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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.

Certify User Guide V.11.Q1 2020



TABLE OF CONTENTS

TABLE OF CONTENTS
TABLE OF CONTENTS ...ttt ettt e s te st e sttt e st et e s bt s b st e b et e s et e st eneesesseebesbenbe s ententeneenesneesessessensanes 3
CREATING & SUBMITTING EXPENSE REPORTS .....utiuiiiirtiriinieietetetetsieetesiestesaestesteeesessessessessessessessensssessessassessansen 4
Logging in and GEtLING STArted .......coueeieiieriiieeeteeet ettt ettt ettt ettt be st et s et sat et e be st e besseens 5
SUbMItING RECEIPES AN EXPENSES ....ueiuiiriiiiiiieteteetete sttt ettt ettt et st et e b et et st e b e s bt et esbesatensessaene 28
COEITY WALlBE ..ottt ettt e st st e st e et e s e s be et e s e s seessesseessessesnsansesseessasseessansesssansensennes 97
EXPENSE REPOIT CrEatiON c.uveiiieiiieieeieeitet st st st et e st e st e srtesate s be s baessaesssesssesssesssesssaessaesssesssesssesssasssesssaenns 124
EXPENSE REPOIT REVIEW & EQIS ...cvviuvieeeieiieteiereetetes ettt e et et e ste s et e s e saeesaasse s st assessaessesreessessesseessensennes 141
MY EXPENSE REPOIS BOX..neeiiiiiiiie ittt ettt e s eete e s st e e s s et e e s s et e e s e et e e s ssnetesssnnenesssnnenens 208
INDEX c.eteuteiteueeseetententestet oot et eue st st e te st et et e e e st e st e b e s b e e b e sb et entent e st e st st s bt e b e b e b e st e st e st e st e bt s st b e b et e b et entente st sseebesbensensen 214

Certify User Guide V.11.Q1 2020 3
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CREATING & SUBMITTING EXPENSE REPORTS

All users in Certify have the ability to create and submit their own expense reports. The Creating &
Submitting Reports guide will review how to:

Login

Customize your account

Submit receipts to Certify

Submit expenses to Certify

Create your expense report

Review and edit your expense report

Submit your expense report for approval

Certify User Guide V.11.Q1 2020 4



Logging in and Getting Started

Logging in and Getting Started

New User Setup Wizard

The first time you log into your Certify account, you will be prompted to complete the New User
Setup Wizard. This article shows you how to navigate through the New User Setup Wizard to
complete the setup of your Certify Account.

As a new user to Certify, the Welcome to Certify page displays and you are prompted to personalize
your account settings. The Progress Bar in the upper right-hand corner will detail your setup
progress.

H Erin Employee ¥ | My Account Support Logout
certify®

travel & expense made easy

Welcome To Certify @

To get the most from Certify, please configure a few of your Account Settings.

Select the language you'd like to use in Certify.

Select Language | English

Step 1: If your company uses Certify’s Multiple Languages feature, the DEFAULT LANGUAGE section
appears. Click the arrow next to the Select Language field to open a drop-down menu and choose a
language to use in your Certify account. Click Next.
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- My Account Support Logout
certify®

travel & expense made easy

Welcome To Certify -

To get the most from Certify, please configure a few of your Account Settings.

DEFAULT LANGUAGE

Select the language you'd like to use in Certify.

Select Language | English v

Next
Step 2: Select your Default Currency from the drop-down menu provided. Click Next.

- My Account Support Logout
certify®

travel & expense made easy

Welcome To Certify -

DEFAULT CURRENCY
Select the currency you will use most often, and for reimbursement.

(Default Currency | United States Dollars v | )

Back Next e

Step 3: On the next page, enter your Mobile Phone number (optional). Select your country code from
the drop-down menu provided, and enter the remaining numbers in the field provided. Click Next.
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. My Account Support Logout
certify®

travel & expense made easy

Welcome To Certify -

You can add your mobile phone number for added security and important workflow alerts.

Mabile Phone ’ 710 201) 555-0123

United States +

United Kingdom +44
Afghanistan +93
Albania +355

o Algeria +2132

American Samoa + -

Step 4: The ADDITIONAL EMAIL ADDRESS page displays. If needed, use the Add Email Address field to
set a secondary email address. This address can be used to email receipts to your My Certify Wallet.
Click Next.

H My Account Support Logout
certify®

travel & expense made easy

Welcome To Certify L L
ADDITIONAL EMAIL ADDRESS
You can enter a personal email address, if desired. This allows you to forward receipts from that account to your Certify
Wallet.
(Add Email Address |ErinsOtherEmail@gmail.com ‘ )
Back Next e

Step 5: From the ACCOUNT DETAILS section, confirm your account information is correct. To make
changes, click Back. If the information listed is correct, click Finish.
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. My Account Support Logout
certify®

travel & expense made easy

Welcome To Certify ..

ACCOUNT DETAILS

Click Finish to save your changes. You can view and edit additional settings in My Account.

Default Language English

Default Currency United States Dollars

Maobile Phone +1 123 456 7890

Legin Email ErinEmploy=e0001@gmail.com
Additional Email ErinsOtherEmail@gmail.com

BBCK

You can make changes to your account at any time by selecting My Account from your Certify
account homepage.

Please Note: Some changes require your Certify Administrator.

o Erin Employes v | { My Account Suppert Logout
certify® | (=)

travel & expense made easy Home Travel Wallet Analytics
' . R ) ) ) )
My Account  Account Settings Email Notifications ReportExecutive Ratings Profile
Add Receipts Use this page to make changes to your account settings and preferences.
My Certify wallet User Information Account Settings
Mame Erin Employee Language English v
New Expense Report
Email Address ErinEmployee0001@gmail.com Default Currency United States Dollars v
. Employee ID 1223 Use Multiple Currencies ||
Mobile Phone 11234567800 Use VAT/GST (]
Pending Department Customer Support (03) Use PST/QST ]
Certify Role Employees Use HST ]
Commute Distance |D | | Miles v |
Password Reset Add Email Addrass | |
Old Password l:l X ErinsOtherEmail@gmail.com
New Password [ 1
Confirm Password l:l Add Credit Card personal Card ¥ | ‘ ‘
Reset Security Questions Confirm l:l
“ et Direct Deposit Account Add Account Information
\ Wy

After completing the New User Setup Wizard, the What’s Next panel appears on your Certify
homepage for five consecutive logins. Only extra features selected by your company will be available
within the panel.
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certify o Erin Emp\oyee v My Account Support Logout
travel & expense made easy Home Travel Wallet Analytics

( N

My Certify Wallet My Expense Reports What's Next X
Add Receipts Drafts Get the most from Certify.
e o
Your wallet is empty
b Py Pending Approval |

My Certify wallet Add receipts or expenses to your Wallet.
Pending Payment

[}
New Expense Report Cash Advance Balance 0.0l Archived ) )
Get Certify Mobile
Prepaid Expenses 0.0
Drafts Configure Direct Deposit
OITEMS
Add a Credit Card
Pending
Visit Training Camp
Add Receipts Scheduled Expense Reports p S S/
NPI Expense Analysis
ReportExecutive™ is on.
D @ |Tl Next Build Day: NPI Expense Data
. Sunday, September 3, 2017
MOBILE EMAIL UPLOAD
What's New In Certify
MORE METHODS CONFIGURE ReportExecutive

Read the Certify Updates Blog

o Get Certify Mobile takes you to the Add Receipts and Expenses Screen for instructions on how to

download the Certify Mobile app.

e Configure Direct Deposit (if available) brings you to your My Account page to enter your bank
account details.

e Add a Credit Card (if available) brings you to your My Account page to enter your credit card
number(s), for credit cards selected by your company.

e Visit Training Camp takes you to the Certify Support Help Center to register for live trainings, view
tutorial videos, and browse help articles.

You can close What’s Next at any time by clicking the X in the upper right corner.

What's Next @

Get the most from Certify.

(N D B
v]

Get Certify Mobile

Add a Credit Card
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My Account Details

Your My Account page in Certify contains account information specific to you. While using Certify,
there may be times when you need to update your information. You might switch departments,
change your Certify email address, or your approval workflow may be changed. This information is
managed internally by your Certify Administrator.

M Y ACCOUNT  Account Settings E-mail Notifications ReportExecutive Ratings Profile

Use this page wo make changes to your account settings and preferences.

User Information Account Settings

Mame Kelly Employee Default Currency United States Dollar: *

E-mail Address kemployee@circpl.com |Jse Multiple Currencies ’

Employee D 221 Use WAT/GST

Mobile Phone [ ] Use PST/QST

Department General & Admin (01) Use H5T

Certify Role Employees Cormmute Distance | Miles r |

Add E-mail Address | |

Password Reset

Old Password I:l
Mew Password |:|
Confirm Password I:l

Reset Security

Questions

The following items will require you to contact your internal Certify Administrator to request a
change:

Change your Name as it appears in Certify

Update your Email Address (which doubles as your username)

Change your Department

Change your Role within Certify (Employee, Manager, Executive, or Accountant)

Change your Approver or Accountant

Contact information for your internal Certify Administrator is located on your Certify Support page.

Step 1: From your Certify homepage, select Support.
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ce rtify ° My Account Logout

e e Home  Travel  Wallet  Analytics

My Certify Wallet My Expense Reports What's New In Certify
Drafes Read the Certify Updates Blog

92716 DoubleTree Hotel $560.53 New Expense Report e

9/27/16  DoubleTree Hotel 548538 Pending Appraval

9/27/16  DoubleTree Hotel 36380 Pending Payment Spendsmart™
Archived There are no recent ratings to

display.
10 MORE ITEMS Ratings & Reviews
Add Receipts Schedule Expense Reports
D @ 1\ ReportExecutive™ is off.
—_J Meer your fully automated expense report.
MOBILE EMAIL UPLOAD
MORE METHODS COMFIGURE ReportExecutive™

Step 2: In the lower left corner of the Support page, you will find a list of your internal Certify
Administrators.
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Y

A\
I N

Browse Knowledge Base Submit a Support Ticket View Existing Requests

Learn to use Certify, and get answers Get assistance from a member of our Check on the status of your existing
o Common questions sUppOort team support tickets

Frequently Asked Questions Certify Training Camp
« Lost Password Wizard New users start here to learn the basics of Certify

* Adding Receipts using Certify Mobile

: ) e Watch training Videos
= Managing Expenses in your Certify Wallet & :
Arrend a live raining webinar
» Using ReportExecutive
* Auto Expense Report Wizard @ Go To Training Camp
View mare...
Your System Administrator Phone Support

888-925-0510 Opticn 4
24 Howr live support Monday - Friday

Jeffrey Accountant

jaccountant@circpl.com
Support Code:

International Mumbers

Configuring Special Taxes

Certify can automatically calculate and report amounts for the different types of tax rates applied to
expenses when traveling outside of the United States. Examples include the VAT taxes used in
Europe, and the various PST/QST/HST taxes applied in Canada. This article shows you how to
configure special tax percentage rates in your Certify account.

Step 1: On your account homepage, select My Account. On the Account Settings tab, click the Use
Multiple Currencies checkbox as needed, then click the checkbox for each tax type you want to
report.

Certify User Guide V.11.Q1 2020 12
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| | @ Accoua Support Logout

certify®

| .
RN Home  Travel  Wallet  Analytics
My Certify Wallet My Expense Reports What's New In Certify
Drafts Read the Certify Updates Blog
92716 DoubleTree Hotel $560.53 New Expense Report e
9/27/16  DoubleTree Hotel 548538 Pending Appraval
92716 DoubleTree Hotel $68.80 Pending Payment Spendsmart™
Archived There are no recent ratings to
display.
10 MORE ITEMS Ratings & Reviews
Add Receipts Schedule Expense Reports
D E T ReportExecutive™ is off.
—_ Meet your fully automated expense report.
MOBILE EMAIL UPLDAD
MORE METHODS COMFIGURE RepartExecutive™

Step 2: After you have saved the tax types in Step 1, the Account Settings tab will display percentage
fields next to the selected tax types. Enter the percentage rate for each tax type and click Save.

Personal Commute Mileage

Some companies may require that you subtract your regular commute distance from your business
mileage expenses. This article shows you how add your commuter miles in your Certify account to be
automatically subtracted from your mileage expense.

Step 1: On your account homepage, select My Account.
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certify®

travel & expense made easy

My Certify Wallet

9/27/16 DoubleTree Hotel §560.53
92716 DoubleTree Hotel 5485.38
92716 DoubleTree Hotel $68.80
10 MORE ITEMS

Add Receipts

0 x &

MOBILE EMAIL UPLOAD

MORE METHODS

(@y Account , Support Logout

Home Travel Wallet Analytics

My Expense Reports What's New In Certify

- Read the Certify Updates Blo
New Expense Report Drafts ° e e s

Pending Approval

Pending Payment SpendSmart™
Archived There are no recent ratings to
display.

Ratings & Reviews

Schedule Expense Reports

ReportExecutive™ is off.

Meet your fully automated expense report.

CONFIGURE ReportExecutive™

Step 2: On the Account Settings tab, enter your Commute Distance. Click Save to complete the
commuter miles configuration process.

Certify User Guide V.11.Q1 2020
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M y ACCOUNT  Account Settings E-mail Notifications ReportExecutive Ratings Profile

Use this page to make changes to your account settings and preferences.

User Information Account Settings

Name Eric Employee Use Multiple Currencies [_]

E-mail Address Eric.Emp.Test@gmail.com Use VAT/GST L]

Employee ID E| Eric Employee Use PST/QST ]

Mobile Phone e Use HST O

Department Operations {Operations) § Commute Distance |U | |Mi|es v| >D
Certify Role Employees Add E-mail Address | | »

Password Reset
Old Password
Mew Password
Confirm Password

Questions

For instructions on how to create a mileage expense, please view our Knowledge Base Article:
Creating a Mileage Expense.

Additional Email Addresses in your Certify Account

Certify offers a method for users to email receipt images to their Certify Wallets. These emails must
come from your Certify username email address. In order to receive email receipts from other email
addresses, you must first add the additional email address on your My Account page. This article
shows you how to enter an additional email address in your Certify account so you can email
receipts to your Certify Wallet.

Step 1: On your account homepage, select My Account.

Certify User Guide V.11.Q1 2020 1
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(@y Account , Support Logout

certify®

e Home  Travel  Wallet  Analytics
My Certify Wallet My Expense Reports What's New In Certify
Drafts Read the Certify Updates Blog
92716 DoubleTree Hotel $560.53 New Expense Report e
9/27/16  DoubleTree Hotel 548538 Pending Appraval
92716 DoubleTree Hotel $68.80 Pending Payment Spendsmart™
Archived There are no recent ratings to
display.
10 MORE ITEMS Ratings & Reviews
Add Receipts Schedule Expense Reports
D E T ReportExecutive™ is off.
l—’ Meet your fully automated expense report.
¥ ¥ P
MOBILE EMAIL UPLDAD
MORE METHODS COMFIGURE RepartExecutive™

Step 2: Enter your email address in the Add Email Address field.
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M}f ACCOUNT  Account Settings E-miail Notifications ReportExecutive Ratings Profile

Use this page to make changes to your account semings and preferences.

User Information Account Settings

Marne Meredith Employee Default Currency United States Daollars =

E-mail Address memployee@circpl.com  Use Multiple Currencies

Employee ID 222 Uz VAT/GST

Mabile Phone |:| 2 Use PST/QST

Departrment Gerneral & Admin (01) Use H5T =

Certify Role Employees Commute Distance |I:| | |I'\-"Ii|es v | »

@d E-mail Address | | -‘D

Password Reset

Old Password I:I
Mew Passwaord I:l »”
Confirm Password I:l

Reset Security Questions

Save Reset

Step 3: Click Save. The additional email address will now appear underneath the Add Email Address
field.

Certify User Guide V.11.Q1 2020 &0
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M‘j Account  Account Settings E-mail Motifications ReportExecutive Ratings Profile

Use this page to make changes to your account settings and preferences.

User Information Account Settings
MNarme Meredith Employee Default Currency United States Dallars *
E-mail Address memployse@circpl.com  Use Multiple Currencies
Employee ID 222 Use VAT/GST
Mobile Phone |:| 22 Use PST/QST
Department Gereral & Admin (01) Use HST
Certify Role Ermployees Commute Distance |D | |Mi|es v | b
Add E-mail Address | |

Password Reset

Old Password I:l
Mews Password I:l »
Confirm Password I:I

Reset Security Questions

x| m@gmail.com

Save Reset

Credit Card - Adding to My Account

Certify offers a credit card integration feature that automatically imports business expenses into
your Certify Wallet for inclusion in your expense reports. This article shows you how to set up the
credit card integration feature for your account.

Step 1: On your account homepage, select My Account.

Certify User Guide V.11.Q1 2020 L
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certify®

travel & expense made easy

My Certify Wallet

9/27/16 DoubleTree Hotel §560.53
92716 DoubleTree Hotel 5485.38
92716 DoubleTree Hotel $68.80
10 MORE ITEMS

Add Receipts

0 x &

MOBILE EMAIL UPLOAD

MORE METHODS

Step 2: On the Account Settings tab,

(@y Account , Support Logout

Home Travel Wallet Analytics

My Expense Reports What's New In Certify

- Read the Certify Updates Blo
New Expense Report Drafts ° e e s

Pending Approval

Pending Payment SpendSmart™
Archived There are no recent ratings to
display.

