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Certify is T&E expense management made easy
With thousands of users and satisfied customers worldwide, Certify is the leading fully automated travel and
entertainment expense management solution for companies of every size. The easy-to-use Certify cloud-
based interface and mobile application with electronic receipt capture allow organizations to book travel and
complete expense reports and reimbursement quickly, easily, and cost-effectively. All while reducing
overhead processing costs, increasing compliance with corporate policy and simplifying the overall T&E
management process for employees, accountants and administrators.

Please Note: As a SaaS-based software, Certify offers several additional services and configuration options
that companies may choose, or choose not to, use. Please refer to our online Help Center for even more how-
to articles about extra processes and features.
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APPROVING EXPENSE REPORTS

APPROVING EXPENSE REPORTS

A Certify Approver is defined as a user whom has expense reports sent to them for review and approval.
Approvers can:

e Approve and then the report forward to Accounting
e Disapprove the report and send back to the Employee

The guide will review how to:

e Useallreview tools
e Send aninquiry back to an employee
e Approve areport
e Disapprove areport
e Perform approval tasks using Certify Mobile
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Approver’s Review Tools

Approver’s Review Tools

Other Actions Menu — Approvers
When you are reviewing an expense report, there are several actions you can take under the Other

Actions menu. This article shows you how to use the actions available in the Other Actions menu.

Step 1: On your account homepage, select Approval Requests.

c e rt ify ° My Approval Requests | Dan Manager v | My Account Support Logout
travel & expense made easy Home Travel Wallet Analytics
My Certify Wallet My Expense Reports (Appmval Requests o)

Drafts
New Expense Report
Your wallet is empty

Pending Approval What's New In Certify

Add receipts or expenses to your Wallet. - o
Pending Payment Read the Certify Updates Blog

dvance Balance $0.00 Archived

SpendSmart™

There are no recent ratings to
display.

Ratings & Reviews
Add Receipts Schedule Expense Reports

D @ T ReportExecutive™ is off.
—J Meet your fully automated expense report.

MOEILE EMAIL UPLOAD

MORE METHODS CONFIGURE ReportExecutive™

Step 2: On the next page, you will see all expense reports awaiting your approval. To view a specific expense
report, click the Employee name or the view (document) icon under the View column. This will open the
expense report in a new browser window.

My Approval Requests

The following expense reports have been sent to you for approval.

View  Policy Status Employee Submit Date Start Date End Date Expense Report Total
@ [¥] Pending Meredith Employee 10/31/2016 9/1/2016 9/15/2016 ReportExecutive - 9/1/2016 - 9/15/2016 $410.73
Total $410.73

Step 3: There are several actions available in the Other Actions menu. To access this menu, click the

arrow (>) under the Approval column. Actions in the Other Actions menu include:

e Add Note - Add a note to a specific expense line
e Inquire- Ask the submitter a question about an expense and/or allow the submitter to edit the expense
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Approver’s Review Tools

e Add Bank Fee — Add a bank fee for any currency conversion charges

e Split Expense — Split a portion of an expense into a different category or department
o Disapprove - Disapprove the expense line

To access an action in the Other Actions menu, select the action name. Complete the fields under that action
as needed and save.

Companies can also configure their settings and allow approvers to edit an expense line. Depending on your

company’s configuration, you may already see these actions available in the Other Actions menu:

o Edit Expense - Edit any of the expense details in an expense line
e Edit Reim. Amount - Edit the reimbursable amount of an expense line

Expenses

Actions Status Date Category Details Amount  Reim Reim Amt Billable Receipt Reason
10/1/2016  Mileage ] 119.84  Yes 119.84  No
~ 191.96  Yes 191.96 No

Other Actions * -
B ¥ 582 VYes 582 No
Add Note Edit Expense .
B [+ 9311 Yes 9311 No
nquire Edit Reim. Amount
L _ _ Total Non-Reimbursable $0.00
Split Expense Add Bank Fee
Total Personal $0.00
Total Reimbursable $410.73
Total Disapproved $0.00
Total Company Expenses $410.73

Sending and Receiving an Inquiry — Approvers

As a manager reviewing a submitted expense report, you can send an inquiry to the submitter to request
specific information such as a new or different receipt, or request an edit to an expense line. This method
allows the submitter to make corrections to expense lines without you having to disapprove the entire
expense report. This article shows you how to send an Inquiry on a expense line, as well as how to view the
submitter's reply.

