note that the Expense Report to which you added an Expense ltem needs to be

submitted for approval. Follow the steps below to submit the updated Expense Report for

Approval.

Submitting Expense Reports

To submit an Expense Report for approval,

1. Log in to the Corpay Complete mobile app.

2. Tap on the Expense icon from the main navigation at the bottom of the screen.

3. Tap on the draft Expense Report.

— s100 @ D

66794 Mar 26, 2024

———
Create Lxperse I Experses Laperne Repx

Test 2 ER-10238 [}
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4. From the Expense Reports details screen, edit the draft Expense Report as applicable

and tap Submit.

$2.00 ¢

ER-10254 » « Mar 28, 2024

Employes Admin

Policy Test policy
Subsidiary Corpay Complete
Business Unit N/A

Location N/A

Department

PO#®
Description Test
Tax Amount $0
o Add Expense Item
General

Merchant Description Total

Test Test $2.00

- _—

You will receive a success message confirming that the Expense Report was submitted.

SUCCESS!

Your expense report ER-10228 has been
submitted successfully
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o The Expense Report will show under the Expense Reports tab with the status Pending.

$200 = Admin

ER-10254 Mar 28, 2024

Sl 00 (= Admin

ER-10237 Mar 25,2024

Splitting Expenses
The Split Expense feature in Corpay Complete helps users to allocate/split expenses between

expense categories, departments, locations, business units, or projects.

IMPORTANT

Please note that the company setting needs to be turned on for Split Expense features

to be active.

Follow the steps below to allocate your expenses when creating a new Expense Item via the

Corpay Complete Mobile App.

1. Log in to the Corpay Complete mobile app.

2. Tap on the Expense icon from the main navigation at the bottom of the screen.
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3. Select Create Expense to create an expense item.

Corpay” & =

Create Expense Expenses Expense Reports

4. From the Create Expense tab, select Create a New Expense Item.

Corpay* & =

Expenses Expense Reports

A Create a New Expense
) Item

Instantly

3 Mileage >
Instantly

5. On the Create a New Expense Item screen, complete all the required fields and tap the

+Add Split button under the Expense Allocation section.

{Back Create a New Expense Item

e Upload Receipt

Policy *

Test policy v
Merchant "
Test 2

Bt e PP I D el tniinnndd]
e e

Test description

Billable
Tax Tax Amount
Select Tax W 0
Expense Allocation \. (+ Add Split
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6. As applicable, add more allocation items by selecting the + Add Split button. When

done, click Save All.

Split Expense
Expense Amount $100.00
Number of Splits Remaining Amount
1 $50,00 (50,00%)
Category "
General v
Department
30-Product v
Location
Select Location v
Project
Percent’ Amount
50 50
+ Add Split

Split Expense

Expense Amount $100.00
Number of Splits
3

A Split 2

Category "

General

Department

40-HR

Location

Select Location

Project

Percent”

30

Remaining Amount
$0,00 (0,00%)

Amount

IMPORTANT

You may edit the split expenses by following the steps to edit an expense item.
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Resolving Policy Violations

To resolve violations related to expense items,

1. Log in to the Corpay Complete mobile app.

2. Tap on the Expense icon from the main navigation at the bottom of the screen.

Corpay” 0=
Good Morning, Admin.
Set up mobile Fraud Alerts X

e FOR APPROVAL 0

Purchase Orders
Invoices
Expenses
Payments

Cards

o O ©o o o o

Purchases

EXPENSES 0

©6

CARDS 0

ﬁ.QE‘O‘.

Hormeé

3. Select the Expenses tab to view Corpay card-related expense items.

Corpay® & =

Create Expense Expenses Expense Reports




4. From the list of Expense Items, select the Expense Item with violations that you wish to

view or edit. (See the notes below if you prefer to use the Search or Filter functions to

find a specific Expense Item.)

Expone Report

Corpay” &

Filters

s40000 — @D

65706 Jan 31,2024

a Hotel ABC

$350.00 =

65093 Jan 21,2024

Holiday Resorts ER-10203

IMPORTANT
Please note that processed card transactions will automatically appear in

the Expenses tab under the Expense Menu.

If you wish to search for a specific Expense Item, you may input the Expense Number

[}
) and search for the applicable expense item.

in the Search field (

New Expense Expenses Expense Reports

Filters




5. Selecting the Expense Item brings you to the Expense Details screen with an option to

edit the Expense Item. As applicable, resolve any policy violations listed at the bottom of

the Expense Details screen.

$5.00 @ 2 Edit

66836 - New -+ Mar28,2024

Merchant Test

6 Admin
Test policy
Amount $5

Category General
Mar 28, 2024
N/A

Billable No

De iption Test

Policy Violations and Notes
Receipt required for expenses over $1

Receipt required for Category: General

6. On the Edit Expense Item screen, complete all the required fields and upload a receipt

as needed. When done, tap Save.

<Back Edit Expense Item
° Upload Receipt \
o ®
Card policy v
Test Merchant

Mar-28-2024 B8
.
Categery

Meals e

usb v 15.00

SHOW MORE
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e You will receive a popup message confirming that your updates are saved.

@

Your expense has been updated.

( Gotit
\

Approving Expenses

Corpay Complete users with the expense approver role can approve expenses using the

Approvals Module. Follow the steps below to approve employee expenses.

1. Log in to the Corpay Complete mobile app.

2. Tap on the Approvals icon from the main navigation at the bottom of the screen.

Corpay” =)

Il

Good Afternocon, Hanna,

e FOR APPROVAL 2

G ovenses 0

@ CARDS 0




3. Tap on the Expense Report you wish to approve.

4. From the Expense Reports details screen, select the Expense Report you wish to

approve and tap Next.

Corpay” =

$300.00

ER-10521 Aug 29, 2024

$300.00

ER-10520 Aug 29, 2024

POs Invoices Payments Expenses Cards

$300.00 D

ER-10521 . DUE Aug 29, 2024

Employee Jordan Admin

Period N/A

Policy Test policy

Po No,

Description Approval testing expense
Billable Amount $0.00

Tax Amount $0.00

Expense Items (1)

To reject expense items, deselect and provide a reason
for rejection.

Merchant  Description Total  Receipt
Approval

Test Vendor Testing $300.00 [_:'] v
Expense

Approval Workflow

09/20/2024 Hanna Admin Pending '
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5. Select Confirm to proceed with the approval action.

Confirm Expense Report

1 Expense item(s) to be Approved v

6. You will receive a success message indicating that the Expense ltem(s) for the selected

Expense Report has/have been approved.

9

SUCCESS

Selected Expense Item(s) have been successfully
approved for ER-10521

Got It

IMPORTANT

You will receive a success message confirming that the Expense Report was
submitted, and the Expense Report will show under the Expense Reports tab with

the status Pending.
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Expense Report Status Description

Expense Report

Expense Report Status Description

Status

New The Expense Report is newly created and needs to be reviewed and submitted
for approval.

Pending The Expense Report is submitted for and awaiting approval

Approval P P gapp '

Approved All approvalls., are completed for the Expense Report, and it is awaiting payment
and reconciliation.

Rejected The Expense Report has been rejected by the approver. No action is needed.

Paid The Expense Report has been fully processed, and expense reimbursement is
paid to the requestor.
The Expense Report has been fully processed, expense reimbursement is paid

Closed .
and reconciled.
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