Ratings & Reviews

Schedule Expense Reports

ReportExecutive™ is off.

Meet your fully automated expense report.

CONFIGURE ReportExecutive™

next to Add Credit Card, select a card type from the dropdown

menu, and enter your credit card number in the field provided. Click Save to continue.

M Y Account Account Settings Ratings Profile E-mail Notifications ReportExecutive

Use this page to make changes to your account settings and preferences.

User Information

Account Settings

Mame Eric Employee Default Currency |United States Dollars W
E-mail Address Eric.Emp.Test@gmail.com Use Multiple Currencies E
Employee ID W|Elliot Employee Use VAT/GST D
i >
Mobile Phone I:I Use PST/QST |
Department Operations (D8
P P (08) Use HST 1
Certify Role Employees
Add E-mail Address | | >
Password Reset
Add Credit Card |Credit Card Vl | |>>

Confirm Password |:|

Confirm |

Reset Security Questions

Save

Reset

Please Note: If you are using a corporate card provided by your organization, you have completed all
of the steps for adding a crediit card to your Certify account. If you are using a small business credit

card, continue on to Step 3 below.

Certify User Guide V.11.Q1 2020

19



Logging in and Getting Started

Step 3: After you click Save, the Add Small Business Credit Card Wizard will be invoked. On the next
page, search for and select the financial institution associated with your credit card. Click Next to
continue.

Add Small Business Credit Card Wizard

This wizard allows you to enter credentials for your small business credit card. Your purchases will be automatically added to your
Certify Wallet on a daily basis.

Current Step: |1 - 2 - 3 - 4

Select Your Financial Institution

MNext

Step 4: On the next page, enter the username and password you use for the financial institution you
selected.

Add Small Business Credit Card Wizard

This wizard allows you to enter credentials for your small business credit card. Your purchases will be automatically added to your
Certify Wallet on a daily basis.

Current Skep: 1 - 2 |- 3 - 4

Please enter your User ID and Password.

User ID | |

Password | |

This step may take up to 30 seconds, so please be patient.

Back Mext

Step 5: On the last page, you will see the most recent credit card transactions for your credit card. If
you have more than one account with the selected financial institution, you will need to select the
correct credit card by reviewing the most recent transactions listed. Only select My Card is the Master
Account if you can see other cardholder’s transactions when viewing your online statement. Click
Next to complete the credit card addition process.

Certify User Guide V.11.Q1 2020 20
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Add Small Business Credit Card Wizard

This wizard allows you to enter credentials for your small business credit card. Your purchases will be automatically added to your
Certify Wallet on a daily basis.

Current Step: 1 - 2 -13 - 4

Select the account you wish to use. If some of the charges below belong to other cards in your card program, your card is the Master
Account. If you card is the Master Account, please check the "My Card 15 the Master Account’ checkbox and Certify will import only the
transactions on yvour card.

D My Card is the Master Account

® 9606 CREDIT CARD

9/12/2014 2.95 STARBUCKS #05316 SAN DIEG
9/15/2014 7.59 HUDSOMN MEWS 290 NC

Reporting NPI for Expenses and Invoices

Certify integrates with the US National Provider Identifier (NPI) database, helping companies comply
with healthcare reform acts and associated legislation. This feature allows companies to properly
track and report expenses and invoices relating to physician relations and marketing efforts for other
licensed health care professionals. This article show you how to report NPl expenses in Certify.

Step 1: On your account homepage, create a new expense report of open an existing Draft report.

Certify Q Drafts | Meredith Employes My Accouit Support Lagout
el B apense mbde sty Horme Travel Wallet  Analytics
My Certify wallet @ My Expense Reports NPl Expenze
G restaurant with anended.|pg -
1RNTe  DoubleTree Hote $560.52
WITAE  DaunleTree Hetel 548535 ng Fa (o]
thoe D
I pikal
There are no recent ratings ko
Add Receipts Schedule Expenseé Reports display.

riExecutive™ is ol

our fully autormated expense report.

Step 2: Select the Name of the expense report you want to open.
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Drafts Pendi & end = I
Drafts
Actions Name End Date Reimbursable Man-Reim, Total
Bx  (Reportexecutive- 10142016 - 106152016 ) 1071502016 541345 £0.00 5213.48

Totals F413.48 $0.00 §415.48

Step 3: Open an existing expense by clicking the Edit icon next to the expense line. Create a new
expense by selecting Add from My Certify Wallet or use the Add Expense box.

xpense Report Cleanup Wizard rint Report
Ri TN R Executive - 101 /2076 - 101372016
D po e portEaecutve - 10 e Sulsmit tor Approval
Dates 10/1/2016 - 10/15/2016
Expenses 5
Expense  Date Department Category Details Amount  Reir.  Dillable Receipt Reason
([x] 1002018 General & Admin Mileage E M9.84  Yes ko E| [E3]
3] w0t General & Admin Lodging < 3] 19166 Yes he E| B
([x] 10202018 General & Admin Cofles, Tea, Snacks < (2] 582 Yes Mo E| [E3]
O>| IMAI0NE  General & Admin Meals - Large Groug < 3] sa1 | ves he E| B
([x] 1002018 General & Admin Other Transportatior E 275 e Mo 1] [E3]
Total Mon-Reimbursable $0.00
Total Personal 50.00
Tatal Reimbursable $413.48
Total Expenses 413,48
- — —

Add Expense .
m I B aene  otherTransports-  Dalta &Ir Lines

Date i Il = B 02i6 OficeSouipment  TheMomeDepot 53440
Department  General & Admin . Bl == & Other Transporta—  Standard Packing $12.00
Category v Il = 5 02366 Postage Feden $16.60
Reason Il = & comans Officesoupment Staples £7858
ER - cdging DoubleTres Hotel  $560.53
Reimbursable | | pald for this. please reimburse me M
= 10427rE  Lodging DoubleTres Hote 48538
Billahle
_ 2l = DoubleTree Hate $56.50
Receipl Change

DoubleTres Hate §6.35

1. E] [k al] restaLrant with at-

Step 4: Next, complete the bold fields.

e Select the appropriate NPl expense Category from the dropdown menu.

e Search for the physician by name, location, or NPl number. Click Find and select the
appropriate physician from the list provided. Additional physicians can be added in Step 5.

e Inthe Attendees field, enter all non-physician attendees. Click Save.

Certify User Guide V.11.Q1 2020 22
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Edit Expense Rece gt ©

Crabapples
Diate 1326 BR HEGHEDRSO0D GAILL § BAR
BE 51478 Bell Pm

Department  General & Admin v
STAVER: ANNIE

Category Weal - Physician v 1=0LEn 29
sk THES
Physician lacauelyn Smith it e
1 ML= COM

Amount 85.39 | United 5tates Dollars ’
Vendar Crabapples
Location WYC

Antenidess Salf, Mike Manager

Reason

Resmbursable | | paid for this, please reimburse me. N
Billablz

Receipt change

Please Note: This functionality works the same as when using NP/ detail options for Certify Invoice.

Step 5: Enter additional physicians by opening the Other Actions menu and selecting Add Physicians.

EXpense Kep Cleanup Wizard Print Report
Repart Mame ReportExecutive - 10/1/2016 - 100152015
[ Fer ‘ - Submit for Approval
Drates 1012016 - 10M 52016
Expense 5 1
Expense Date Department Category Details Amount  Reim.  Biilable Receipt  Reason
(B E] General & admin Mileage -] 3 11884 Yes No H [¥]
FE 2016 General & Admin Lodging = 3 19196 Yes Mo 5|
[ 3] 13206  General & agmin Coffee, Tea Snacxs | 3] 582 Yes Ei ]
[#) 3] 102016 General & Admin Mezals - Large Groug =] [2] 9341 Yes Mo 3] [¥]
3 'wazne  General & admin Other Transportation ~ 3 Yoo !
FE Meal - Phiysician | 3] 3539 Yes No Ei
Other Actions b
Total Non-Reimbuwrsable $0.00
Delete Expense Send to Wallet
Total Personal 30,00
P Expem=e ¥ Expen=: Total Reimbursable $490.87

Add Barik Fee Toksl Expenses $498.87

Step 6: Search for and select an additional physician by name, location, or NPl number. Click Add
Physician. Add multiple physicians as needed. When finished, click Save.

Certify User Guide V.11.Q1 2020 2
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Add Physicians to an Expense

Use this wizard to easlily add multiple physicians or organizations to an expense, This wizard will create a group of split
expenses which will allow for proper tracking and reporting of physician expense data.

Expense Deftails

Date 10/30/2016
Category Meal - Physician
Amount $85.39

Add Physician to Expense

Physician Timothy Brown

‘ Add Physician ’

e )] o

Selected Physicians or Organizations

Jacquelyn Smith

Step 7: Additional physicians will be saved as a split expense. The total is automatically calculated
foryou and is split evenly between the total number of physicians and non-physician attendees.

Repo aipts Print Report
[, Report Name RoportExecuts - 107172016 - 1001 5/2010
Dates 10/1/2016 - 10/15/2016
Expense by
Expen v
Expense Date Departmant Category Detalls Amount  Relm. Billable Recelpt Reason
7 (3 1on2ote  General & Admin Mioage 7 3] 11984 Yes No E B}
# (3 1o32016  General & Admin 3] Ye E B
[3] 10032016  General & Admin 5] e E B
3 semy > 1 E >
[>] v [> 275 G ! >

\omin Meal - Prysician 43 4263 VYes

v)
'
T
m

3] 13
- G

Meal - Prysiclan

Total Non-Relmbursable $0.00
Total Porsonal $0.00

Total Reimbursable $498.87
Total Expenses 549887

Direct Deposit for Domestic ACH - Adding to My Account

If your organization is using Certify's Domestic ACH integration, you will need to add your direct
deposit bank information on your My Account page. This article shows you how to enter your direct
deposit information into your Certify account.
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Please Note: Certify ACH will only work with US bank accounts.

Step 1: On your account homepage, select My Account.

| | {gy Account )| Support Logout

certify®

A I Home  Travel  Wallet  Analytics

My Certify Wallet My Expense Reports What's New In Certify
Drafts Read the Certify Updates Blog

927116 DoubleTree Hotel $560.53 New Expense Report e

972716 DoubleTree Horel 548538 Pending Approval

272716 DoubleTree Hotel s68.80 Pending Payment SpendSmart™
Archived There are no recent ratings to

display.
10 MORE ITEMS Ratings & Reviews
Add Receipts Schedule Expense Reports
D @ T ReportExecutive™ is off.
—J Meet your fully automated expense report.
MOBILE EMAIL UPLOAD
MORE METHODS CONFIGURE ReportExecutive™

Step 2: On the My Account page under the Account Settings tab, next to Direct Deposit Account,
select Add Account Information.
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My AcCcount  Account Settings E-mail Notifications ReportExecutive Ratings Profile

Use this page o make changes to your account sewings and preferences.

User Information Account Settings

Mame Meredith Employee Default Currency United States Dollar: ¥

E-mail Address memplayse@circpl.com  Use Multiple Currencies [

Emplaoyee ID 222 Use VAT/GST J

Mobile Phone I:I Use PST/QST J

Department General & Admin (01) Jse HET [

Certify Role Employees Commute Distance |EI | | Miles r |

Add E-mail Address | |

Password Reset

Old Password I:I
Mew Passward I:l
Confirm Passwaord I:l

Reset Security Questions  Direct Deposit Accaunt ‘ Add Account Information ,

Save Reset
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Step 3: On the Direct Deposit Account Information page, you will need to complete all fields.

Direct Deposit Account Information

Enter your bank account information to enable direct deposit for reimbursements.

Be sure to enter address information that is associated with the bank account.
All fields are required.

Bank Routing Number and Bank Account Number

Account Type | ing * |
yp! Checking nau 0123
i :\l‘i ‘llisf Fa 01-234B678E
Bank Routing Number l:l oae
Bank Account Number l:l . LLARS
HANK HAME
ADDRE 55
foR
Name on Account | | B0 ZILEETAG DL2ILGEPAGDLZI™ DL23
L -

|

Address | Bank Routing Bank Account  Check

Number Number Number
City
State [ AK - Alaska v NAE

CITY, STATE 21
ZIP Code iL.____I

DATE || I |
Telephone B -

CATY, 5TATE AP
Save Reset $

E
i
E
£
i
:
§
f
£
£
:
I
v

RO 2ILSEPAN DL2IL5RPA90L 23
| 1 |
1 1 § 1 J

|
Bank Routing Bank Account
Number Number

Once you have completed all fields provided, click Save. At the top of the page, you will receive a
confirmation that your account information has been saved.

Step 4: Select My Account to return to the Account Settings tab. Near the bottom right of the page,
several x’s and the last four digits of both your routing number and your account number will be
displayed.
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M Y ACCOUNT  Account Settings E-mail Notifications ReportExecutive Ratings Profile

Use this page to make changes to your account settings and preferences.

User Information Account Settings

MName Meredith Employee Default Currency United States Dollar: *

E-mail Addres=z memployee@circpl.com  Use Multiple Currencies 7

Employee ID 222 Use WAT/GST

Mabile Phone I:I Use PST/QST

Department General & Admin (01) Use HET

Certify Role Employees Commute Distance |D | | Miles r |

Add E-mail Address | |

Password Reset

Old Password [ ] Add Credit Card | Company Visa v || |
MNew Password I:l Confirm | |
Confirm Password I:l

Reset Security Quest -m@ect Deposit Account 3¢ X000 KOS T )

Entering United States Direct Deposit Account Information for Certify
Payments

If your organization is using Certify Payments, there are a few steps to enter your direct deposit

account information to begin receiving reimbursement. If your company previously used Domestic

ACH and is now transitioning to Certify Payments, you will be prompted to update your account.

This article will show you how to enter (or re-enter) your direct deposit account information.

Please Note: Certify Payments services both domestic and international bank accounts. To add
Direct Deposit information for an international account, see: Entering International Direct Deposit
Information.

Step 1: On your account homepage, select My Account.
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‘gy Account , Support Logout

certify®

travel & expense made easy Home Travel Wallet Analytics

My Certify Wallet My Expense Reports What's New In Certify
Drafis Read the Certify Updates Blog

2716 DoubleTree Hotel $560.53 MNew Expense Report A

272716 DoubleTree Hotel s485.38 Pending Approval

972716 DoubleTree Horel 568,80 Pending Payment Spendsmart™
Archived There are no recent ratings to

display.
10 MORE ITEMS Ratings & Reviews
Add Receipts Schedule Expense Reports
D E T ReportExecutive™ is off.
—J Meet your fully automated expense report.
MOBILE EMAIL UPLOAD
MORE METHODS CONFIGURE ReportExscutive™

Please Note: If you simply need to re-enter your direct deposit account information, you will be
prompted to access My Account at the top of the home screen, shown below. Select My Account and
proceed to Step 2b.

C e rtify 0 Benefit Mall v
travel & expense made easy .

© Direct Deposit Update Required

A data integration update requires that your direct deposit information be updated. Please do so on

You cannot receive reimbursements until this is completed.

Step 2a: On the My Account page, select Add Account Information.
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M‘j ACCOUNT  Account Settings E-mail Notifications ReportExecutive Ratings Profile

Use this page 1o make changes to your account settings and preferences,

User Information Account Settings

Name Meredith Employee Default Currency United States Dollar: ¥

E-mail Address memployee@circpl.cam  Use Multiple Currencies 7

Employee 1D 222 Use VAT/GST

Maobile Phone I:I Use PST/QST

Department General & Admin (01) Use HST

Certify Role Employees Commute Distance |D | | Miles r |

Add E-mail Address | |

Password Reset

Old Password I:I
New Password I:I
Confirm Password I:I

Reset Security Questions Direct Deposit Account ‘ Add Account Information ’

Save Reset

Step 2b: If you are updating your account, select the highlighted account number.
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ce rtify o Benefit Mall

travel & expense made easy Home 1

".-"l‘:,* Account Account Settings Email Motifications ReportExecutive Ratings Profile

Use this page to make changes to your account settings and preferences.

User Information Account Settings

MName Benefit Mall Default Currency United States DUIIar:E

Email Address bm@wubstest.com Use Multiple Currencies  []

Employee ID Use VAT/GST ]

Mobile Phone Use PST/QST :|

Department General & Admin (01) Use HST _]

Certify Role Employees Commute Distance L] Miles 1]
Add Email Address

Password Reset

Old Password

New Password Direct Deposit Account ¢ XXXX{X4345 00000000001 234

Confirm Password

Reset Security Questions

=

Step 3: On the first step of the Direct Deposit Account Configuration page, enter your country and
click Next.
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Direct Deposit Account Configuration

CurrentStepr 1 - 2 - 2 - 4 - 5 - B

Find Your Financial Institution
Select the country where your financial institution is located.

(Country | United States of America v ‘ )

Next

Step 4: Enter your banking information in the search fields provided. Use either your Routing
Number OR the Bank Name, State, and City. Then, click Next.