Creating an Inquiry

Step 1: On your account homepage, select Approval Requests.
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Approver’s Review Tools

ce rtify s ‘Dan Manager v | My Account Support Logout
revel & expense made casy Home  Travel  Wallet  Analytics
My Certify Wallet My Expense Reports CApproval Requests 0)

X New Expense Report Drafes
Your wallet is empty

Pending Approval What's New In Certify
Add receipts or expenses to your Wallet. ercing Paymers Read the Certify Updates Blog

Cash Advance Balance $0.00 Archived
SpendSmart™

0 ITEMS There are no recent ratings to
display.
Ratings & Reviews

Add Receipts Schedule Expense Reports

ReportExecutive™ is off.

-
X
>

Meet your fully automated expense report.

MOEILE EMAIL UPLDAD

MORE METHODS CONFGURE ReportExecutive™

Step 2: On the next page, you will see all expense reports awaiting your approval. To view a specific expense
report, click the Employee name or the view (document) icon under the View column. This will open the
expense report in a new browser window.

My Approval Requests

The following expense reports have been sent to you for approval.

View  Policy Status Employee Submit Date Start Date End Date Expense Report Total
£ [ Pending Kelly Employee 10/27/2016 9/21/2016 9/27/2016 Expenses - 9/21/2016 - 9/27/2016 $709.55
£ E]Gendirg Meredith Emglo}-ea 10/31/2016 9/1/2016 9/15/2016 ReportExecutive - 9/1/2016 - 9/15/2016 $413.48

Total $1,123.03

Step 3: If you have a question about an expense line, or about the expense report, you will need to
open the Other Actions menu. To access this menu, click the arrows (>) under the Approval column.
Select Inquire.
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Approver’s Review Tools

Expenses

Actions Status Date Category Details Amount  Reim Reim Amt Billable Receipt Reason
] 10/1/2016  Mileage ¥ (3] 119.84  Yes 119.84  No B
B 10/3/2016  Lodging = 19196  Yes 191.96 Mo
] 10/3/2016  Coffee, Tea, Snacks [¥] 582 Yes 582 No
B 10/4/2016 | Meals - Large Group = 9311 Yes 9311 No
~ 275 Yes 275 No M

Other Actions *
Total Non-Reimbursable $0.00
Add Note Edit Expense
Total Personal $0.00
Edit Reim. Amount )
Total Reimbursable $413.48
Split Expense Add Bank Fee

Total Disapproved $0.00

Step 4: On the next page, enter text in the Enter Question field. If you would like to allow the submitter to
make edits to the expense line, click the checkbox next to Allow Expense Edit. Click Save.

Ask a Question About an Expense

Your question will be sent to Meredith Employe=e. The question and answer will be saved with this expense.

Enter Question This is missing a receipt. Do you have ane?

Allow Expense Edit *

Step 5: After saving your Inquiry, the expense report status will change from Pending to Inquiry to indicate
that the expense report has been sent back to the submitter.

My Approval Requests

The following expense reports have been sent to you for approval.

View  Policy Status Employee Submit Date Start Date End Date Expense Report Total
@ [ Pending Kelly Employee 10/27/2016 9/21/2016 9/27/2016 Expenses - 9/21/2016 - 9/27/2016 $709.55
£ [ Inquiry Meredith Employee 10/31/2016 9/1/2016 9/15/2016 ReportExecutive - 3/1/2016 - 9/15/2016 $41348

Total $1,123.03

Viewing the Inquiry Reply

When the submitter responds to your inquiry, you can view their response in the expense line. Your original
inquiry and the submitter's reply are both saved in the expense line within the expense report. When you have
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Approving/Disapproving Reports

finished reviewing the submitter's response, you can continue moving forward with the expense report
approval process.

Expenses

Actions Status Date Category Details Amount Reim Reim Amt Billable Receipt Reason
] 10/1/2016  Mileage ] 119.84  Yes 119.84 Mo 2]
10/3/2016 | Lodging ~E 191.96  Yes 191.96 Mo
10/3/2016 | Coffee, Tea, Snacks [~ 582 Yes 582 No
10/4/2016 | Meals - Large Group [~ 9311 Yes 9311 No
10/9/2016 | Other Transportation 0 275 Yes 275 Mo m

Edit 11/10/2016, Dan Manager asks: This is missing a receipt. Do you have one?

