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Key Benefits

|r' I " Faster and
ncrease spending Monitored Approval
transparency Process
v
==@ Budget Control O Policy Compliance

Reduced
administrative costs
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Highlights
’:i Web & Mobile Based

Real Time

Robust Workflow Engine

Attachment Management Enabled
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Employee Portal
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Applications / Objective

Travel expense
application
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Travel & Expenses Claim Module

Approved by Sage 300

Cash
Advance

Expense

Line Manager
CFO
CEO...

Expense

Claim
Entry
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[ Sign in to ESS Porta x + = X

— C @ localhost:8080/ess/framework/homepage.action r

norming

Build up an efficient and agile organization with Norming
Employee Self Service Portal for Sage 300 ERP.

sign in
| want to use the Windows authentication to sign in. - 100030
| forgot my password, please send it to me. =

Dacewnrd
dooW

| want to sign in the Admin Portal -

Mobile App

10:17 AM
o> N
= &= ENG 7/8/2020 B




§ L8 Web Expense Sage

The Expense module comes with three components,
* Expenses,

e (Cash Advance and

* Travel Request.

Employee Portal

The Expense component allows entry of employee
expenses across Divisions, Regions, Departments and
Cost Centers. If project module is enabled, the
expense can be entered against Projects, Phases and
Tasks to track the cost incurred on project. If Sage
300 PIC is integrated,

the expense can be passed to PJC timecard as well.
The expense reimbursement can be done within
Resource Manager or through Account Payable
module.

By enabling the Budget function, the employee
expenses can be kept under control.
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Travel & Expenses Claim Module

Approved by Sage 300

Cash

Expense
Advance P

Travel Line Manager

CFO
CEO...

Expense
Entry

Request Claim
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Project Related Expense Report

Type Job Related Expenses
Documant Date 090%2017 B
Reimbursable Totals
Description PUC Related Expense
Approved i
Expanss Report  Attschmant
[hatis Pluinl:l
1 & @ 09052017  PJ000O0D02
2 B 09052017  PJ-00000002
3 I:l!l 092017 PJ-00000002
4 L3
5 3
¢ @
T
e @
5 Ld
0 L

£ £33 1

215136 Mon-Aeimbursable Totaks

L]
3 £33 3 3 70 £

os01207 7l EndDate 090592017 E  Expense Days
10927 Credit Card Expense Totals 12990
12
Expense Code I:Ill:ﬂ:ripliun Reimbursable Uit Canst any LM
AlE Air Ticket Yes 120,00 100 EACH
HOTEL Hotel and Accomodation  No 120.00 100 EACH
TAX] Taxi AH] 2.000.00 100 EACH
000 100
0.00 1.00
0.00 1.00
0.00 1.00
0.00 1.00
0.00 100
0.00 1.00

Amounl State Tax Class St

12000 1 - Taxable Rem

12000 1 - Taxabls Rem

200000 1 - Taxabla #em
0

o o o o o
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Travel Related Expense Report

Expense Entry

Travel Expenses
0N 1972017

Travel Raquisiton

Linda He's Travel Requisition on 09192017

Start Date

450 00  Non-Reimbursable Tolaks

Description My expanses for ravelling 10 Middle East and South Arica

Exponne Report  Attachmant

Date Expense Code Description Reimbursable

0192017 AR
05/1972077 CAR
09192017 TAXi

1
2
3
4
S
)
7
8
9

(9] U W) 9 9 o) ) o) o) o
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Alr Ticke! Yes
Car Rental Yes
Taxi Yeos

Unit Cost...

120 00
2000
1000

000
000
000
000
000
000
000

End

Dats 092872017 Expense Days

000 Credit Card Expense Totals

Qry

Uom Amount State Tax Class State Tax... County Tax Cla. .

300 EACH 360 00 1 - Taxable item 000 1. Taxable mer
300 EACH 6000 1 -Taxabls item 000 1-Taxable mer.
300 EACH 3000 1 - Taxable item 000 1. Taxable mer

100
100
100
100
100
100
100

0

sage

County Tax
000

000
000
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Real-time Related Limit Enquiry

Expense | i

Amount Limit

Exzpanse Lode Limit Expensa On  YearPeriod/Date Lismit Aamount Pending f&mownt Available Amount This Expense Report.