Direct Deposit Account Configuration

CurrentStep: 1 -f28- 3 - 4 - 5 - 6

Find Your Financial Institution Bank Routing Number

Search by routing number (recommended) er search by bank information,

NAME 0123

ADDRESS P —
Routing Number | | A e
ar Sroen o | &
Bank Name |TD | DOLLARS

BANK NAME

. ADORESS
State | ME - Maine v ‘ CITY, STATE 2IF
FoR
City |P°rt|3”d | EOM2ILGEFEE O42ILSB7BI0MZIC D423
' ' } }

} }
t 1 }
| T
Bank Routing Bank Account Check

MNumber Number Number
NAME
ADDRESS
CITY, STATE ZIF
NN
H
DATE —
By AR WS B ARSI FO WATATE VTR AN
o e e ®
G TERE T O G FECENED W REAED]
o
BANK NAME
Back Next ADDRESS WS e
CITY, STATE 2P

BOK2ILSETEN DR23LEBE7EE0 23

1 I 1 ‘ t

Bank Routing Bank Account
MNumber Number
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Please Note: If no results are found, the Wizard will presentNo results were found. You may choose
to manually enter your bank by selecting Manually enter bank information on this screen. After
entering the information, proceed to Step 5.

Direct Deposit Account Configuration
CurrentStep: 1 - 2 - 38. 4 . 5 . 6

Mo results were found. Please go back and refine your search.

E-‘.rmuu ly enter bank infarmation ]

Back

Step 5: Add your account information into all required fields. Click Next.

Please Note: State, City, Address, Zip Code, and Telephone are for your information associated
with your account; not the bank's
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information.

Direct Deposit Account Configuration

CurrentStep: 1 - 2 - 3 -4 - 5 - 6

Selected Financial Institution Bank Routing Number

TD Bank, National Association

481 CONGRESS 5T :3::.'553 0123
CITY, STATE 7IF 01-23456788
PORTLAND, ME, United States of America DATE
Routing Number: 211274450 BRYTO THE
Srokn oF | $
DOLLARS
BANK NAME
ADDRESS
. CITY, STATE 2P
Your Account Information o
Enter your personal information associated with your bank account. O0323L5678n D323L567B90423" Oadd
1 J— }

I T
Bank Routing Bank Account Check

Account Type | Checking v | Number Number Number
Bank Account Number |n23456782012345 |
NAME
ADDRESS
Confirm Account Number |02345678901 2345 | CITY, STATE 2IF
INEH
Name on Account Ellie Employes DATE S | S|
L T T T |
Address |1c|0 Main St | R R PO S PR F TR o
BANK NAME -
city |south Portiand | apoeEss e v
State | ME - maine v $ :
W04 23ILSETEE Dd23L5E7AIDA 2
i ' } }
ZIP Code 04108 | Tt : ‘
Bank Routing  Bank Account
Country | United States of America v | Number Number
Telephone [1234567890 |

BaCk .:

Step 7: Review your information. Click Back to make changes, and Next if you're finished.
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Direct Deposit Account Configuration

CurrentStep: 1 - 2 - 3 - 4 -3 - B

Confirm Account Details
Review your selections below. You may go back to any step to make changes.
If all the information is correct, select Next to save your account details.

Bank Information

Name TD Bank, National Association
Address 481 CONGRESS 5T

City PORTLAND

State/Province ME - Maine

Country United States of America

Routing Number (WIRE) 211274450

Account Information

Account Type Checking

Bank Account Number FREEREEEARDIAG

Name On Account Ellie Employee
Address 100 Main 5t
City South Portland
State/Province ME - Maine
ZIP Code 04106
Country United States of America
Telephone 1234567899
Back Next

Step 8: A confirmation screen appears to let you know your account is now set up with Certify
Payments.
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Direct Deposit Account Configuration

CurrentStep: 1 - 2 - 3 - 4 -5 -6

Your account information has been saved. Future reimbursements will use this information.

Return to My Account

Entering International Direct Deposit Information for Certify Payments

If your organization is using Certify Payments, there are a few steps to enter your direct deposit
account information to begin receiving reimbursement.

This article will show you how to enter your direct deposit account information.

Please Note: Certify Payments services both domestic and international bank accounts. To add
Direct Deposit Information for a United States-based account, see: Entering United States Direct
Deposit Information.

Step 1: On your account homepage, select My Account.

ce rtify o | | ‘Ey Account )| Support Logout
e L) Home  Travel  Wallet  Analytics
My Certify Wallet My Expense Reports What's New In Certify
Drafis Read the Certify Updates Blog
2716 DoubleTree Hotel §560.53 New Expense Report e
272716 DoubleTree Hotel s485.38 Pending Approval
9127116 DoubleTree Hotel $68.80 Pending Payment SpendSmart™
Archived There are no recent ratings to
display.
10 MORE ITEMS Ratings & Reviews
Add Receipts Schedule Expense Reports
D @ T ReportExecutive™ is off.
) Meet your fully automated expense report.
MOEBILE EMAIL UPLOAD
MORE METHODS CONFIGURE ReportExecutive™

Step 2: On the My Account page, select Add Account Information.
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M‘j ACCOUNT  Account Settings E-mail Notifications ReportExecutive Ratings Profile

Use this page 1o make changes to your account settings and preferences,

User Information Account Settings

Name Meredith Employee Default Currency United States Dollar: ¥

E-mail Address memployee@circpl.cam  Use Multiple Currencies 7

Employee 1D 222 Use VAT/GST

Maobile Phone I:I Use PST/QST

Department General & Admin (01) Use HST

Certify Role Employees Commute Distance |D | | Miles r |

Add E-mail Address | |

Password Reset

Old Password I:I
New Password I:I
Confirm Password I:I

Reset Security Questions Direct Deposit Account ‘ Add Account Information ’

Save Reset

Step 3: On the first step of the Direct Deposit Account Configuration page, enter your country and
click Next.

Direct Deposit Account Configuration

CurrentStep: 1 - 2 - 3 - 4 - 5 - 6

Find Your Financial Institution
Select the country where your financial institution is located.

Country | France ) A

Step 4: Enter your banking information in the search fields provided. There are three options to
search:

e Alocal Routing Code is your in-country code used for electronic payments.
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e ASWIFT Code is a unique identification code of a particular bank. The SWIFT Code contains 8 to
11 alphanumeric characters.

e An IBAN Number is your International Bank Account Number. IBAN numbers consists of up to 34
alphanumeric characters.

Then, click Next.

Direct Deposit Account Configuration

CurrentStep: 1 - 2 - 3 - 4 - 5 - 6

Find Your Financial Institution

Search by IBAN (recommended), routing code, or bank information.

IBAN Number | |

or

(Routing.-’SWlFT Code |BDFEFR2T026 | )

or

Bank Name | |

city | |

Step 5: Select the radio button for your institution branch and click Next.
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Direct Deposit Account Configuration

CurrentStep: 1 - 2 - 3 - 4 - 5 - 6

Select Your Financial Institution

Choaose the correct institution from the results below, or go back to refine your search.

Select MName Address City State/Province Routing/SWIFT
o BAMNQUE DE FRANCE 31 rue Croix-des-Petits-Champs Paris Ville de Paris EDFEFR2T026
1 ITEM
Back Next

Please Note: If no results are found, you may also choose to manually enter your bank by
selecting Manually enter bank information on this screen. After entering the information, proceed

to Step 6.
Direct Deposit Account Configuration
CurrentStep: 1 - 2 - '3 - 4 - 5 - 6
Mo results were found. Please go back and refine your search.

(Manually enter bank information )

Back Next

Step 6: Add your account information into all required fields. Click Next.

Please Note: Name on Account, Address, City, Zip Code, and Telephone are for your information
associated with your account; not the bank's information.
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Direct Deposit Account Configuration

CurrentStep: 1 - 2 -3 -8 - 5 - 6

Selected Financial Institution

BANQUE DE FRANCE

31 rue Croix-des-Petits-Champs
Paris, France

SWIFT Code: BDFEFR2TSAI

Bank Routing/Sort Code i3004?00225 |

Confirm Routing/Sort Code 53004?00225 |

Your Account Information

Enter your persenal information associated with your bank account.

Account Type | Checking v |

Bank Account Number/IBAN !FR142DO4‘IO10050500013M02606 |

Confirm Account |FR142DO4‘IG10050500013M02606 |
Number/IBAN

MName on Account Rachel Employee

Address |1124 Rue de I'Ermitage |

City !Daris |

Postal Code [75020 |

Country | France x |

Telephone 0177047124 |
Back

Step 7: Review your information, and click Next.
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Direct Deposit Account Configuration

CurrentStep: 1 - 2 - 3 - 4 -5 - 6

Confirm Account Details
Review your selections below. You may go back to any step to make changes.
If all the information is correct, select Next to save your account details.

Bank Information

Name BANQUE DE FRANCE

Address 31 rue Croix-des-Petits-Champs
City Paris

Country France

Routing/Sort Code 3004700225

SWIFT Code BDFEFR2TSAI

Account Information
Account Type Checking

Bank Account Number/IBAN  #**#%%x**x*%2506

Name On Account Rachel Employee
Address 1124 Rue de I'Ermitage
City Paris

Postal Code 75020

Country France

Telephone 0177047184

Back

Step 8: A confirmation screen appears to let you know your account is now set up with Certify
Payments.
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Direct Deposit Account Configuration

CurrentStep: 1 - 2 - 3 - 4 . 5 .6

Your account information has been saved. Future reimbursements will use this information.

Return to My Account

Adding Individual Meal Attendees to Your Account

For frequent attendees on your meal expenses, you have the ability to pre-populate

individuals easier selection. For example, groups could be certain departments, teams, or attendees
from a specific customer. This article will show you, a report submitter, how to add and manage your
own pre-populated individuals for reporting meals.

Step 1: On your Certify home page, select My Account.

ce rtify o Drafts  Configuration ‘ Kelly Employee v ‘@y Accounty  Support Legout
G A o) Home  Travel  Wallet  Analytics
My Certify Wallet 2] My Expense Reports What's New In Certify
G/27/18  American Airlines $563 60 New Expense Report Drafes o Read the Certify Updates Blog
421118 The Home Depot $34.40 Pending Appraval o
Pending Payment © SpendSmart™
Archived @
TEMS There are no recent ratings to
display.
Ratings & Reviews
Add Receipts = Scheduled Expense Reports

== ReportExecutive™ is on.
D @ lTl oo Next Build Day:
N N N Monday, July 30, 2018
MOBILE EMAIL UPLOAD
MORE METHODS CONFIGURE ReportExecutive™

Step 2: In the lower left-hand corner, select Add Attendees.
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M\j ACCOUNT  Account Settings Email Notifications ReportExecutive Ratings Profile

Use this page to make changes to your account settings and preferences,

User Information Account Settings
Name Kelly Employee Language English v
Email Address kemployee@dircpi.com  Default Currency | United States Dollar: ¥ |
Employe= D 221 Use Multiple 2
Department General & Admin (01) Use VAT/GST e
Certify Role Employees Use PSTIQST -

Us= HST [

: - -
Password Reset Commute Distance |1 2 | | Miles |

Oldl Passward |:| Add Email Address | |
Mew Passwaord I:I

Confirm Password I:I Add Credit Card | Company Visa ¥ | | |
Reset Security Questions Confirm l:l

P OCO000E00-0214 Company Visa

Manage Attendees

Add Artende Direct Deposit Account & XC0000365 MOOCOO00CHT111

Manage Attendees
Add Groups

Manage Groups

Step 3: Enter the Name, Title, Company, and Relationship of the individual, and click Next to save.

Add Attendees

CurrentStep: | 1 - 2

This wizard will help you create new attendees, Enter the details of the attendee records in the form below, and then dick Next.
If you want to add multiple attendees, you can copy and paste comma-separated values using the bulk atendee upload tool.
All fields are required.

New Attendee Details

First Name Last Name Title Company Relationship

X (Tyler | |Employee | |Customer Happiness Lead | |C|'rcp1 | | Employee r

Add New Artendee

‘ Next

Step 4: To add the new individuals to an Attendee Group, click Manage Attendees.
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Add Attendees

Current Seep: 1 - 2

The new attendee record has been created.
Thank you for using Certify.

Return to My Account

@r‘ age Amen -:IeED

Step 5: Select the pencil icon for the individual to edit their information, and/or use the Groups drop-
down menu to apply them to a Group.

Manage Attendees 1

| | . T -

Status First Name Last Name Title Company Relationship Groups

L, Active Kelly Employee Self
[#) Active Tom Employee Support Circpl Employee
[ Active Liz Employee Support Circpl Employee
L, Active Ryan Employee Support Lead Circpl Employee
L, Active Lisa Employee Customer Happin...  Circpl Employee
[ Active John Employee Customer Happin...  Circpl Employee
@Actlve Tyler Employee Customer Happin...  Circpl Employee i : ’
[+ Active Jacob Manager Manager Circpl Employee [ Customer Happiness Team
[} Actve Amanda Manager Manager Circpl Employee &) Managers
[ Active Rachel Manager Manager Circpl Employee & ProjectLeads
| Sales Support
10 ATTENDEES
Return

Step 6: For future meal expenses, this individual attendee will be available.
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Add Expense

Date |732018 &
Department | General & Admin ' |
Category | Meals M |
Amount | 32.EI'D| | United States Dollar: ¥
Vendor |Bostcr‘ Gri |
Location |Bostc:r', MA |
Attendees |: rst | |__=-:-t | | Relationship ¥ |
|_:—'_ | |'__,"::5"_ | m Clear
Attendees Groups
Reason
Search | |
Reimbursable | Ryan Employse, Support Lead, Circpl -
Billable |} Toem Employee, Support, Circpl
Receipt [#*| Tyler Employee, Customer Happiness Lead, Circp!

I Amanda Manager, Manager, Circpl
|l Jacob Manager, Manager, Circpl

| Rachel Manager, Manager, Circp1

Add Attendees (1) Cancel Edit Contacts

Adding Groups of Meal Attendees to Your Account

For frequent attendees on your meal expenses, you have the ability to pre-populate Groups of
attendees for easier selection. For example, groups could be certain departments, teams, or
attendees from a specific customer. This article will show you, a report submitter, how to add and
manage your own pre-populated groups for reporting meals.

To enter individual attendees, rather than a group, see: Adding Individual Meal Attendees to Your
Account

Step 1: On your Certify home page, select My Account.
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ce rtify o Drafts  Configuration Support Logout

| ]
D . Home Travel Wallet Analytics
My Certify Wallet 2] My Expense Reports What's New In Certify
&/2TH8  American Airlines $563.60 New Expense Report Drafts 2] Read the Certify Updates Blog
472118 The Home Depat 53440 Pending Agproval e
Pending Payment (o] spendsmart™
Archived [[55]
2 ITEMS There are no recent ratings to
display.
Ratings & Reviews
Add Receipts = Scheduled Expense Reports
ReportExecutive™ is on.
D E |T' Next Build Day:
_ ~ Monday, July 30, 2013
MOBILE EMAIL UPLOAD
MORE METHODS CONFIGURE ReportExecutive™

Step 2: In the lower left-hand corner, select Add Groups.

M‘j Account  Account Settings Email Notifications ReportExecutive Ratings Profile

Use this page to make changes to your account settings and preferences,

User Information
Name

Email Address
Employee ID
Mabile Phone
Department

Certify Role

Password Reset
Qld Password

New Passward

Account Settings
Kelly Employee Language English ¥
kemployes@drepl.com  Default Currency United States Dollar: ¥

2 Use Multiple v

General & Adrmin (01) Use VAT/GST '
Employees Use PST/QST |
Use H5T |
Commute Distance |12 | | Miles ¥ |

I:I Add Email Address

Confirm Passward I:I Add Credit Card | CompanyVisa ¥ | | |
Reset Security Questions Confirm I:I

H KK K000-0214 Company Visa
Manage Attendees

Add Artendees Direct Deposit Account 3 XA00K0365 XOGCOOGOHKT111

Manage Attendees

Manage Groups

m ReSEI

Step 3: Enter a name for your first Group, and click Next to save.
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Add Custom Groups

CurrentSeep: | 1 - 2

This wizard will help you create new custom attendee groups. Enter the group names belew, and then click Next.

You can add multiple attendee groups using the bulk upload tocl.

Mew Attendee Group Details

Attendee Group Name

X |Managers

Add New Attendee Group

'l Mext

Step 4: To add individuals to the new Group, click Manage Groups.

Add Custom Groups

CurrentStep: 1 - 2

The new attendee group record has been created.

Thank you for using Certify.

Return to My Account

Step 5: Select the pencil icon for the Group to edit.

Manage Groups

Group Name No. of Attendees Attendees
[} Customer Happiness Team 3 John Employee, Kelly Employee, Lisa Employee
@\Aanagars 0
[} ProjectLeads 0
[} sales Support 3 Liz Employee, Ryan Employee, Tom Employee
4 GROUPS
Return
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Step 6: All individuals that you have entered before will be shown in a list. Select Add to the
applicable attendees to the Group.

[ A G Employee Self Customer Happiness Team
m Tom Employee Support Circp1 Employee Sales Support
m Liz Employee Support Circp1 Employee Sales Support
m Ryan Employee Support Lead Circp1 Employee Sales Support
m Lisa Employee Customer Happin...  Circpl Employee Customer Happiness Team
m John Employee Customer Happin...  Circpl Employee Customer Happiness Team
”

Add Jacob Manager Manager Circpt Employee
m Amanda Manager Manager Circp1 Employee
m Rachel Manager Manager Circp1 Employee

Step 7: Alternatively, use the Show Coworkers toggle to utilize the Find My Coworkers feature. The
coworker list will be populated with all active Certify users within a given instance. Choose from this
list of coworkers to add to your group.