11/10/2016, Meredith Employee answers: Sorry, | do not.

Total Non-Reimbursable $0.00
Total Personal $0.00 -

Approving/Disapproving Reports

When an expense report is submitted for approval, the approver receives an email alerting them that an
expense report is awaiting their approval. This article shows you how, as a Manager, to approve expense
reports.

Step 1: On your account homepage, select My Approval Requests.

ce rtify 0 ‘Dan Manager v | My Account Support Logout

i R ) Home  Travel  Wallet  Analytics

My Certify Wallet My Expense Reports (APPYOVN Requests 9)

X New Expense Report Drafis
Your wallet is empty

Pending Approval

What's New In Certify

Add receipts xpenses to your Wallet. - o
Add receipts or expenses to your Wa Pending Payment Read the Certify Updates Blog
wdvance Balance $0.00 Archived
SpendSmart™
0 ITEMS There are no recent ratings to
display.
Ratings & Reviews
Add Receipts Schedule Expense Reports

D E T ReportExecutive™ is off.
—J Meet your fully automated expense report.
MOEBILE EMAIL UPLOAD
MORE METHODS CONFIGURE ReportExecutive™
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Approving/Disapproving Reports

Step 2: On the next page, you will see all expense reports awaiting your approval. To view a specific expense

report, select the Employee name or the view (document) icon under the View column to open the expense
reportin a new browser window.

My Approval Requests

The following expense reports have been sent to you for approval.

View  Policy Status Employee Submit Date Start Date End Date Expense Report Total
@ [0 Pending Kelly Employee 10/27/2016 9/21/2016 9/27/2016 Expenses - 9/21/2016 - 9/27/2016 £700.55
@ E]Geﬂcil'g Meredith Emp 3}-—;9 10/31/2016 9/1/2016 9/15/2016 ReportExecutive - 9/1/2016 - 9/15/2016 $413.48

Total $1,123.03

Step 3: On the next page, you will see options for different detail views. Click the view icon to expand or
collapse the expense details.

To view a receipt in an expense line, click the view (document) icon under the Receipt column. A red
exclamation mark under the Receipt column indicates that there is no receipt image attached to the expense

line. A green checkmark in the Receipt column indicates that there is no receipt image attached to the
expense line, however, no receipt is required for this expense according to your company’s policies.

To view vendor and location details, click the arrow (>) under the Details column. A red exclamation mark

under the Details column indicates that the expense may be out of company policy.
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Approving/Disapproving Reports

Approve Expense Report

Status Pending Approval Approval History
Receipt Image 7
Current Approver Dan Manager 11/10/2016 Submitted Meredith Employee P g & X
Department General & Admin (01) Pending Dan Manager
Summary Meredith Employee Send Email to All
ReportExecutive - 10/1/2016 - Full Approval History " {“way Distange; 106 i | e
10/15/2016 Epumawck’ Sath
lmlrmd
10/1/2016 - 10/15/2016 )
s
Print Repor
rint Report ) o
rattieboro ¢
Submit for Reimbursement o
Hd- Massachusety
samprond | Newtons 8B
Disapprove Report sigheidy -~ Worcestec iy
Prgeei o)
g I Map dota €2014 Googe

QD¢

Expenses o

Actions Status Date Category Details Amount Reim Reim Amt Billable Receipt Reason
B 10/1/2016 Mileage ] 119.84  Yes 11984  No
10/3/2016  Lodging E\@ No

— Details X
10/3/2016  Coffee, Tea, Snacks MG No
10/4/2016 Meals - Large Group M B Location: TAMPA Westshore A rport No

Hotel Name: Courtyard by Marriott

Total Non-Reimbursable .\ o0 1000016

Total Personal Check-out: 10/3/2016 v
Total Reimbursable SIS
Total Disapproved $0.00
Total Company Expenses $410.73

Step 4: If you have a question about an expense line, or about the expense report, there are several actions

available under the Other Actions menu. To access this menu, click the arrow (>) under the Approval column
and select the item name.