[T Taod Monthly Basis 2017 -9 1,000.00 0.00 1.000.00 30.00
[CAR] Car Riantal Monthly Basis 2017 -9 1,000 00 22733 TT26T &0 .00
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Cash Advance

Advance Request

Request Date 09/19/2017 #i  Required Date 09/159/2017

Amount UsD 1,000.00
Reference
Description Linda He's Advance Request on 09/19/2017

Comments

Attachment
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Travel Request

05282017

0SN2017

Cost Caner

From Date

09192017
09222017

To Date

Cash Advance

oc

To Date

092212017
OS2e2017

000

Days

oo o o O Q0 O o &

Nights

- o e o o o O &, W

Comments
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Reguaest Date osMw2017 id: From Date
Travel Days 10 Budget Arnaunt
Description Linda He's Travel Requisition on 09192017
Mots
Approval ]
Project
Locations  Estimate  Amachments
From Location To Location

1 |BJ] Bajjing. China (MO Middie E st

2 |MD) Middle East [SA] South Afica

3}

4

5

6

T

8

9

10
[ Add | Remove |
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PDF, Images, spreadsheet, any document can be attached
R at header or detail level of the requisition form for
Le.' CAREWARE , .
SYSTENS SON_BHD approver’s review.
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Backend — Approved Expense Report Batch Listing

INCPRJ - Expense Batch List
File Help

Batch Number 12|Q,  [] Show Posted and Deleted Batches

Batch N... Batch Date Description Total Entr... Tranfemed.. Reimbursable T... Status

1 31272015 Expense Reports from ESS Portal 54126 Posted

2 41207 Expense Reports from ESS Portal 27063 Posted

3 4/9/2017 Expense Reports from ESS Portal 27063 Posted

4 4/9/2017 Expense Reports from ESS Portal 27063 Partially Posted
5 4/10/2017 Expense Reports from ESS Portal 44384 Open

6 5/15/2017 Expense Reports from ESS Portal 33559 Open

7 /2972017 Expense Reports from ESS Portal 21650 Ready To Post
8 6/29/2017 Expense Reports from ESS Portal 140.73 Ready To Post
5 6/29/2017 Bxpense Reports from ESS Portal 140.73 Ready To Post
ﬂ 6/30/°2017 Expense Reports from ESS Portal 140.73 Clpan

7/6/2017 Expense Reports from ESS Portal 130.00

_ 2| 8/15/2017 | Expense Reports from ESS Pottal ___EI!EI

1

RN R (T (Y Y - — —_ % ]
B ot ot i ot 3 e =t =t i R

Refresh |
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Multiple — Approval Workflow

File Help

INCPRJ - Approval Workflows

Workflow Ma ran

Workflow Type _E:pmw Report

Description | Expense Wordlow

Reference | Expense Workdlow

Submission E-mai Template | EXPSUB

Rejection E-mai Template ‘ EXPREJ

|a

| Q Ppproval E-mail Template | EXAPP

|a

Li... Action @ ProcessID Role
Start Start
Process  Supervisor Supervisor
CR Custom Role
DollarCase
End

@, Employee/Approver Grou...

Name/Description

Division Manager

Required Approvers

Next Process ™
Supervisor
DollarCase

End

E CAREWARE
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File Help

Supervisar

Frocess ID : DollaiCase
Caze 1 : $ENVAR_DOCTOTAL » 1000
Case 2: $ENVAR_DOCTOTAL <= 1000

> CH
> End




Customized your own Email Alerts Sage

INCPR.J - E-mail Templates
File Help

Template M4 P Q[

Worldflow Type  Expense Entry v Template Code |EXPREJ
Description ‘ Expense Rejection Reminder
Subject

Expense Rejection Reminder

cC

E-mail Body:
Hi [EMPNAME],

‘Your expense report [EVDOC] was rejected, and the reason is [NOTES].

Regards,
[APPROVERNAME]

[TODAY]

E-mail Vanables(Press Ctl+Enterto start a new ling):
- Employee No. | | Employee Name
RequestDate | URLto Application

Documert Descripion | | Employee First Name
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Full Integration with Sage 300

Approved document from ESS portal can seamless flow to

the Sage 300 without manual data entry or export/import.
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Sage 300

Web Expenses Claim

For more information, please contact us at sales@careware.com.my; 03 2714 3855

Web: www.careware.com.my
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