Manage Attendees
First Nam Last Name Company Relationship Groups
[7) Active Manager ertify, In tmployes Avaliabie '
[#) Actve Employes Certify, Inc Employes ( at -
[ Actve Manager Certify, In¢ Employes o Grouos Avaiable =
[ Actve Manager Certify, Inc. Employee Grougrs Avadable -
[7) Active Employee Certify, Inc Employee 0 G s Avasable -
L\ Allive £ oyee Certify, Inc Employee ( ) -
[ Aave £mployes Cartfy, Ing Employes e R 11 =
[7) Actve Empiloyee Certify, Inc Employee o Groups Avaiable -

Step 8: For future meal expenses, the selected group will then apply all selected individuals when
chosen.
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Logging in and Getting Started

Add Expense

Date { i

Department { General & Admin v !

Category \ Meals ¥ ]’

Amount |_ | ’ United States Dollars ¥

Vendor { {

Location [ !
< ] Relationship v ]’

Attendees i:»;: I |Last

|
|

Attendees €7 Coworkers €)

Reason
Search |
Reimbursable | | John Clark, Human Resources Manager, Certify -
Billable |_| John Employee, Customer Happiness, Circp1
Receipt

|| Lisa Employee, Customer Happiness, Circp1
|| Liz Employee, Support, Circp1
|| Lucy Employee, Manager, Circp

|| Ryan Employee, Support Lead, Circp1 i

‘ Add Attendees ’ ancel Edit Contacts
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Logging in and Getting Started

Edit Expense

Date | 752012 1

Department | General & Admin ]
Category | Meals d
Amount |  189.54| | United States Dollar: ¥

Vendor |Portland Grill |
Location |Portland, ME |
Attendees  [Firs: | [Last | | Relationship v

|_:=_ | |f:"::5-'_ | mm Clear

X Kelty Employee, , , Self

. Amanda Manager, Manager, Circpl, Employee
X, Jacob Manager, Manager, Circpl1, Employee

. Rachel Manager, Manager, Circp1, Employee

Reason

e
Reimbursable | | paid for this, please reimburse me. ¥
Eillable |
Receipt Select

Entering Multiple Attendees to a Meal Expense

If you have already added meal attendees to your Certify account, or included an attendee in a
previous expense, these attendees are available to you to add individually to a new meal expense.

This article shows you, an expense report submitter, how to select multiple attendees for a meal
expense.

Step 1: On your Certify Home page, click Drafts.
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Logging in and Getting Started

certify®

travel & expense made easy

My Certify Wallet (2]

6/27/18  American Airlines $563.60

412118 The Home Depot $34.40

2 ITEMS

Add Receipts =]
[ =N
MOBILE EMAIL UPLOAD

MORE METHODS

Drafts Configuration Kelly Employee v

My Account Support Logout

Home Travel Wallet Analytics

My Expense Reports

(-]

Step 2: Click the name of the expense report to open.

My Expense Reports

Drafts Pending Approval Pending Payment Archived
Drafts
Actions Name
Lf' » ReportExecutive - 4/1/2018 - 4/15/2018

B ReportExec May 2018

Pending Approval 9
Pending Payment 0
Archived @
Scheduled Expense Reports
ReportExecutive™ is on.
Next Build Day:
Monday, July 30, 2018
CONFIGURE RepaortExecutive™
End Date Reimbursable Non-Reim.
4/15/2018 5413.48 $0.00
5/27/2018 $483.20 $560.52
Total $896.68 $560.53

What's New In Certify

Read the Certify Updates Blog

SpendSmart™

There are no recent ratings to
display.
Ratings & Reviews

Total
5413.48
$1.043.73

$1,457.21

Step 3: Open an existing Meal expense line, or, create a new one in the Add Expense box
previously saved Meal Attendee, click Find.
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Logging in and Getting Started

Expense Report Print Report

=cutive - May 2
[%) Report Name ReportExecutive - May 2018 Submit for Approval

Dates 442712018 - 5/27/2018
Expenses s
Expense Date Department Category Details Amount Reim.  Billable Receipt Reason
& 51212018 General & Admin Airfare 48320 Yes No =
[ 5/12/2018  General & Admin Lodging 56053  No No
Total Non-Reimbursable $560.53
Total Personal $0.00
Total Reimbursable $483.20
Total Expenses $1,04373
(l;dd Expense \ My Certify Wallet Mergelems @) 1, C
Date Category/Deta... Description Amount
Date 5/15/2018
Department ‘ Gomeral & Adrmin '| m .l, E‘l 4/21/18  Office Equipme-- Whiteboard and dry erase ma- £34.40
Category [ eai g 1, B e27ns  Airfare Purchased ltinerary - Kelly CE-  $563.60
Amount 140.00] [ United States Dollar: ¥
Vendor [Portland Gril |
Location | Portland, ME |

Amendees ‘: st ‘ |_5:: | Relationship v
)
":—: Hf:"::i'_ | Add |ﬁnd clear
N/

X Kelly Employee, , , Self

Reason

Reimbursable ‘ | paid for this, please reimburse me.

Billable

Receipt Select

. J

Step 4: From the Find popup window, select either:

- the Attendees tab to select individual attendees that you have entered into Certify before.
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Logging in and Getting Started

Add Expense

Date “ ==
Department | General & Admin '—.‘
Category ‘ Meals 'J
Amount .‘ ! ‘ United States Dollar: ¥ !
Vendor “ ‘\
Location ‘ ‘
Attendees ‘: rst ‘ ‘_:«::t J ‘ Relationship 'J
‘T tie ‘ 1: mpany _l Find QR«CEl
Groups € | Coworkers €)
Reason
Search |
Reimbursable =[] John Clark, Human Resources Manager, Certify =
Billable || John Employee, Customer Happiness, Circp1
Receipt || Lisa Employee, Customer Happiness, Circp1
L] Liz Employee, Support, Circp1
[] Lucy Employee, Manager, Circp
] Ryan Employee, Support Lead, Circp1 .

Cancel Edit Contacts

- the Groups tab to select a group of attendees. To add or manage your attendee Groups, see: Adding
Groups of Meal Attendees to Your Account
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Logging in and Getting Started

Add Expense

Date | ;"‘-ﬂ
Department | General & Admin '—.‘
Category ‘ Meals 'A|
Amount ]‘ ! ‘ United States Dollar: ¥ ‘
Vendor “ ’\
Location ‘ ‘
Attendees ‘: rst ‘ ‘_:«:32 | ‘ Relationship vm|
‘7 tie ‘ ‘.I-.: mpany J Find BRSCH
Attendees £7) Coworkers €)
Reason
Search |
Reimbursable =[] John Clark, Human Resources Manager, Certify -
Billable || John Employee, Customer Happiness, Circp1
Receipt || Lisa Employee, Customer Happiness, Circp1
|| Liz Employee, Support, Circp1
[_] Lucy Employee, Manager, Circp
|| Ryan Employee, Support Lead, Circp1 5

Cancel Edit Contacts

- the Coworkers tab to utilize the Find My Coworkers feature. Search for your coworkers within this
list that is populated will all active Certify users within a given instance.
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Logging in and Getting Started

Add Expense

Date “ :":‘i
Department | General & Admin '—.‘
Category ‘ Meals 'J
Amount .‘ ! ‘ United States Dollar: ¥ !
Vendor “ ‘\
Location ‘ ‘
Attendees ‘: rst ‘ ‘_:«::t J ‘ Relationship 'J
‘* e | 1: mpan *‘l N Clear
Attendees € | Groups € ( Coworkers €)
Reason
Search |
Reimbursable =[] John Clark, Human Resources Manager, Certify =
Billable || John Employee, Customer Happiness, Circp1
Receipt || Lisa Employee, Customer Happiness, Circp1
L] Liz Employee, Support, Circp1
[] Lucy Employee, Manager, Circp
] Ryan Employee, Support Lead, Circp1 -

Cancel Edit Contacts

Step 5: Make your selections using the checkboxes. Then, click Add Attendees.

Certify User Guide V.11.Q1 2020 ==



Logging in and Getting Started

Add Expense

Date | |

Department General & Admin v ‘
Category ‘ Meals X ‘
Amount ‘ ! ! United States Dollar: v |

Vendor | ]
Location ‘ ‘
Attendees ‘ rst ’ !_EEI ‘ ‘ Relationship '!

i't;_ ’ ‘ npan, ‘ Find ENeCED

Attendees §) | Groups € = Coworkers €)

Reason
Search ’
Reimbursable = || Customer Happiness Team
Billable ¥ Managers
Receipt [_] sales Support

| O S —
@ Add Attendees (3) PR=TT] Edit Contacts

Step 6: Click Save to add the individual attendees, or group of attendees, to the expense. To remove
an attendee, select the red x next to the attendee name.
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Submitting Receipts and Expenses

Edit Expense

Date 51152018 B

Department | General & Admin v
Category | Meals ]
Amount |  140.00 | United States Dollar: ¥

Vendor |Portland Gril |
Location  |Portland, ME |
Attendees  [Firs: | [Last | | Relationship v

|_:—: | |f:"::5-'_ | mm Clear

X Kelly Employes, , , Self

. Liz Employee, Support, Circpl, Employee

X Ryan Employee, Support Lead, Circpl1, Employee
#. Tom Employee, Support, Circp1, Employee

2 Tom Employee, Support, Circpl, Employee

2 Liz Employee, Support, Circp1, Employee

X Ryan Employes, Support Lead, Circpl, Employee

Reason

o
Reimbursable | | paid for this, please reimburse me. v
Billable [
Receipt Salect

Submitting Receipts and Expenses

Adding Receipts using Certify Mobile

You can use the Certify Mobile app to easily upload receipts to your My Certify Wallet from your
mobile device. The Certify Mobile app works with most devices including Windows Phone, Android,
BlackBerry and iPhone.
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Submitting Receipts and Expenses

This article shows you how to add receipts in the Certify Mobile app and sync them to your My Certify
Wallet.

Step 1: Open the Certify Mobile app on your mobile device. Log in with your Certify Username and
Password. Your username and password for Certify Mobile are the same as your login credentials you
use to log into www.certify.com.

9:25 AM

certify v

Certify Login

Username remployee@cirpoint.org

Password (ITXTTYYTY]

Save Password

Lost Password

Use My Company Login

How Does Certify Work?

© Copyright Certify, Inc., Build 2.0.1

Step 2: On your Certify Mobile homescreen, tap Add Receipt.
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Submitting Receipts and Expenses

9:26 AM

(o smre ][ senee

Receipts to Sync

Expenses to Sync

Receipts in Certify

© 6| 0 0

Expenses in Certify

Auto Expense Report

Q

Draft Expense Reports

o

Inquiries

Travel
Tools & Support

Step 3: Select a photo resolution to open the camera screen on your mobile device. Photo resolution
options include:

¢ High /Medium - Recommended

e Low - Useonly if your device is short on storage

e Gallery - Use to add a receipt image from your mobile device’s photo gallery

Please Note: To add multiple receipts at a time to your Certify Wallet, use the Upload or Email
options available in your online Certify account at www.certify.com.
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Submitting Receipts and Expenses

ol T-Mobile = 9:25 AM

Add Receipt

Select image resolution or source
s

High

Step 4: The camera screen opens. Hold your camera 6 to 12 inches away and focus the camera
screen on your receipt. Make sure the receipt fills the screen. Once the receipt looks clear and
centered, tap the Photo button to capture the receipt image.
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Submitting Receipts and Expenses

0SCAR’S
MEXICAN SEAFOOD
€21 J Strest

San Liego, Ca. 92101
619-664-6007
Check 10062

talie

6/05/18 12:4200
| hottle Water

2 Snoke Fi Taco .

Acct:
Auth:
Trans 1D:

Order Number 10062
Best Mexican Food In Town!

Cancel

Step 5: On the next screen, tap Use Photo to save the receipt image.
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OSCAR’S
MEXICAN SEAFOOD
€21 J Street
San Diego, Ca, 82101
619-564-6007

~ Check 10062
L 6/05/18 “p
1 Bottle Nate;mmmm o
2 Smoke Fi Taco

Sub/Tt]

Auth:
Trans 1D:

Order Number 10062
Best Mexican Food In Town!

Retake Use Photo

Step 6: On the next screen, tap AutoFill to scan the receipt image and populate the expense detail
fields.
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Submitting Receipts and Expenses

all T-Mobile ¥ 1:50 PM

Enter Expense

Receipt

Date Oct 1, 2018

Department Administration v
Category Airfare v
Amount 0.00 | | USD v
Carrier

From

To

Reason

Step T: If needed, make edits to the expense data by tapping the field you want to edit, entering the
data, and tapping Done to save your edits.
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Submitting Receipts and Expenses

il T-Mobile &
Date Jun 5, 2018
Department Administration v
Category Meals v
Amount 11.37 usD v
G/endor Oscar'’s Mexican Seafood| )
Location San Nem Ca

X Rachel Employee

123 9 space return

Step 7: Tap Save to save the receipt information.
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Submitting Receipts and Expenses

Date Jun5, 2018

Department Administration v
Category Meals v
Amount 11.27 USD v
Vendor Oscar's Mexican Seafood
Location San Nem Ca

X Rachel Employee

Reason Lunch
Reimbursable Yes .
Billable No
Policy [+] Meets Policy

Step 8: On your Certify Mobile homescreen, tap Sync to upload the receipt and add it to your My
Certify Wallet.

Please Note: If you find you uploaded a receipt in error, you can easily delete it. See Deleting Receipts
Using Certify Mobile.
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Submitting Receipts and Expenses

ull T-Mobile = 9:27 AM

C sync certify v
@ Add Receipt ® Add Expense

Receipts to Sync

Expenses to Sync

Receipts in Certify

@ 06 0 0

Expenses in Certify

Auto Expense Report

o

Draft Expense Reports

o

Inquiries

Travel

Tools & Support

If you have ReportExecutive enabled, receipts in your My Certify Wallet are automatically added to
an expense report for you. Alternatively, you can use the Certify Mobile Auto Expense Report Wizard
to create an expense report on your mobile device.

Adding Receipts from your Photo Gallery

You can add receipts to your Certify account by selecting photos of receipts in your mobile device’s
photo gallery to use in Certify Mobile instead of taking new pictures. This article shows you how to
add receipts using the Gallery option in Certify Mobile.

Step 1: On your Certify Mobile app homescreen, tap Add Receipt.
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Submitting Receipts and Expenses

2:04 PM

certify v
[ (® Add Receipt ] (® Add Expense
Receipts to Sync o
Expenses to Sync o
Receipts in Certify o
Expenses in Certify o

Auto Expense Report

Draft Expense Reports o
Inquiries o
Travel

Tools & Support

Step 2: On the next page, tap Gallery. This will pull up a selection of saved images on your device.
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Submitting Receipts and Expenses

all T-Mobile = 2:04 PM

Add Receipt

Select image resolution or source

Step 3: Select the receipt image that you would like to add from your photo gallery with the Certify
Mobile app.

Step 4: Tap AutoFill to allow Certify to scan your receipt for expense data. Enter any missing or
additional expense information as needed. Tap Save.

Certify User Guide V.11.Q1 2020 68



Submitting Receipts and Expenses

2:04 PM

Enter Expense

Receipt

Date Oct 1,2018

Department Administration v
Category Airfare v
Amount 0.00 | | USD W
Carrier

From

To

Reason

Step 5: Tap Sync to send the receipt to your Certify Wallet.

Certify Mobile Tip Assist

Often, tip and gratuity amounts are written in handwriting and may be hard to read. Tip Assist
presents an easy-to-use screen for adding tip amounts accurately via Certify Mobile. This article
shows you how to utilize the Tip Assist feature.

Step 1: In Certify Mobile, capture a receipt image, and then click the AutoFill button.
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Enter Expense

o SRS =
4 3

o . mm

(B,

ey

R -

“EFERES

HE]

Date Oct 1, 2018
Department Administration v
Category Airfare v
Amount ).00 usD v
Carrier
From
To
Reason

When Autofill detects a Tip or Gratuity line on the receipt image, the Amount field will populate with
a yellow background and the Tip Assist screen will pop up.

Step 2: Add the tip amount in three different ways:
e Enterthe amountdirectly in the +Tip amount field.

e Taptheup/down arrows to add or deduct whole dollars. When used with the percentage
option, the arrows will initially round up/down to the closest whole dollar, then increase or
decrease in one dollar increments.

e Select atip percentage.
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1:29 PM

Tip Assist

Please enter the tip amount and verify the total.

Amount 21.15

= Total 26.15

‘ Don't show this again

Step 3: Click Save and the tip is added to the expense amount.
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Date Sep 27,2018

Department Administration v
Category Meals v
Amount ( 26}5) usb v
Vendor

Location Detroit Metro Airport

X Rachel Employee

Reason
Reimbursable Yes .
Billable No

Policy (] Meets Policy
{

AutoFill Tips & Tricks

Certify Mobile's AutoFill feature uses our ReceiptParse technology to extract data from receipt
images and automatically fill in your expense data fields.

By analyzing expense and receipt formats across the entire business expense landscape, Certify
ReceiptParse achieves the highest parsing accuracy available anywhere. Global business travel
spending habits, usage patterns, and trending behaviors are analyzed with prediction algorithms to
continuously improve results.