Expenses

Actions Status Date Category Details Amount Reim Reim Amt Billable Receipt Reason
[ Aperove [BD] 10/1/2016  Mileage ~M B 119.84  Yes 119.84  No
@ y %) 191.96  Yes 191.96  No

Other Actions

[ Aporove [BY > 582 Yes 582 No

i o O O
MMM

Add MNote Edit Expense -
B [ 9311 Ves 9311 No
nguire Edit Reim. Amount
) , Total Mon-Reimbursable $0.00
Split Expense Add Bank Fee
. Total Personal $0.00
Disapprove
Total Reimbursable $410.73
Total Disapproved $0.00
Total Company Expenses $410.73
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Approving/Disapproving Reports

Step 5: To approve the entire expense report, select Approve All next to Expenses. To approve specific
expense lines, click the green checkmark under the Approval column for that expense line. After approving,

select Submit for Reimbursement to send the expense report to the next approver.

Approve Expense Report

Status Pending Approval Approval History

Receipt Image 7
Current Approver Dan Manager 11/10/2016 Submitted Mere P g @ X
Department General & Admin (01) Pending
Summary Meredith Employee d t
ReportExecutive - 10/1/2016 - Full Approval History i way Distange; 106 i Booe
10/15/2016 x?«unsm Lot
!u:!m
10/1/2016 - 10/15/2016
Print Report 3
rattiedoco( Mandimes
Submit for Reimbursement Nashua
id- Massachuseéety
somprond Newtone 98
Disapprove Report ngfeidy ~© Worcestec _auincy
mouh (5
it ST IARA Map data €2014 Google
Expenses
Actions Status Date Category Details Amount Reim Reim Amt Billable Receipt Reason
10/1/2016 Mileage 9] 119.84  Yes 119.84  No
10/3/2016  Lodging 4] 191.96  Yes 19196 No
10/3/2016 Coffee, Tea, Snacks 4] 582 Yes 582 No
10/4/2016  Meals - Large Group ™ 9311 Yes 9311 No
Total Non-Reimbursable $0.00
Total Personal $0.00
Total Reimbursable $410.73
Total Disapproved $0.00
Total Company Expenses $410.73

Step 6: By clicking Submit for Reimbursement, an email preview will be displayed. Enter text in the Enter your

comments field as needed for the next approver. Click Submit to complete the approval process.
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Approving/Disapproving Reports

Submit Expense Report for Reimbursement

This is a preview of the message that will be used to submit the expense report. You may add your own comments if you

like.

To Annie Accountant (aaccountant@circp1.com)

Subject Expense Report Reimbursement Request From Dan Manager (dmanager@circp1.com)
Body Hello Annie,

Dan Manager (dmanager@circpl.com) has sent an expense report for reimbursement.

Enter your comments:

Expense Report Summary

Employee: Meredith Employee (memployee@circpl.com)
Expense Report Mame: ReportExecutive - 9/1/2016 - 9/15/2016
Dates: 9/1/2016 - 9/13/2016

Non Reimbursable Total: £0.00
Reimbursable Total: $410.73
Disapproved Total: $0.00
Total: $410.73

Login to Certify to view this report.

Login at: hteps:/fwww.certify.com/Login.aspx

" S it ' Cancel

Approving on Certify Mobile

Certify allows you to approve and process reports using the Certify Mobile app. This article shows you how to
approve or process expense reports using Certify Mobile.

Step 1: On your Certify Mobile app Home screen, tap Approval Requests. If the number of approval requests is
incorrect, tap Sync to update the data.

Certify User Guide V.08.Q1 2020
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Approving/Disapproving Reports

10:32 AM

certify v

® Add Receipt ® Add Expense

Receipts to Sync

Expenses to Sync

Receipts in Certify

© 06 o o

Expenses in Certify

Auto Expense Report

o

Draft Expense Reports

@

Inquiries

Travel

( Approval Requests o ]

Step 2: To view an expense report, tap the view (document) icon under the View column next to the expense
report you would like to o pen.
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Approving/Disapproving Reports

ol T-Mobile = 10:33 AM R 77% 04

certify®

I
>

My Certify Wallet

Your wallet is empty

Add receipts or expenses to your Wallet

0 ITEMS

My Expense Reports

New Expense Report Drafts
G’cndmg Approval )

Pending Payment

Archived

Add Receipts

Step 3: To view a specific receipt in an expense line, click the view (document) icon under the Receipt column.

Ared exclamation mark under the Receipt column indicates that there is no receipt image attached to the
expense line. A green check mark in the Receipt column indicates that there is no receipt image attached to
the expense line, however, no receipt is required for this expense according to your company’s policies.

To view vendor and location details, tap the arrow (>) under the Details column. A red exclamation mark
under the Details column indicates that the expense may be out of company policy.

Certify User Guide V.08.Q1 2020
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Approving/Disapproving Reports

see00 ATET 7 4109 PM | .
Expenses  ([aaal
$
ACDIONS Status Detalls Amount REEEIPI’.

@ G 2500
[ #pprove JED] [ 3440
m[l] “I] 1200
[ #pprove JED) v 7sse
[ Approve |ED] B 49173
[ Approve [EA] #|3) ees0
[ #pprove [BB < [¥] 10098

Total Men-Reimbursable $682.51

s i e i v

Tatal Persenal 20,00
Total Reimbursable $125.98
Tatal Disapproved £0.00

Total Company Expenses $808.49

& Certify, Inc. Contact Terms

If you have a question about an expense line, or about the expense report, there are several actions available
in the Other Actions menu. To access this menu, tap the arrow (>) under the Actions column. In the Other
Actions menu, select the action name.

(Other Actions) .
Add Note Edit Expense
Inquire Edit Reim. Amount
Split Expense Add Bank Fee
Disapprove

Step 4: To approve the entire expense report, tap Approve All next to Expenses. To approve specific expense
lines, tap the green check mark under the Approval column for that specific expense line. After approving, tap
Submit for Reimbursement to send the expense report to the next approval in the approval workflow.

Certify User Guide V.08.Q1 2020 16
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ul! T-Mobile & 10:41 AM 3 81% ()

certify® —

4

>

Approve Expense Report

Status Pending Approval

Summary Rachel Employee

Expenses - 10/1/2018 - 10/1/2018

10/1/2018 - 10/1/2018

( Submit for Reimbursement )

Disapprove Report

10/1/2018 Submitted Rachel Employee
Pending Robert Manager
Send Email to All

Full Approval History

Receipt Image & X
One-Way Distance: 107.3 mi

NEW
Uoangn ot HAMPSHIRE nd

Lacona

F) CONCORD
[ X

Reimbursing through Certify Payments

Certify Payments enables your organization to reimburse employees using direct deposit, both domestically
and internationally. To initiate reimbursements, your Certify Administrator must first designate you as a

Treasurer within Certify. This article show you, a Certify Treasurer, how to reimburse your employees using
Certify Payments.

Step 1: Login to your Certify account homepage. Click Reimbursements.
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certifyo Configuration Tara Tressurer v | My ACcount SUpPOrt Logout

traned & expense made easy

Home Travel Wallet Analytics

Haw Expansa Report e

Mew Invaice Report

i}

Thatd@ ar@ NS PeCEnt ratings 1o

Step 2: In the Reimbursements Requests queue, select the reports you want to reimburse.

Please Note: Only reports from employees who have entered and saved their Direct Deposit Information will
allow selection.

Please Note: If an employee has not saved their Direct Deposit Information, you may select Mark as Paid to
reimburse outside of Certify.
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ce rtify o Configuration Tarz Tressuret Y| Wiy Acoount Support Logout

Ll L Home  Travel  Wallet  Analytics

Reimbursement Requests

The following reports have already been approved and processed, Use this page to reimburse employees and pay vendors for these regorts, If the employee or vendor has

direct depasit configured, you can reimburse that employee or pay the vendor by checking the repart's checkiboo. selecting a Payment Method. and clicking Reimburse

wfors

Reports. If an employes or vendor do thave direct deposit configured. you can manually reimburse or pay the report and select Mark as Paid a5 Payment Method b

clicking Reimburse Reports

pr L emen Pay
Employes Espense R t Cosile Process Date caant count Payment Methaod
1] Ned Newgu Septembe -] S168.40  wessd 35 Hark il
1| Med MNewg el @ 53500 w0125 Mark a5 Paic v
Aanage Octobe 10 $30.00 2 wedae 0133 TCFCU - Main Street USD)
Ot 2 13 18600 w125 TCFCU - Main Strest (USD) *
ag 15 $23.00  wemas G135 TCFCW = Main Strest USD) *
Total 540049
woice F
Appr F BTN Pay
Vende malce R r Duse [ miount ni Paymeni &
2an icE - 5 §d6a.16  FEEE Q906 TCFCU - Main Street (USD)
Total 46416