Certify’s ReceiptParse technology will interpret receipt images as actionable expense data,
streamlining the process and saving you time.
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View Receipt

Receipt ¥ CVS pharmacy

Date Oct 5, 2018

Department General & Admin v
Category Airfare v
Amount 0.00 USD v
Carrier

Tips and Tricks for using AutofFill
- Take photos of receipts under good lighting conditions
- Make sure the text in the photo is clearly focused

- Hold the camera close enough to the receipt so as to fill the screen with the receipt text - this may
be from 6 to 12 inches depending on the size of the receipt you are photographing

- Do not circle amounts or write on receipts

- Take a picture of the physical receipt, instead of, for example, taking a photo of your computer
screen

- Use a strong, steady data or Wi-Fi connection

- ReceiptParse cannot read handwritten receipts; tip amounts will need to manually adjusted
Certify Mobile Single Sign-On

Some companies have enabled Certify Single Sign-On for their users. Single sign-on allows users to
maintain one username and password for access to the company’s applications, business tools,

communication resources, etc. Certify has extended the single sign-on feature to our mobile app,
Certify Mobile. This article shows you how to configure single sign-on on Certify Mobile.
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Step 1: To begin configuring single sign-on, tap Use my Company Login on your Certify Mobile
homescreen.

Certify Login
Username kemployee@circp1.com

Password

Save Password Yes .

Lost Password

( Use My Company Login )

How Does Certify Work?

Step 2: Enter your company code and tap Get Access Token. The company code can be obtained
from your company's Certify Administrator.
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Company Login

If your Certify administrator has given you a single sign-
on Company Code, enter it and tap Get Access Token.

Company Code

[ Get Access Token )

Use my Certify login

How does Certify work?

Step 3: Enter your company's single sign-on credentials. This is the username and password that you
use to access other applications and tools in your company.

Step 4: After entering your single sign-on credentials, you will be returned to the Certify Mobile
homescreen, where you can save your Access Token.
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Company Login

If your Certify administrator has given you a
single sign-on Company Code, enter it and tap
Get Access Token.

Company Code

Certify
Ay - -
Username
Access Token ~ ssseses
Save Token No

Use my Certify login

How does Certify work?

Step 5: After saving your Access Token, you will be able to log into Certify Mobile using your
company's single sign-on credentials.

Adding Expenses using Certify Mobile

Some expenses, such as mileage, will not have a receipt that can be attached to the expense. This
article shows you how to add one of these types of expenses on the Certify Mobile app.

Step 1: On your Certify Mobile app homescreen, tap Add Expense.
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9:49 AM

0 menen ([0 s

Receipts to Sync

Expenses to Sync

Receipts in Certify

@ 06 o0 0

Expenses in Certify

Auto Expense Report

(=

Draft Expense Reports

o

Inquiries

Travel

Tools & Support

Step 2: Under Enter Expense, complete each field with the expense data. When finished, tap Save.
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ull T-Mobile F

Date Oct 1, 2018

Department Customer Service v
Category Mileage v
From Portland, ME.

To Boston, MA.

Roundtrip Yes .
Miles 214.6

Reason

Reimbursable Yes .
Billable No
Policy Meets Policy

Save

Step 3: Tap Sync to send the expense to your Certify Wallet.

Certify User Guide V.11.Q1 2020 =



Submitting Receipts and Expenses

9:50 AM

certify v

® Add Receipt @ Add Expense

Receipts to Sync

Expenses to Sync

Receipts in Certify

© 0 o0 0o

Expenses in Certify

Auto Expense Report

@

Draft Expense Reports

o

Inquiries

Travel

Tools & Support

Uber Receipt Integration
This article explains how to add Certify Expense Integration to your Uber Business Profile.

Step 1: Open the Uber app and tap the Menu icon.
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s Where to?
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Step 2: In the Menu item list, tap Payment.

Card
dining and mare,

Your Trips
Help
Send a Gift
Free Rides

Settings
Drive with Uber

Legal
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Step 3: Select Add a business profile.

Payment Methods

Add Payment Method

Ride Profiles

Personal

Add a business profile
sort your rides for easier expensing

Promations

Add Promo Code

Step 4: Tap Get Started to begin.
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Simplify business travel

=1 Getride receipts in your work inbox
B sata paymenl o use for work [nps
~* Gt weekly or montly wavel reports

2l Make expensing trips seamless, fast, and easy

[ GET STARTED J

Step 5: Enter your email address, and tap Next.

Please note: Your email address will need to match the email you use to login to Certify.
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Where should we send receipts when
you ride for business?

@certify.com

Step 6: Enter in the payment information for the card you’d like to use. Click Next when complete.
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How would you like to pay when you
ride for business?

wisA T

Add Payment Method

C - ]

Step 7: Choose if you’d like to get your travel reports weekly or monthly. Then, click Next.
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How frequently do you want to get your
travel reports?

Weekly

O
Monthly _..

[ NEXT J

Step 8: Select Certify. Then, click Complete.
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Want to link to your expense provider?

We'll automatically upload receipts 1o your
expensing software after each business ride

Expensily

ﬂrn
=p

@

Concur

Certify af]

a Chrome River

(o)
o

SKIP [ COMPLETE J

Step 9: Uber will send an email confirmation for you to confirm the email address that links to
Certify.

Going forward, any trips requested under your Uber Business Profile, will automatically have your
receipts forwarded to your Certify Wallet. Click Done to complete.
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'
You're all set.
ersonal or business by apping the
ont methaod when vou request

Business ride receipts

@certify.com
Busingss rnide payment
Visa
Travel reports
Monthly
Expense provider
Certify

DONE

Deleting Receipts Using Certify Mobile
If you find you need to delete a receipt from your My Certify Wallet, you can easily delete it using the
Certify Mobile app.

This article shows you how to remove a receipt from your My Certify Wallet using Certify Mobile.

Step 1: From your homescreen, tap Receipts in Certify.
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11:53 AM
certify v
® Add Receipt (® Add Expense
Receipts to Sync o
Expenses to Sync o
(Receipts in Certify e)
Expenses in Certify o

Auto Expense Report

Draft Expense Reports o
Inquiries o
Travel

Tools & Support

Step 2: A list of the receipts stored in your My Certify Wallet displays. Tap the receipt you want to
remove.
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11:53 AM

certify v

06/08/2018

55.00
Airfare | Portland, ME
10/01/2018
Chili's 14.00
Meals | Detroit Metro Airport

Step 3: On the next screen, the receipt detail displays. Scroll towards the bottom and tap Delete.
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il T-Mobile = 11:53 AM

Department Administration v
Category Meals -
Amount 14.00 usD v
Vendor Chili's

Location Detroit Metro Airport

< Rachel Employee

Reason

Reimbursable Yes .
Billable No
Policy Meets Policy

[]

Step 4: A warning message displays asking you to confirm that you want to delete the receipt. Tap
Yes to delete the receipt from your My Certify Wallet.

Please Note: Once a receipt has been deleted, it cannot be recovered.
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ull T-Mobile T 11:53 AM

Confirm X

You will not be able to undo this operation. Are you
sure you want to delete this item?

Step 5: The receipt is deleted from your My Certify Wallet.

Emailing Receipts

Email is a quick and convenient method for adding receipts and expenses to your Certify Wallet.
When email with receipt attachments or expense data is sent to receipts@certify.com, the receipt or
expense data will be automatically parsed and added to your Certify Wallet.

You can email receipts from your computer's email service, or from a mobile device with email
capabilities. If you are sending receipts from alternate email addresses, you may add an additional
email address to your Certify account. This article shows you how to email receipts and expenses to
your Certify Wallet.

Step 1: Create a new email using your company email service. In the To field, enter
receipts@certify.com. In the Subject line, enter the receipt name. Alternatively, if a vendor has
emailed you a receipt, you can forward the emailed receipt to receipts@certify.com.
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= FW: Order Confirmation - Message (HTML)

Insert Options Format Text Review Developer Q Tell me what you want to do

e Cut 5 R A = 3l e% ] . |* Followup -
e sk rlEE- o] g o roew g

Copy I High Importance

Paste B I U A Address Check = Attach Attach Signature Office
- Format Painter - Book Mames Filew ltem - + Low Importance  pgd-ins
Clipboard ] Basic Text Mames Include Tags R Add-ins

DYou are not responding to the latest message in this conversation. Click here to open it.

| To.. K| mmm)

=
|
Send |

Subject |FW: Order Confirmation

From: custservice@ABCompany.com
Sent: Tuesday, March 1, 2016 10:25 AM
To: Kelly Employee

Subject: Order Confirmation

Dear Kelly Employee,

Thank you for your order on March 1, 2016. The following email is a summary of your
order. Please use this as your proof of purchase.

For information on installing and licensing your software or activating your service, please
see the “Details™ email to follow.

Order Information

Order Number: 11

Order Date: March 1, 2016
Subtotal: § 49.95
Shipping: 5 0.00
Tax:$2.75

Total: § 52.70

Payment Method: Visa

Sincerely,

Customer Service
Look up vour order

Step 2: Attach your receipts to the email. Any number of receipts may be attached, however, the total
size of the email (including any text and signatures) must be under 4 MB. Certify will accept all
popular image file types such as jpg, gif, bmp, pdf, tiff, etc. Click Send.

When Certify receives the email with your receipt or expense data, the data is automatically parsed
and added to your Certify Wallet. If you would like to review the receipts or expenses that were
added to your Certify Wallet, log into your Certify account to view your Wallet.
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My Certify Wallet o My Expense Reports

‘ 3116 ABCompany $52.70 ' New Expense Report Drafts o
Pending Approval (0]
Pending Payment (o]
Archived 22 ]
1 ITEM
Add Receipts Scheduled Expense Reports
D T ReportExecutive™ is on.
@ MNext Build Day:
—J y
Wednesday, Movernber 9, 2016
MOBILE EMAIL UPLOAD
MORE METHODS COMNFIGURE ReportExecutive™

Uploading Receipts

Uploading receipt images from your computer is a quick and convenient method for adding receipts
to your My Certify Wallet. Image uploads can be up to 10 MB in size. You can choose to upload one at
a time, or add multiple receipt images at once.

This article shows you how to upload receipts to your My Certify Wallet from your computer.
Step 1: On your Certify account homepage, under Add Receipts, click Upload.
vglllre Employee  ¥| My Account Support Logout

certify®

travel & expense made easy Home Travel Wallet Analytics

My Certify Wallet [ 13] My Expense Reports
NPI Expense Analysis

1 Drafts
6/12/17  AT&T $132.00 New Expense Report L NPI Expense Data

6/12/17  Mileage $57.03 Pending Approval (14]
611217 Constant Contact $20.00 Pending Payment @
A What's New In Certif;
Cash Advance B $0.00 Archived [ 20] = y
Prepaid Expenses $0.00 Read the Certify Updates Blog
RE ITEM!
SpendSmart™
There are no recent ratings to
display.
Add Receipts =) Scheduled Expense Reports Ratings & Reviews
ReportExecutive™ is on.
D @ Next Build Day:
I 1
BiL EMAIL Sunday, July 2, 2017
MORE METHODS stive™
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Submitting Receipts and Expenses

Step 2: On the Add Receipts and Expenses page, select Choose Files.

ce rtifv ° My Certify Wallet | Ellie Employes v | MyAccount Support Logout
HEE B G S Home Travel Wallet Analytics
Add Receipts and Expenses

D Certify Mobile B4 Email & Upload

Certify Mabile allows you to easily manage your Just send the email from Browse to select receipt images to upload to your

Certify Wallet on the go. EllieEmployee0001@gmail.com and receipts will Certify Wallet.

be added to your wallet.
prm—
Getit fram
B Microsoft Email your receipts to: “ o file chosen

B4 receipts@certify.com Upload Files

o~ éoééle Play

9 Receipt Integration Fax Credit Card Import
Certify has several receipt integration partners: Fax numbers are included on the cover page. You can link a card in My Account.
Certify Travel, Uber, SpotHero, and Print a fax cover page You can also copy and paste expenses,

TripCase are available.

Step 3: Select the receipt images from your computer. Click Open once you have selected all the
receipt images you want to upload.

Best Practice: Windows users can select multiple images at once by pressing the CTRL key and
selecting each file.

¢ Open X
4N « Desktop » Receipts v O Search Receipts p e
Organize New folder =~ ™ @
ou Support Documi ™ Name - Date modified Type 2
B8 This PC o Certify Receipts 6/13/2017 412PM  File fol
_'d Desktop 7] AT&T.pdf 6/13/20174:12 PM___Foxit P

%] Catrina's Catering 6 5 2017 Receipt.pdf 6/6/20174:05PM  Foxit P

£ Documents e R _ -
< Dinner with Client.pdf 6/13/2017 402PM  FoxitP
W Do ] Fun and Games 2017 Receipt.pdf 6/6/2017 10:09AM  Foxit P
D Music ] Receipt .pdf 6/9/201710:13AM  Foxit P
&= Pictures %] Snaglt Receipt.pdf 6/13/2017411PM  Foxit P
& Videos 5_] Trip to Miami.png 6/13/2017 406 PM  PNGF
£y 05(C) 51| Uber Receipt.png 6/13/20174:07PM  PNGF v
M o >
File name: l "Receipt .pdf" "Catrina's Catering ' v | All Files v

(oo DI conce
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Submitting Receipts and Expenses

Step 4: The number of receipt images selected is indicated next to Choose Files. Click Upload Files to
add the receipt images to your My Certify Wallet.

c e rtify 0 My Certify Wallet [ Ellie Employee ¥ | MyAccount Support Logout
bavel& epense inade ey Home Travel Wallet Analytics
Add Receipts and Expenses

D Certify Mobile B4 Email .1, Upload

Certify Mobile allows you to easily manage your Just send the email from Browse to select receipt images to upload to your

Certify Wallet on the go. EllieEmployee0001@gmail.com and receipts will Certify Wallet.

be added to your wallet.
£ Download on the Getit from = §
bt App Store B Microsoft Email your receipts to: Shocseflles JA files <

[ od égél.gle Play bR receipts@certify.com ‘ Upload Files )

The receipts have now been added to your My Certify Wallet. Uploaded receipts display the Upload
icon in the Source column.

The Upload feature uses ReceiptParse, which scans the receipt image and can pre-populate the
Vendor, Category/Details and Amount fields for you. If you need to make additions or edits to those
fields, you can manually change them using the Edit Item button.

ce rtif 1 Ellie Employee v | My Account Support Logout
Yo
travel & expenseimade easy Home Travel Wallet Analytics
My Certify Wallet Merge Items D li, G
Receipts

- Source  Receipt Date Category/Details Vendor Description Amount

[ 0 5/29/2017 v Meals Bubble Maineia Bubble Maineia.jpg $4.78

= 0 6/6/2017 v Meals Green Elephant Brain storm lunch $17.98

[ U 6/9/2017 v Meals Aurora Aurora Provisions.jpg $11.12

i b 6/6/2017 v Staff Entertaining Fun & Games Fun and Games 2017 Receipt.pdf $150.00

= &4— 6/6/2017 v Staff Entertaining Catrina’s Catering Catrina's Catering 6 5 2017 Receipt.pdf $435.00

i 6/9/2017 v Printing Paper Patch Receipt .pdf $25.00

| \i‘ 6/13/2017 v Meals Restaurant 121 Dinner with Client.pdf $248.40

B == 6/5/2017 v Computer Hardware  Computer Gurus Receipt from Client $212.00

- 6/1/2017 v Mileage Certify_Maplt.jpg $57.03
9 ITEMS

Faxing Receipts

Certify offers you many ways to add receipt images to your Certify Wallet. This article shows you how
to fax receipt images to your Certify Wallet.
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Submitting Receipts and Expenses

Step 1: On your account homepage, click More Methods in the Add Receipts section.

certify®

travel & expense made easy

My Certify Wallet

117816 Other Transportation

10727716 DoubleTree Hotel £560.53
10/23/16 Fedex $16.60
3 MORE ITEMS

Add Receipts

b = &

MOEILE EMAIL UPLOAD

My Reports

New Expense Report Drafts

Pending Approval

New Invoice Report pending Payment

0600

Archived

Schedule Expense Reports

ReportExecutive™ is off.

Meet your fully sutomated expense report

CONFIGURE ReportExecutive™

‘ Meredith Employee " My Account Support Logout

Home Travel Wallet Analytics

What's New In Certify

Read the Certify Updates Blog

SpendSmart™

There are no recent ratings to
display.
Ratings & Reviews

Step 2: On the Add Receipts and Expenses page, select Print a fax cover page.

Add Receipts and Expenses

{ certify Mobile

Certify Mobile allows you to easily manage your Certify

Wallet on the go.
2 Download on the
@& App Store
GETITON
P Google Play

—) Receipt Integration
Certify has several receipt integration partners.

Certify Travel, Uber, and TripCase are available.

P< Email

Just send the email from memployee@circpt.com and
receipts or invoices will be added to your wallet.

Email your receipts or invoices to:

[ receipts@certify.com

Fax

Fax numbers are included on the cover page.

I Upload

Browse to select receipt or invoice images to upload to
your Certify Wallet.

Choose Files | No file chosen
Upload Files

Credit Card Import
You can link a card in My Account.

You can also capy and paste expenses.

Step 3: Print the Fax Account ID page. This will be your fax cover page.
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Certify Wallet

Print 1182016 Certify - Travel and Expense Report Management Softwere:
Multiple Page Receipts to PDF  Separate Fax Receipts with Page

Total: 1 sheet of paper certify (] splitting

Receipts will be converted to a multiple

m travel & expense made easy page PDF. Each faxed page will be a separate receipt
| y Attach raceipts below and fax o Cemtify at:  Attach recaipts below and fax to Cartify ax
(800) 521-8193 (toll free) (866) 517-8523 (tall free)
+44 (0)207 806 8071 (Europe & UK) +44 (0}207 197 £129 (Europe & UK)
[ Xerox WorkCentre 361... +61 29475 4542 (Australia) +61 2 808 7352 (Australia)

Destination

memployee@circpl.com

Change...
Attach receipts below this line
USE THIS ACCOUNT ID PAGE FOR EVERY PAGE OF YOUR FAX TRANSMISSION
Pages = Al
Copies 1 -
Layout Portrait =
Options | Two-sided

Step 4: Fax the cover page first, and receipt images following, to the fax number at the top over the
Fax Account ID page. The QR Code in the corner of the Fax Account ID page is unique to your account
and will be used to place the receipts in your Certify Wallet.

Step 5: Once the fax is complete, the receipts will be available in your Certify Wallet.

My Certify Wallet Mergeitems @) (4 & E
Source Receipt Date Category/Details Vendor Description Amount
12/21/2016 v Office Equipment The Home Depot Whiteboard and dry erase markers for ... 3$34.40
=] 12/22/2016 v Other Transportation Standard Parking Parking at airport $12.00
[ 12/23/2016 v Postage Fedex Overnight delivery $16.60
12/24/2016 v Office Equipment Staples Laptop webcam for conferencing $75.58
12/27/2016 v Lodging DoubleTree Hotel DoubleTree Hotel $485.38
|l 12/27/2016 v DoubleTree Hotel DoubleTree Hotel $68.80
12/27/2016 v DoubleTree Hotel DoubleTree Hotel $6.35

. b if 4/28/2016 v Airfare Delta Air Lines CertifyTravel_receipt.jpg

- A 12/27/2016 v Lodging DoubleTree Hotel Hotel stay - DoubleTree $560.53
| & 1/17/2017 v Other Transportation Vamoose Bus Tix.jpg $25.00

®\
(3
b

117712017 v Faxed Receipt.jpg )

Send Items Delete
Certify Wallet

11 ITEMS

Reviewing Receipts and Expenses in Your Certify Wallet

The Certify Wallet is where all captured receipts and imported credit card expenses are stored before
they are added to an expense report. This article shows you how to review the items in your Certify
Wallet.

Certify User Guide V.11.Q1 2020

97



Certify Wallet

On your account homepage, select More Items under My Certify Wallet.

Meet your fully automated expense report

c e rtify 0 My Certify Wallet | Kelly Employee ¥ | MyAccount Support Logout
travel & expense made easy Home Travel Wallet Analytics
My Certify Wallet 19 My Expense Reports What's New In Certify
Draff > ead the Certify Updates Blog
12/24/16  Staples $75.58 New Expense Report o0 e e the et Updatestios
12/24/16  Staples $75.58 o
12/23/16 Fedex $16.60 o SpendSmart™
Archived [ 44]
- . There are no recent ratings to
s
Ratings & Reviews
Add Receipts =] Schedule Expense Reports
PP .\ ReportExecutive™ is off.
MAI

Within the Wallet, you have several options:

Viewing Receipts - View a specific receipt image by clicking the view (document) icon next in the Receipt
column.

Changing a Name - Change the name of an item by clicking the edit (pencil) icon next to the Merge button,
entering the new name in the field provided, and clicking the save (disk) icon to save your changes.
Deleting an Item- Delete an item by selecting the receipt or expense, and click Delete at the bottom.

Please note: If an item is deleted, it cannot be recovered.

Please Note: The Certify Administrator at your organization may make imported credit card expenses
read-only, meaning that you will not be able to edit or delete them. To make changes to read-only
expenses, contact your company's Certify Administrator.

Edit Details - To make edits to the actual details, such as Vendor Name, Date, or Expense Category, open the
little arrow in the Category/Details button to show the individual edit button.
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Certify Wallet

certify®

travel & expense made easy

My Certify Wallet

=) Source Receipt Date Category/Details
12/21/2016 ®)fﬂce Equipment
12/22/2016  ~v Other Transportation
12/23/2016 v Postage
12/24/2016 v Office Equipment
& 4/28/2016 v Airfare

' Add to Report ’ Send Items

Vendor

The Home Depot

Standard Parking

Fedex

Staples

Delta Air Lines

| Kelly Employee v | My Account

Home Travel Wallet

Support Logout

Analytics

E=®0 000

Description

Whiteboard and dry erase markers for ...

Parking at airport

Overnight delivery

Laptop webcam for conferencing

CertifyTravel_receipt.jpg

Amount

$34.40

$12.00

$16.60

§75.58

5 ITEMS

Add to Report - Add receipt and expenses to an expense report by selecting the checkbox next to each item
you want to add, and then selecting Add to Report at the bottom of the page.
Send Items - As a Certify Administrator or delegate user, move selected receipts from your Certify Wallet to

another user's account.

View Full Image, Zoom, and Rotate - View the full receipt image in a new browser window by clicking the
document icon in the Receipt column; you can then Zoom In, Zoom Out, or Rotate the receipt image.
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Certify Wallet

Receipt Image & X

CT T

Edit Description - Edit the description for the item.

Detailed View - Expand all available details for all items in the Wallet.

Upload Receipts - Click the upload icon in the upper right-hand corner to access all methods to add more
receipts to your wallet.

Refresh - Use the refresh icon in the upper right-hand corner to refresh your wallet.

Merge - This optional view combines receipts and expenses in your Wallet together into one section. It will
merge matching receipts and credit card expenses.
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Certify Wallet

My Certify Wallet
Receipts

™) Source Receipt

@ &
g &
= L]

&
] &

Expenses

] Source Receipt

Add to Report Send Items

Using Merge Items in the Certify Wallet

Date

4/28/2016

12/21/2016

12/22/2016

12/23/2016

12/24/2016

Date

12/21/2016

12/22/2016

12/23/2016

12/24/2016

Category/Details

v Airfare

v Office Equipment

v Other Transportation

v Postage

v Office Equipment

Category

v Office Supplies

v Other Transportation

v

v Office Equipment

Delete

Vendor

Delta Air Lines

The Home Depot

Standard Parking

Fedex

Staples

Vendor

The Home Depot

Standard Parking

FedEx

Staples

Merge Items D

Description

CertifyTravel_receipt.jpg

Whiteboard and dry erase markers for ...

Parking at airport

Overnight delivery

Laptop webcam for conferencing

Details

The Home Depot

Standard Parking

FedEx

Staples

Amount

$34.40

$12.00

$16.60

$75.58

5 ITEMS

Amount

334.40

$12.00

$16.60

$75.58

4ITEMS

Merge Items gives you the choice to view Receipts and Expenses combined in your My Certify Wallet.

This is helpful if you have imported credit card expenses enabled for your account. Using Merge
Items, you can add a merged receipt and expense line to a draft expense report without having to
manually combine them.

This article shows you how to use the Merge Items feature in your My Certify Wallet.

Step 1: On your account homepage, under My Certify Wallet, select More Items.

Certify User Guide V.11.Q1 2020

101



Certify Wallet

My Certify Wallet ‘ Ellie Employee v ‘ My Account Support Logout

certify®

travel & wpense made sasy Home  Travel Wallet Analytics
My Certify Wallet @ My Expense Reports
NPI Expense Analysis
6/9/17 Aurora $11.12 @
6/8/17  USPS $122.35 Pend (5]
I SO What's New In Certify
Cash Advance Balance $0.00 Archived 20] gt -
Prepaid Expenses $0.00 Read the Certify Updates Blog
SpendSmart™
There are no recent ratings to
display.
Add Receipts = Scheduled Expense Reports Ratings & Reviews

ReportExecutive™ is on.
D E 'T' Next Build Day:
- = Sunday, July 2, 2017
M EMAIL JPLOA
JRE METHODS CONFIGURE ReportExecutive™

Step 2: In your My Certify Wallet, locate Merge Items in the upper right-hand corner. When Merge
Items is OFF, the Merge Items feature is gray, and Receipt images are separated from Expenses and
display in different sections.

When reviewing receipts, you may find it easier to keep Merge Items OFF. Receipts and imported
credit card expenses then appear separately in your My Certify Wallet, instead of combined.
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ce rtify Q iE!EETBlEYie;i My Account Support Logout
HIS) S Sipaan Koni sty Home Travel Wallet  Analytics
My Certify Wallet (Merge Items )D L &
Receipts
L Source  Receipt Date Category/Details Vendor Description Amount
& ] D 6/6/2017 v Meals Green Elephant Brain storm lunch 517.98\
[ U 6/9/2017 v Meals Aurora Aurora Provisions.jpg $11.12
1;1 Li' 6/8/2017 v Staff Entertaini..  Catrina’s Catering Catrina’s Catering 6 8... $200.00
=) & 6/13/2017 v Meals Restaurant 121 Dinner with Client.pdf $248.40
g ) = 6/1/2017 v Mileage Certify_Maplt.jpg 557.03J
5 ITEMS
Expenses
( (| Source  Receipt Date Category/Details Vendor Description Amount
L 6/1/2017 v Meals SQ *BUBBLE MAIN... SQ *BUBBLE MAINEIA $4.78
:] 6/8/2017 v Meals GREEN ELEPHANT... = GREEN ELEPHANT VE... $17.98
= 6/11/2017 v Meals AURORA PROVISIO... AURORA PROVISIONS... $11.12
1;1 D 6/12/2017 v Cell Phone AT&T June Cell Phone $132.00
- | D 6/12/2017 v Subscriptions Constant Contact Event outreach SZO.OOJ
5 ITEMS

Step 3: To turn Merge Items ON, place your cursor to the right of the Merge Items gray circle and

click.
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certify O | Ellie Employee  v| My Account Support Logout

travel & expense made easy Home Travel Wallet Analytics
My Certify Wallet Merge items o © S C
Receipts

[ Source Receipt Date Category/Details Vendor Description Amount

= 0 6/6/2017 v Meals Green Elephant Brain storm lunch $17.98
i 0 6/9/2017 v Meals Aurora Aurora Provisions.jpg $11.12
[ i, 6/8/2017 v Staff Entertaini...  Catrina’s Catering Catrina's Catering 6 8... $200.00

The Merge Items feature turns blue, and Receipts and Expenses are listed together.

L4 ‘ Ellie Employee " My Account Support Logout
certify® e

Tsvel Sepense My ey Home Travel Wallet Analytics
My Certify Wallet N e
L Source  Receipt Date Category/Details Vendor Description Amount
{\7\ 6/1/2017 v Meals SQ *BUBBLE MAIN...  SQ *BUBBLE MAINEIA 54.78\
L 6/8/2017 v Meals Green Elephant Brain storm lunch $17.98
] 6/11/2017 v Meals Aurora Aurora Provisions.jpg $11.12
| D 6/12/2017 v Cell Phone ATRT June Cell Phone $132.00
L D 6/12/2017 v Subscriptions Constant Contact Event outreach $20.00
] b, 6/8/2017 v Staff Entertainin... Catrina's Catering Catrina's Catering 6 8 2... $200.00
| 11; 6/13/2017 v Meals Restaurant 121 Dinner with Client.pdf $248.40
Lu - 6/1/2017 v Mileage Certify_Mapltjpg 557.03)
8 ITEMS

With Merge Items ON, when an imported credit card expense in your My Certify Wallet matches a
receipt in your My Certify Wallet, they are visually combined onto one line.
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ce rtif ‘ Ellie Employee ¥ ‘ My Account Support Logout
YO o
Rsyel S Supense Ry ey Home Travel Wallet Analytics
My Certify Wallet Merge Items B IE
L Source Receipt Date Category/Details Vendor Description Amount
[ I 6/1/2017 v Meals SQ *BUBBLE MAIN...  SQ *BUBBLE MAINEIA $4.78
L] / '4 6/8/2017 v Meals Green Elephant Brain storm lunch $17.98
L 6/11/2017 v Meals Aurora Aurora Provisions.jpg $11.12
[ D 6/12/2017 v Cell Phone AT&T June Cell Phone $132.00
L D 6/12/2017  ~ Subscriptions Constant Contact Event outreach $20.00
[} & 6/8/2017 v Staff Entertainin... Catrina's Catering Catrina's Catering 6 8 2... $200.00
[ J, 6/13/2017 v Meals Restaurant 121 Dinner with Client.pdf $248.40
[ = 6/1/2017 v Mileage Certify_Maplt.jpg $57.03
8 ITEMS

With Merge Items ON, you can easily add the merged receipt and expense line to a draft expense
report by marking the checkbox and clicking Add to Report. Both the receipt and the expense line are
added to the expense report as a single line item, without having to manually combine them.

certify®

travel & expense made easy

My Certify Wallet

B b oo

)

O J

Add to Report

Certify User Guide V.11.Q1 2020

Source

Receipt

Date

6/1/2017

4

6/8/2017

6/11/2017
6/12/2017
6/12/2017
6/8/2017

6/13/2017

6/1/2017

Delete

Category/Details

v

Meals

Meals

Meals

Cell Phone

Subscriptions

Staff Entertaini...

Meals

Mileage

| Ellie Employee | My Account
Home Travel Wallet
Merge Items 4\;;[. D

Vendor Description

SQ *BUBBLE MAIN...

Green Elephant Ve...

Aurora

AT&T

Constant Contact

Catrina's Catering

Restaurant 121

SQ *BUBBLE MAINEIA

Brain storm lunch

Aurora Provisions.jpg
June Cell Phone

Event outreach

Catrina's Catering 6 8 ...

Dinner with Client.pdf

Certify_Maplit.jpg

Support

Logout

Analytics

2

L

c

Amount

$4.78
$17.98

$11.12
$132.00
$20.00
$200.00
$248.40

$57.03
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Certify Wallet

Editing Receipts & Expenses in the Wallet

The Certify Wallet is where all receipts and expenses are stored before being added to an expense
report. Details are presented from manual entry, or Certify OCR ReceiptParse technology.

Occasionally, you may need to edit item details in your Wallet if they are incorrect. This article shows
you how to edit items within the Certify Wallet.

Please Note: Your organization may restrict imported credit card expenses as read-only, and those
expenses may not be able to be changed.

Step 1: On your account homepage, select More Items under My Certify Wallet.

ce r ti fy Q My Certify Wallet | Meredith Employee ¥ | My Account Support Logout
travel & expense made easy Home Travel Wallet Analytics
My Certify Wallet @ My Expense Reports
rafts lead the Certify Updates Blog
3/2717  DoubleTree Hotel $560.53 New Expense Report [t L1 Read the Certify Updates Blog
3/27/17  DoubleTree Hotel $485.38 £eg ©
3/27/17  DoubleTree Hotel $68.80 Pen L0 SpendSmart™
{=7]

There are no recent ratings to
display.
Ratings & Reviews

Add Receipts Schedule Expense Reports

ReportExecutive™ is off.

Meet your fully automated expense report.

U =

>

MORE METHODS

Step 2: Click View Details to expand details for all rows, or an individual arrow to expand a single row
to the detailed view.
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My Certify Wallet Merge kems Q) (4 O & C
Source  Receipt Date Category/Details Vendor Description Amount
= 3/20/2017 Oomce Equipment The Home Depot Whiteboard and dry erase markers for conference... $34.40
= 3/22/2017  ~ Other Transportation Standard Parking Parking at airport $12.00
[ 3/23/2017 v Postage Fedex Overnight delivery $16.60
=] 3/24/2017 v Office Equipment Staples Laptop webcam for conferencing $75.58
=2 3/27/2017 v Lodging DoubleTree Hotel DoubleTree Hotel $485.38
B 3272017~ DoubleTree Hotel DoubleTree Horel $68.80
= 3127/2017  ~ DoubleTree Hotel DoubleTree Hotel $6.35
] 3/4/2017 v Other Transportation taxijpg $31.70

B i 4/28/2016 v Airfare Delta Air Lines CertifyTravel_receiptjpg

I?‘ E 3/27/2017 v Lodging DoubleTree Hotel Hotel stay - DoubleTree $560.53

10 ITEMS

Send ltems Delete
Step 3: Click Edit Item for the specific receipt line.

My Certify Wallet

Source  Receipt Date Category/Details Vendor Description
= Q 3/21/2017  Office Equipment The Home Depot Whitebeard and
room

Department: General & Admin
Location: South Portland. ME
Reimbursable: No

Billable: No

Q 3/22/2017 Other Transportation Standard Parking Parking at airpor

Department: General & Admin
Location: Portland, ME
Reimbursable: No

Billable: No

Step 4: All fields will be available for changes. Make your edits and click Save.
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Edit Expense

RN 202017

Department | General & Admin

«

«

Category Office Equipment

Amount 3440 ‘ United States Dollars v

Location South Portland, ME

|
|
|
Vendor Ibe Home Depot j‘
|
J

Reason |Whiteboard and dry erase markers for conference room. The Home
Depot

Reimbursable | | paid for this, please reimburse me. v

Billable

Cancel

Receipt Image @

e a H ¢

After clicking Edit Item, Certify will also prompt if any required details are missing, similar to using

the Cleanup Wizard.

Edit Expense

You must enter a Location.