If an employee has incorrectly entered or has not changed their direct deposit information, a red exclamation
point alerts you prior to processing.
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Certify 0 orfigureton Ters Treasirsr 9 My Account Swppert Legou
S Sy Home  Travel Wallet Analytics

Reimbursement Requests

The foiloweg teports have alieatly Seen approved and processed Use Uss

o Uvirse reports | Lie armployee or winder has direct depus

ltking Boimburse Reports. If an smglayoe or yender does
U can manually reimburse or p3 report and mene Methed before clicking Reimaurcs Aesarts
Fx
roval ame 3
Erployes Dxpense Repor Coca Process Date A 2, ayment Ma
i & $166.% Raaaad 'l

This ermployee has not completed all necessary direct deposit information
- : E]

15
Taeal $490.49
o
v R C s s O Du l
" $464.15 0125 1= N o
ot saa4

=== -

Step 3: Click Reimburse Report. Depending on your company’s ACH contract, reimbursement is sent to the
employee within 2-7 business days.
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v My A ant Support

certify®

travel & exponse made casy Home Travel Wallet Analytics

e 0195

v

7 1 58 < Main Street D v
v 13 $186.00 0125 | TCRCU - Main Street (USD) v
1 23.0 1 trowt (USC .

Total $290.43

f
ApF v 3y
el Fe Code = ProcessDate DueDate Acc I

¥ ] $5564.16 e 0126 TCRCU - Main Strest (USD) ¥

o $464 16

o

Disapproving an Expense Report — Approvers

Occasionally, you may need to disapprove an expense report due to policy violations or other issues. A
disapproved expense report is sent back to the submitter's Drafts folder where they can make edits and

resubmit their expense report.

Step 1: On your account home page, select the number of items under My Approval Requests.
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.
certify®
travel & expense made easy

My Certify Wallet

Your wallet is empty

Add receipts or expenses to your Wallet.

Cash Advance Balance $0.00

0 x &

MOEBILE EMAIL UPLOAD

MORE METHODS

My Approval Requests |Dan Manager

Home

My Expense Reports

MNew Expense Report Drafts

Pending Approval
Pending Payment

Archived

Schedule Expense Reports

ReportExecutive™ is off.

Meet your fully automated expense report.

CONFIGURE ReportExecutive™

Support Logout

v | My Account

Travel Wallet Analytics

(A pproval Requests 0)

What's New In Certify

Read the Certify Updates Blog

SpendSmart™

There are no recent ratings to
display.

Ratings & Reviews

Step 2: On the next page, you will see all expense reports awaiting your approval. To view a specific expense
report, click the Employee name or the view (document) icon under the View column. This will open the

expense report in a new browser window.

My Approval Requests

The following expense reports have been sent to you for approval.

View  Policy Status Employee Submit Date

& ) Pending Meredith Employee 10/31/2016

Start Date End Date Expense Report Total
9/1/2016 9/15/2016 ReportExecutive - 9/1/2016 - 9/15/2016 $410.73
Total $410.73

Step 3: To disapprove the entire expense report, select Disapprove Expense Report next to Actions. When you
select Disapprove Expense Report, a popup will advise you that the expense report will be sent back to the
submitter, and will ask you to confirm the disapproval. Click Yes to continue the disapproval process.

Certify User Guide V.08.Q1 2020
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Approve Expense Report

Status Pending Approval
Current Approver Dan Manager
Department General & Admin (01)
Summary Meredith Employee
ReportExecutive - 10/1/2016 -
10/15/2016

10/1/2016 - 10/15/2016

Print Report

( Disapprove Report )

Expenses

Actions Status Date Category
10/1/2016  Mileage
10/3/2016  Lodging
10/3/2016  Coffee, Tea, Snacks

10/4/2016 Meals - Large Group

Confirmation

Approval History
11/10/2016

Submitted Meredith Employee

Pending Dan Manager
Send Email to All

Full Approval History

Details Amount

¥ 119.84

& 191.96

& 5.82

¥ 93.11
Total Non-Reimbursable $0.00
Total Personal $0.00
Total Reimbursable $410.73
Total Disapproved $0.00
Total Company Expenses $410.73

X

Disapproving this expense report will send it
back to the submitter. Motes added to

expenses will be preserved.

Are you sure you wish to disapprove this

expense report?