Date 31412017

Department | General & Admin Y. ‘
Category TAO(her Transportation » ‘
Amount ‘ 31470‘ ‘ United States Dollars v i
Vendor i.Taxl ‘
Location | ‘
Reason ‘ ‘
Reimbursable } | paid for this, please reimburse me. \ ‘
Billable [

“ Ca“(E|

Receipt Image “

midweststar taxi
6127886666

dwest star taxi £
gt‘lss 01d Huy B cuite 188
Ninne

16°24
16:85
16 23

Q a H ¢

Step 5: New edits will be available in the Certify Wallet.

certify®

travel & expense made easy

My Certify Wallet Record edited.
Source Receipt  Date Category/Details Vendor
| = E 3/20/2017  Office Equipment The Home Depot

Department: General & Admin
Location: South Portland, ME
Reimbursable: Yes

Billable: No

Certify User Guide V.11.Q1 2020

iMeredivh Employee ',‘ My Account Support Logout
Home Travel Wallet Analytics

Mergeleemns ) [+ = 1 C

Description Amount
Whiteboard and dry erase markers for conference $34.40
room

Edit Item
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Certify Wallet

My Certify Wallet Record edited. X Mg Qi) & = & C

Source Receipt  Date Category/Details Vendor Description Amount

$61.53

0 3/4/2017  Mileage with Commute Client meeting

Department: General & Admin

Location:
Reimbursable: Yes
Billable: No

Add to Report Send Items Delete

Deleting Receipts & Expenses from the Wallet

Receipts and expenses added to an expense report move out of your My Certify Wallet to the expense
report. You can easily delete them from your My Certify Wallet, and it does not affect any expense

reports being processed.

Edit ftem

1MEM

This article shows you how to delete an item from your Certify Wallet.

Please Note: Your organization may restrict the ability to delete imported credit card expenses from
Certify. If you need to delete a read-only expense, contact yourCertify Administrator.

Step 1: On your account homepage, under My Certify Wallet, select More Items.

certify Q WEIVﬁe Emplbyee v My Account Support Logout
CEV B SRR Ty Home Travel Wallet Analytics

My Certify Wallet @ My Expense Reports

6/12/17  Restaurant 121 $248.40 Drafts o

6/12117  AT&T $132.00 Pending Approval @@

6/12/17  Constant Contact $20.00 Pending Payment ©

Cash Advance Balance $0.00 Archived {20}

$0.00
= Scheduled Expense Reports

ReportExecutive™ is on.
Next Build Day:
Sunday, July 2, 2017

MORE METHODS CONFGURE ReportExecutive™

Step 2: On the Certify Wallet, select the checkbox of the receipt or expenses you want to delete.

To select multiple items, select the checkbox next to each one. Or to select all, choose the top
checkbox.
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My Certify Wallet

Receipts

Source  Receipt Date Category/Details

= U 6/6/2017 v Meals

L] U 6/9/2017 v Meals

L i 6/8/2017 v Staff Entertaini..
& 6/13/2017 v Meals

[ - 6/1/2017 v Mileage

Step 3: Click Delete at the bottom of the page to remove the selected items.

Please Note: Corporate credit card transactions cannot be recovered. Small Business card

Merge Items L

Vendor

Green Elephant

Aurora

Catrina's Catering

Restaurant 121

Description

Brain storm lunch

Aurora Provisions.jpg

Catrina's Catering 6 8...

Dinner with Client.pdf

Certify_Maplt.jpg

transactions can be recovered via the Get Transactions button.

My Certify Wallet

Receipts

\_'\ Source  Receipt Date Category/Details

Meals

] g 6/6/2017

<

L O 6/9/2017 v Meals
L] L 6/8/2017 v Staff Entertaini...
2 li, 6/13/2017 v Meals
01 = 6/1/2017 v Mileage

Expgnses

| Source  Receipt Date Category/Details

6/8/2017 v Meals

6/11/2017 ~ Meals

0 6/12/2017 v Subscriptions

Certify User Guide V.11.Q1 2020

Merge Items {'-_]

Vendor

Green Elephant

Aurora

Catrina's Catering

Restaurant 121

Vendor

GREEN ELEPHANT...

AURORA PROVISIO...

Constant Contact

Description

Brain storm lunch

Aurora Provisions.jpg

Catrina's Catering 6 8...

Dinner with Client.pdf

Certify_Maplt.jpg

Description

GREEN ELEPHANT VE...

AURORA PROVISIONS..

Event outreach

Amount
$17.98
$11.12

$200.00

$248.40

$57.03

5 ITEMS

& C

Amount
$17.98
$11.12

$200.00

$248.40

$57.03

5 ITEMS

Amount
$17.98

$11.12

$20.00
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Credit Card Troubleshooting

Small Business Finicity Tool

Missing Transactions
To Resolve:

Step 1: Access Get Card Transactions

certifv 0 Elle Emiployes T | by Adcount SupSat Lagout

vl & Expeviie e easy Home Travel Wallet Analytics
My Certify Wallet Merge Hems & I
eceipts
Source  Feoeipt Date Category/Details Yendior Description Arnaunt
) :_! E2017 v Naals Green Elephant Vegetarian Bisto Gregn Dephant 51498
0 B RI01T v Muals Aurara Aurced Provisions.pg a2
u] | ik] ST v Maals Rosemant Produce Rosemont.jpg 304
u] 3] ARNT v Meald Big Sky Bread Big Skyjog £7.45
Xper
Bt [: Ar

B &B2T v Mueals Green Elephant Vegetarian Bisio GREEM ELEFHANT WEGETARLAN Brain storming lunch $17.58
= CIRNT v Meals Aurdrd AURGRA PEOVIEIONS INC 5102
B &282017 w Mials ROSEMONT MARKETLEAKERY ROSEMONT MARKETLEAKERY 5014
B8 &aEgm s ] ROSEMONT MARKET 250
= 0 v Big Sky Bread Company - M 574

i

Step 2: Re-establishing the link to recover your expenses: https://help.certify.com/hc/en-
us/articles/115000695973-Re-Linking-a-Credit-Card-When-Recovering-Expenses

Step 3: Delete/re-add your card to your account.
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Certify Wallet

User Information
Name

Email Address
Employee ID

Mohbile Phone

Department
Department Color

Certify Role

Password Reset
Old Password
New Password

Confirm Password

Don Accountant

trichardsen@cirp.com

E|Don Accountant

L]

Accounting (01)
Purple (Accounting)

Accountants

]
]
L]

Reset Security
Questions

Account Settings
Language
Default Currency

Use Multiple
Currencies

Use VAT/GST

Use PST/QST

Use H5T
Commute Distance

Add Email Address

Add Credit Card

| English '|

| United States Dollar: ¥ |

6 || Miles v

| |

| Corp Amex '| | |
Confirm | |

HK-H00K-8946 Small Business Card

View Transaction History

Step 4: Submit a ticket to Support with recent transaction examples such as date, vendor or amount.

Connection Issue:

To Resolve:

Step 1: Re-establishing the link to recover expenses: https://help.certify.com/hc/en-
us/articles/115000695973-Re-Linking-a-Credit-Card-When-Recovering-Expenses

Step 2: Delete/re-add card to your account.
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Certify Wallet

User Information
Name

Email Address
Employee ID

Mohbile Phone

Department
Department Color

Certify Role

Password Reset
Old Password
New Password

Confirm Password

Don Accountant

trichardsen@cirp.com

E|Don Accountant

L]

Accounting (01)
Purple (Accounting)

Accountants

]
]
L]

Reset Security

Account Settings
Language
Default Currency

Use Multiple
Currencies

Use VAT/GST

Use PST/QST

Use H5T
Commute Distance

Add Email Address

Add Credit Card

| English '|

| United States Dollar: ¥ |

6 || Miles v

| |

| Corp Amex '| | |
Confirm | |

HK-H00K-8946 Small Business Card

View Transaction History

Questions

Step 3: Submit a ticket to Support outlining the issue and details of the card in question.
Discrepancy in Transactions Reported
To Resolve:

Step 1: Submit a ticket to Support outlining the issue and the details of the card in question. Also
submit the transaction details and bank statement if available.

Corporate Credit Card Integration
Missing Transactions

To Resolve:

Step 1: Access My Imported Card Transactions: https://help.certify.com/hc/en-
us/articles/115002641934-Creating-New-Expenses-from-My-Imported-Credit-Card-Transactions

Step 2: If you’re still missing transactions, submit a ticket to Support with some recent transaction
examples such as date, vendor, or amount.
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Certify Wallet

Send Selected Receipt as a Delegate

Certify Administrators and delegate users are able to add receipt images to their Certify Wallets and
then send the receipts to another user's account for which they have delegate user access. This
article shows you how to use the Send Selected Receipt feature.

Step 1: On your account homepage, select More Items in the Certify Wallet section.

certify®

travel & expense made easy
My Certify Wallet
1224116  Staples

12/23/16  Fedex

12/22/16  Standard Parking

Add Receipts

MORE METHODS

My Certify Wallet | Kelly Employee v | My Account Support Logout

(5] My Expense Reports

575.58 New Expense Report [l

Pending Approval

$16.60
$12.00 Pending Payment
Archived
=] Schedule Expense Reports

JPL

0AD A

ReportExecutive™ is off.

Booo

Meet your fully automated expense report.

Home Travel Wallet Analytics

What's New In Certify

Read the Certify Updates Blog

SpendSmart™

There are no recent ratings to
display.

Ratings & Reviews

Step 2: Click the checkbox for each receipt you want to send and then select Send Items.

My Certify Wallet

Source Receipt

=)
=|
@u

Date

12/21/2016

12/22/2016

12/23/2016

12/24/2016

4/28/2016

Category/Details

v Office Equipment

v Other Transportation

v Postage

v Office Equipment

v Airfare

Add to Report Send items Delete

Step 3: Select a user for which you have delegate rights in the Select a User dropdown menu.

Vendor

The Home Depot

Standard Parking

Fedex

Staples

Delta Air Lines

Merge Items § . D \3 e

Description Amount
Whiteboard and dry erase markers for ... 3$34.40
Parking at airport $12.00
Overnight delivery $16.60
Laptop webcam for conferencing $75.58

CertifyTravel_receipt.jpg

5 ITEMS

Please note: Users with Certify Administrative rights will be able to send receipts to any user.
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Send Selected Items

The selected items will be sent to the Certify Wallet of the user you choose.

Select a User | Meradith Employee ¥ |

Send Items

Step 4: Click Send Items to move the receipts from your Certify Wallet to the selected user's Certify
Wallet.

Copy/Paste Expense Import

For companies who do not use Certify's credit card integration feature, Certify allows users to copy
and paste credit card expense information directly into Certify. This article shows you how to import
credit card expenses using the Copy and Paste feature.

Step 1: On your account homepage, click More Methods in the Add Receipts section.

Certify o ‘ Meredith Employee ¥ ‘ My Account Suppoart Logout
Liaxe lerpenseipace eaay) Home Travel Wallet Analytics
My Certify Wallet 54 My Reports What's New In Certify
11/8/16 Other Transportation New Expense Report Drafts e Read the Certify Updates Blog
10/27/16  DoubleTree Hotel $560.52 Pending Approval o
New Invoice Report -
1023716 Fedex $16.60 Pending Payment 0] SpendSmart™
Archived e There are no recent ratings to
d .
3 MORE ITEMS isplay
Ratings & Reviews
Add Receipts Schedule Expense Reports

D E T ReportExecutive™ is off.
—J Meet your fully automated expense report.
MOBILE EMAIL UPLOAD

CONFIGURE ReportExecutive™

Step 2: In the Credit Card Import area, select copy and paste.

Please note: Users with an Accountant role will be able to copy/paste expense into any user's Certify
Wallet.
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115



Certify Wallet

Add Receipts and Expenses

(] certify Mobile 0= Email 2, Upload
Certify Mobile allows you to easily manage your Certify Just send the email from memployee@circp1.com and Browse to select receipt or invoice images to upload to
Wallet on the go. receipts or invoices will be added to your wallet, your Certify Wallet,

Get it from Email your receipts or invoices to:
B Microsoft Choose Files | No file chosen

£ Download an the
& AppStore

P receipts@certify.com
GETITON ansp Upload Files
> Gasgle Py

. . E) = .
-> Receipt Integration Fax Credit Card Import
Certify has several receipt integration partners. Fax numbers are included on the cover page. You can link a card in My Account.
Certify Travel, Uber, and TripCase are available. Print a fax cover page ‘Ynu can also copy and paste expenses.'

Step 3: Copy expense data from your online bank statement, and paste it in the textbox provided.
Each expense should be on a separate line. Format the expense information to include the expense

date as MM/DD/YYYY, and expense amount as XX.XX.

Expense Data

11/2/2016 $312.76 MARRIOTT
11/3/2016 $22.81 APPLEBEES
11/3/2016 $51.11 HERTZ RENTAL

Step 4: Select the reimbursable status of the expenses being imported, then click Next.
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Expense Data

11/2/2016 $312.76 MARRIOTT
11/3/2016 $22.81 APPLEBEES
11/3/2016 $51.11 HERTZ RENTAL

Import Expenses Using This Reimbursable Status

The company paid, do not reimburse mei T ,

| paid for this, please reimburse me.
_ The company paid, do not reimburse me.

- R

Step 5: Once imported, the expenses will be sent to your Certify Wallet, and can be added to an
expense report as needed.

My Certify Wallet Mergeitems @) (1) & C
= Source Receipt Date Category/Details Vendor Description Amount
= 11/2/2016 v MARRIOTT $312.76
i 11/3/2016 v HERTZ RENTAL $51.11
11/3/2016 v APPLEBEES $22.81

3 ITEMS

Add to Report Send Items Delete

Creating New Expenses from My Imported Credit Card Transactions

The My Imported Credit Card Transactions tool, which uses data from the Reconciliation and
Accruals Workbench, holds your own credit card transaction data from a corporate credit card feed.
This report can be helpful to reconcile and find transactions that were either deleted or did not
import into your Certify Wallet.

This article shows you, a report submitter, how to create new expenses from My Imported Credit
Card Transactions.
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Please Note: If you are using a small business, or personal credit card feed, please see: Recovering
Credit Card Expenses.

Step 1: On your account home page, select Analytics.

certify o l:l My Account Support Logout
travel & expense made easy Home Travel Wallet Analytics

My Certify Wallet (5] My Expense Reports What's New In Certify

Read the Certify Updates Bl
Pending Approval 9
inz P
Pending Payment @ Spendsmart™
Archived @ The Hotel At Arundel P, ..
2 MORE ITEMS. Wonderful hotel and great service
Ratings & Reviews
Add Receipts = Scheduled Expense Reports
— ReportExecutive™ is on.
(] < T D) e st o
_ _ TR Monday, October 16, 2017
MOBILE EMAIL UPLOAD
MORE METHODS CONFIGURE ReportExecutive™

Step 2: Open My Imported Credit Card Transactions under Travel and Expense Analysis.
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Travel and Expense Analysis

Expenszes By Category The Expenses by Category report shows all expenses grouped by expense

category as well as by employee. This report allows you to view totals for expense categories and
employees simultaneously.

Expenses by GL Dimensicn This report shows expense detail with all Employee and Expense level

GL Dimensions

Hotel Nights By State/Province The Hotel Nights by State/Province report shows a summary of
ledging nights grouped by state/province with sub-groupings by lodging vendor within that
state/province.

Mezls Attendess Shows group meals expenses with detailed and free text attendee information.

Milzage By Employee The Mileage By Employee report shows personal automobile usage including

subtotals by employee.

My Importad Credit Card Transactions View imported credit card transactions from the |ast 90 days
with matching expenses in Certify.

My Pending Expense Reports View your expense reports that are currently in the approval process.
The report also shows imported expenses not yet assigned to draft expense reports as well as draft

expense reports not yet submitted for approval.

Step 3: Use the search parameters to filter your results.

My Imported Credit Card Transactions

View imported credit card transactions from the last 90 days with matching expenses in Certify.

Search By Expense Date ¥

Date Range ‘

to ‘ B | Select a Date Range ¥

Employee

P-Card Program | Wells Fargo MasterCard ¥ ‘

Show Splits | Mo Splits v |
Display | All Records v |
‘ Submit ’ Reset
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Step 4: The report will not only detail credit card expenses that imported to your wallet correctly, but
it will also detail deleted expenses, as well as expenses that did not import correctly.

e Deleted expenses will be highlighted in red.
e Unmatched (did not import) expenses will be highlighted in yellow.
Columns include:

Credit Card Date: The date of the transaction

Credit Card Posting Date: The posting date of the transaction

Card Number: Last four digits of the credit card number

Cardholder Name: The cardholder name

Transaction ID: The transaction ID from the credit card transaction

Credit Card Amount: The amount from the credit card transaction

Credit Card Currency: The currency from the credit card transaction

Credit Card Orig Amount: The original amount from the credit card transaction
Credit Card Orig Currency: The original currency from the credit card transaction
Credit Card Vendor: The vendor from the credit card transaction

Credit Card Location: The location from the credit card transaction

P-Card Program: The P-Card Program the file is tied to

Match Status: This will contain one of 3 values:

--> MATCHES TO -->: if there is a matching expense in Certify

*** NO MATCH ***": if there is no matching expense in Certify
*** DELETED ***": if the expense was in Certify but has since been deleted

Step 5: Use the Create Expense link next to the unmatched (yellow) or deleted (red) expense.

Create Expense Credit Card Date Credit Card Posting Date  Card Number Cardholder Name Transaction 1D Credit Card Amount  Credit Card Currency  Credit Card Orig Amount  Credit Card Orig Currency
) 0.0 JsD
5D
6223 usD 6323 usD

6.7
264.07 usD

6/21/2017 264.07 Uso

61232017 a 43023 uss 2383021 5o
- 8r22017 - 3482 uso 3452 usD

62172017 37554 uso 37254 uso

g 22794 A 22794

877258 CAD 877259

2112 i
12017 Py

Step 6: In the new window, select whether to create a single expense or up to 50 at once.