‘ Yes Mo

Reim
Yes
Yes
Yes

Yes

Receipt Image =z X
o = .
éTTw;y Distange; 106 Hii**" o
\Sﬂmsmd( * Slath
sutland v \ 3 Westbrook sdPortiand
- NeV
P Ham pshir
) ok Poctsmouth
rattledoro ¢ bt LA,
b
Nashua
id” Massachusety
sampton & onmwa ™ ston
@ Worcester  Quincy.
inghelds @ o
} Providence -
L S 3 2 Mop data ©2014 Google

QD

Reim Amt Billable Receipt Reason

119.84

191.96

5.82

93.11

No
No
No
No

Step 4: By selecting Disapprove Expense Report, an email preview will be displayed where you can enter text
for the submitter in the Enter your comments in the field provided. Click Next to complete the disapproval

process.
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Disapprove Expense Report

This is the message that will be sent to the expense report submitter, as well as any previous approvers of this expense
report. You may add your own comments if you like. Click Next to disapprove this expense report.

To memployee@circpl.com

cc dmanager@circpl.com

Subject Expense Report Disapproval From Dan Manager (dmanager@circp1.com)
Body Hello Meredith,

Dan Manager (dmanager@circp1.com) has disapproved an expense report that

you submitted.

Enter your comments:

Expense Report Summary

Expense Report Name: ReportExecutive - 9/1/2016 - 9/15/2016
Dates: 9/1/2016 - 9/15/2016
Disapproved Total: $410.73

Login to Certify to view this report.
Login at: https://www.certify.com/Login.aspx

Certify Mobile - Approving/Disapproving
Certify allows you to approve and process expense reports using the Certify Mobile app. This article shows
you how to approve or process expense reports using Certify Mobile.

Step 1: On your Certify Mobile app Home screen, tap Approval Requests. If the number of approval requests is
incorrect, tap Sync to update the data.
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) AddReceipt (2 Add Expense

Receipts to Sync

Expenses to Sync

Receipts in Certify o ©
Expenses in Certify o ©
Auto Expense Report ©
Draft Expense Reports o ©
Inquiries °© ©
Travel ©
[ Approval Requests 1 OJ
Tools & Support ©

Step 2: To view an expense report, tap the view (document) icon under the View column next to the expense
report you would like to open.

see00 ATET & 4:07 PM -
-

certify® = 2

My Approval Requests

The follewing expense reparts have been sent to you for

approval,

View Policy Employee Total

- v

380849

SE0E.49
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Step 3: To view a specific receipt in an expense line, click the view (document) icon under the Receipt column.
Ared exclamation mark under the Receipt column indicates that there is no receipt image attached to the

expense line. A green check mark in the Receipt column indicates that there is no receipt image attached to
the expense line, however, no receipt is required for this expense according to your company’s policies.

To view vendor and location details, tap the arrow (>) under the Details column. A red exclamation mark

under the Details column indicates that the expense may be out of company policy.

0000 ATAT = 4:09 PM L
Expenses ([Naaal
T
Actions  Status Detalls Amount Recelpt
Eme 0 s« ©
[ Aporove |B3] A3 340 [
Ee 0 e B
[ Approve [BD] ViR 7sse [
mgl VB win B
[ Approve [E3] 13 ess0
[ Approne [ VI w0 [

Total Non-Reimbursable $682.51
Total Personal  $0.00

Total Reimbursable $125.98
Total Disapproved  $0,00

Total Company Expenses $808.49

© Certify, Inc Contact | Terms | Privacy | Blog

If you have a question about an expense line, or about the expense report, there are several actions available
in the Other Actions menu. To access this menu, tap the arrow (>) under the Approval column. In the Other

Actions menu, select the action name.

Other Actions X

Add Note Edit Expense
Inquire Edit Reim. Amount
Split Expense Add Bank Fee
Disapprove
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Step 4: To approve the entire expense report, tap Approve All next to Expenses. To approve specific expense
lines, tap the green check mark under the Approval column for that specific expense line. After approving,

tap Submit for Reimbursement to send the expense report to the next approver in the approval workflow.

See O ATAT F 4:08 PM -

£

» Expense Report

Status Pending Approval
Summary  Kelly Employee )
CO - November 2016

11172016 - 1173072016

Submit for Reimbursement

Disapprove Report

12/8/2016 Submitted

Pending

i -
Receipt Image @ X
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