87771
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Create Expense

You can create an expense record from this
unmatched credit card transaction. This should be
done if you want to import the transaction into the

user's wallet.

Create Expense

You can also create expense records for up to 50
unmatched credit card transactions in this
workbench. This should be done if you want to import
all transactions into the user's wallets.

GREATE MULTIPLE expenses in the workbendD

Step 7: You will see a confirmation page when the expenses have been created. Refresh the report if
necessary.

Create Expense

The expense has been created and imported into the
user’s wallet.

Refresh the report to see the changes. You can close

this window now.

Refresh Report

Recovering Credit Card Expenses

If you use a Small Business Credit Card or a Personal Card with your Certify account, the Finicity
Support Tool offers a quick and easy way for you to recover credit card expenses not imported into
your Certify Wallet. This article shows you how to import missing credit card transactions to your
Certify Wallet using the Finicity Support Tool.

Step 1: On your Certify account homepage, open your Certify Wallet by clicking More Items.
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4 Ellie Employee ¥ | My Account Support Logc
certify®

travel & expense made easy Home Travel Wallet Analyt
My Certify Wallet @D My Expense Reports
6/30/117  ROSEMONT MA... $9.14 Pending Approval (7]
§/30/17  Big Sky Bread §7.45 Pending Payment (B
Archived [20]
Add Receipts & Scheduled Expense Reports
ReportExecutive™ is on.
D @ lT' Mext Build Day:

. . . Sunday, August 6, 2017

ORE METHODS CONFGUR e

Step 2: On your Certify Wallet page, click Get Card Transactions.
certify° Elbe Employee v | MyAccount Support Logout

travel & expense made easy Home Travel Wallet Analytics

My Certify Wallet Merge ttems L C
A De
0 3] GE2017 v Meals Green Elephant Vegetarian 3ist0  Green Bephant $14.98
8] 3] 92017 v Meais Aurora Aurora Provisions.jpg st
1] 3} 6202017« Meds RoSeMONt Procuce Rozemont.jpg $9.14
| v Me B Brew g 5 s

= 6320 v Maa Green Elephant Vegetarian 8isto $17.98
(] 172017 v Medts Aurors $11

= 8282017 v Meas ROSEMONT MARKETEBAKERY 9.1
(=] v Mesls $9.14
(=] v 0ad Compa ] $7.4

P

Step 3: If you have only one card linked with Certify, the Import Personal Card Transactions page
opens with a list of transactions (proceed to Step 4).

If you have multiple credit cards linked within Certify, you are first prompted to select which account
to use. Mark the radio button next to the card from which to import transactions, and then click
Select.
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Import Personal Card Transactions
Select any missing transactions that you would like to import into your Certify wallet.

Please select the card from which you would like to import transactions.

(. ALK XKK-5 1 54)

C. HOOOKYO00=0000-3177

() X000K0000-000(-9482

Step 4: Mark the checkbox next to each Missing transaction to import into your Certify Wallet. Click
Import Transactions.

certify ° Emma Employee ¥ | My Account Support Logout

travel & expense made easy Home Travel Wallet Analytics

Import Personal Card Transactions

Sedect any missing transactions that you would like 1o Import into your Certify wallet.

Status Date Vendor Transaction ID Description Amount

> Missing OFFICEMAXYOFFICEDEPT#6874 $1040

> Missing QUILL CORPORATION $135.27

> Missing USPS PO 1873170726 $20.00

> Missing VISTAPR*VistaPrint.com $24.98
Import Transactions Dismiss Transactions.

Other Transa

Status Date Vendor Transaction iD Description Amount
Missing SALT AND SMOKE $274.13
Missing OFFICE DEPOT 1135 $270.88
ER STARBUCKS $23.76

import Other Transactions
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Please Note: If you receive an error message rather than a list of transactions, you need to re-link
your credit card.

Transactions for Review includes missing, non-imported transactions flagged as potential policy
violations.

Other Transactions includes all other missing transactions without potential policy violations, and
also lists any unprocessed imported transactions that reside in My Certify Wallet or in an expense
report.

The Status column indicates:
e ER-Thetransaction is an existing Expense Report.
e Missing - The credit card transaction has not been imported to Certify.
e Wallet - The credit card transaction is in your Certify Wallet.

The transaction(s) are then added to the Expenses section of your My Certify Wallet.
Expense Report Creation

Creating a New Expense Report

The Create a New Expense Report tool will allow you to create an expense report anytime, on-
demand. It automatically retrieves receipts and expenses from your Certify Wallet and adds them to
a new or existing expense report, linking the receipts and expenses with matching dates and
amounts. This article shows you how to Create a New Expense Report.

Step 1: Add receipts and expenses to your Certify Wallet.

ce rtifv 0 Drafts | Kelly Employee v | My Account Support Logout
EER AL ) Home Travel Wallet  Analytics
My Certify Wallet My Expense Reports What's New In Certify
11111716 Staples webcam.jpg Drafts Read the Certify Updates Blog
10127116 £560.53 Pending Approval
10/27/16  DoubleTree Hotel $560.53 Pending Payment SpendSmart™
Archived There are no recent ratings to
d )
9 MORE ITEMS isplay.
) Ratings & Reviews
Add Receipts / = Schedule Expense Reports

D E T ReportExecutive™ is off.
—J Meet your fully automated expense report.
MOBILE EMAIL UPLOAD

MORE METHODS CONFIGURE RepartExecutive™
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Expense Report Creation

Step 2: Select New Expense Report.

certify o Drafts | Kelly Employee ¥ |  MyAccount Support Logout

EECHIAET e B Home Travel Wallet Analytics
My Certify Wallet @ My Expense Reports What's New In Certify
- Read the Certify Updates Blog
11111116 Staples webcam.jpg Drafts o eac the Certily Updates Blog
10127116 $360.53 Pending Approval o
10/27/16  DoubleTree Hotel $560.53 Pending Payment o SpendSmart™
Archived m There are no recent ratings to
display.
9 MORE ITEMS ISPy
Ratings & Reviews
Add Receipts Schedule Expense Reports
D E T ReportExecutive™ is off.
—J Meet your fully automated expense report
MOBILE EMAIL UPLOAD
MORE METHODS CONFIGURE ReportExecutive™

Step 3: Select one of the options provided. After selecting an option, click Next.

Create a New Expense Report

What would you like to do?
Add all items to a new expense report
(®) Use adate range to add some items to a new expense report

Start with a blank expense report

Mext

Step 4: On the next page, complete all of the bold fields. Click Next.

Certify User Guide V.11.Q1 2020 125



Expense Report Creation

Create a New Expense Report

Enter expense report information

Expense Report Name ‘Gctaber 2018

Billable to Client [

Start Date ‘ 10/1/2016 ""|
End Date ‘ 10/31/2016 f=|§|
Description
A
Back Next

Step 5: The confirmation screen displays the number of receipts and expenses that are within the
date range you provided in Step 4. Click Next to create the expense report.

Automatic Expense Report
Confirmation

Based on the Start Date and End Date of the expense report. the wizard will include the following items in the expense
report:

Included Receipts: 5

Included Expenses: 5

If you have more receipts that are not included in the totals above, you can easily link them from your Certify Wallet after
the expense report is generated.

Click Finish to generate the expense report using these receipts and expenses.

Step 6: On the My Expense Report page, review the expense report. Use the Link Receipts Wizard,
Clean Up Wizard, or add other expenses as needed. When finished, select Submit for Approval to
complete the submission process.
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My EX[)GI’] se RGpOT’[ Gink Receipts CIeanup\-‘.’\zarD Print Report
) Report N, October 2016
() Report Name crober Submit for Approval
Dates 10/1/2016 - 10/31/2016
Expenses o3
Expense Date Department Category Details Amount Reim. | Billable Receipt Reason
. Al -
[y 3] 10/11/2016 General & Admin Other Transpartation vl 3] 25.00  VYes No
[ 3] 102172016 General & Admin Office Supplies [~ 2] 3440  No No
[ ] 10/22/2016 General & Admin Other Transpartatian ¥ & 1200 No No 5]
[ 3] 10/22/2016 General & Admin Miscellaneous [~ 2] 16.60  No No
[ ] 10/24/2016 General & Admin Office Equipment ¥ & 7558 No No ] 5]
[ 3] 10/27/2016 General & Admin Lodging [~ 2] 560.53  No No
Total Non-Reimbursable $699.11
Total Personal $0.00
Total Reimbursable $25.00
Total Expenses $724.11

Creating an Expense Report on Certify Mobile

Certify allows you to create, edit, and submit an expense report right from the Certify Mobile app.
This article shows you how to create an expense report and submit it for approval using Certify
Mobile

Step 1: After adding Receipts and/or Expenses, tap Auto Expense Report on the Certify Mobile
homescreen.
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9:58 AM

Receipts to Sync

Expenses to Sync

Receipts in Certify

© 06 o0 o

Expenses in Certify

(Auto Expense Report)

(=]

Draft Expense Reports

o

Inquiries

Travel

Tools & Support

Step 2: On the next screen, select from the options provided.
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il T-Mobile = 9:58 AM

certify®

$ 68%( )4

Il
>

Automatic Expense Report

What would you like to do?
O Add all items to a new expense report
O Use a date range to add some items to a new expense report

Select a draft and add matching items (none available)

® Certify, Inc. Contact | Terms | Privacy | Blog | @

Step 3: On the next screen, complete all of the bolded fields. Click Next.
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sl T-Mobile & 9:59 AM $ 58%([ )4

certify® = 2
Automatic Expense Report

Enter expense report information

Expense Report Name Expenses - 6/5/2018 - 10/1/2018

Billable to Client Q

Start Date 6/5/2018 =
End Date M0M2018 g
Description

© Certify, Inc. Contact | Terms | Privacy | Blog | @

Step 4: On the next screen, review the number of receipts included in the expense report you are
creating. Tap Finish to generate a new expense report.
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ol T-Mobile T 9:59 AM % 58% [ )4

certify®

1l
>

Automatic Expense Report
Confirmation

Based on the Start Date and End Date of the expense report, the
wizard will include the following items in the expense report:

Included Receipts: 2
Included Expenses: 0
If you have more receipts that are not included in the totals

above, you can easily link them from your Certify Wallet after the
expense report is generated.

Click Finish to generate the expense report using these receipts and

expenses.

© Certify, Inc. Contact | Terms Privacy | Blog | ’.)

Step 5: On the next screen, you can review the draft expense report and add any expenses as
necessary by using the Link Receipts Wizard, the Cleanup Wizard, or by manually entering individual
expenses. If you have no further edits to make, tap Submit for Approval.
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ull T-Mobile & 9:59 AM 3 58%( )4

certify®

i
>

Expense Report

Print Report
D Report Name Expenses - 6/5/2018 - 10/1/2018

Dates 6/5/2018 - 10/1/2018
( Submit for Approval )
Expenses
Expense Date Details Amount Receipt
4 6/5/18 M 11.37
[ 10/1/18 ) 116.96
Total Non-Reimbursable $0.00
Total Personal $0.00

Total Reimbursable  $128.33

Add Expense

Date

ReportExecutive — Company Schedule

Certify ReportExecutive automatically builds expense reports for you by merging all of the receipts
and expenses in your Certify Wallet. Once the expense report has been built, you will receive an email
letting you know that the expense report needs to be reviewed and submitted.

If your Certify Administrator has already set your ReportExecutive schedule, your ReportExecutive
section will note the Build Day schedule. The Build Day is the pre-selected day that ReportExecutive
will create your expense report by merging all of your receipts and expenses currently in your Certify
Wallet that are within the date range indicated in the ReportExecutive settings.

Please Note: If your Certify Administrator has not configured ReportExecutive for you, you can set
your own schedule. See Setting an Individual ReportExecutive Schedule.

Step 1: For ReportExecutive to run, you will need to have receipts and expenses in your Certify
Wallet. If you have a credit card linked to your Certify account, expenses may be automatically
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imported to your Certify Wallet. You can add receipts and expenses using any of the methods listed
in the Add Receipts section of your account homepage.

certify o | Kelly Employee v | My Account Support Logout
R A TE AT BEES) Home Travel Wallet Analytics
My Certify Wallet o My Expense Reports What's New In Certify
- Drafts 1] Read the Certify Updates Blog
10727116 DoubleTree Hotel £360.53 New Expense Report -
1024116 Staples $75.58 Pending Approval L0
10/23/16  Fedex $16.60 Pending Payment Lo SpendSmart™
Archived @ There are no recent ratings to
display.
3 MORE ITEMS 1SRy
Ratings & Reviews
Add Receipts Scheduled Expense Reports

ReportExecutive™ is on.
Next Build Day:
Friday, November 11, 2016

MORE METHODS CONFIGURE ReportExecutive™

Step 2: On the ReportExecutive Build Day, a draft expense report will be created from the receipts
and expenses in your Certify Wallet. The draft expense report will be available in your account for
you to review and submit under My Expense Reports.
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H Drafts | Kelly Employee ¥ | My Account Support Legout
certify® Loty rlors -

TN G ETERHE L 3Ry Home Travel Wallet Analytics
My Certify Wallet 0o My Expense Reports What's New In Certify
10/27/16  DoubleTree Hotel $560.53 Read the Certify Updates Blog
10/24/16  Staples $75.58 Pending Approval o
10/23/16  Fedex $16.60 Pending Payment o) spendSmart™

Archived m There are no recent ratings to
display.
3 MORE ITEMS play
Ratings & Reviews
Add Receipts Scheduled Expense Reports
D T ReportExecutive™ is on.
E Next Build Day:
[} 4
Friday, November 11, 2016
MOBILE EMAIL UPLOAD
MORE METHODS CONFIGURE ReportExecutive™

Step 3: On your account homepage, select Drafts under My Expense Reports, and on the next page,
click the expense report name you want to review. You may need to use the Link Receipts Wizard,
Cleanup Wizard, or add expenses and receipts that were not included by ReportExecutive. When you
have finished reviewing your draft expense report, select Submit for Approval.

My Expen se Report (Link Receipts Cleanup \’-.fizarcD Print Report
) ReportN ReportExecutive - 10/1/2016 - 10/15/2016 ;
[ Repo ame eportexecutive Submit for Approval
Dates 10/1/2016 - 10/15/2016
Expenses
Expense Date Department Category Details Amount Reim.  Billable Receipt Reason =
[ 3] 10r1/2016  General & Admin Mileage ¥ 119.84  Yes Mo ]
[ 3] 10/3/2016  General & Admin Lodging ) 19196  Yes No ]
[ ] 10/3/2016  General & Admin Coffee, Tea, Snacks ¥ 582 Yes No ]
[ B 10/4/2016  General & Admin Meals - Large Group ¥ 0311 Yes No B8]
[ ] 10472016  General & Admin Airfare ¥ 48320 Yes No
4 ] 10/21/2016 General & Admin Office Supplies ¥ 3440 No No M B8]
. | .
[ 2] 11/10/2016 General & Admin Unknown ¥ D00 Yes No
Total Non-Reimbursable $34.40
Total Personal $0.00
Total Reimbursable $893.93
Tatal Cvmanene zan0 23 M
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ReportExecutive - Individual Schedule

If your Certify Administrator has granted you permission to create your own ReportExecutive
schedule, you can access the schedule customization menu in your Certify account. This article
shows you how to set up your own ReportExecutive schedule.

Step 1: On your account homepage, select Configure ReportExecutive.

ce rtifv Q ‘ Kelly Employee v | My Account Support Logout
LRV EEXpensS I ace Sasy Home Travel Wallet Analytics
My Certify Wallet 2] My Expense Reports What's New In Certify
10/27/16  DoubleTree Hotel $560.53 Drafts o Read the Certify Updates Blog
10/24/16  Staples $75.58 Pending Approval Lo
10/24/16  Staples $75.58 Pending Payment L0 spendSmart™
Archived @ There are no recent ratings to
di .
& MORE ITEMS ISD\B)‘
Ratings & Reviews
Add Receipts &= Schedule Expense Reports

ReportExecutive™ is off.

Meet your fully sutomated expense report

MORE METHODS

Step 2: On the next page, under Certify ReportExecutive Schedule, click one of the listed scheduling
options. If you do not want ReportExecutive to build your expense report for you, select No schedule,
disable ReportExecutive.

Certify ReportExecutive™ Schedule

Coordinate expense report Build Day based on the following schedule:
| Mo schedule, disable ReportExecutive

() Monthly on dayl:lofmonth

) Monthly, I:l days before end of month

) Monthly, on the| First ¥ | | Sunday v |of the month

) Twice-monthly on days I:I and I:I of the manth
) Twice-monthly, day l:l of month and l:l days before end of month
(@) Weekly, on evely| Friday v |

Step 3: Under Automatic Expense Report Butter Days, enter the number of days you would like as a
buffer period. The buffer period allows time for corporate credit card expenses to be automatically
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imported to your Certify Wallet to prevent duplicate expenses. Any receipts and expenses within this
buffer period will NOT be included in the current expense report, but will be held for the next one.

Automatic Expense Report Buffer Days

When building expense reports, adjust the date range to E days before Build Day (recommended = 3)

Step 4: Under Notifications and Reminders, click the checkbox for each email notification you would
like to receive. The notification Build Expense Reports Automatically is required and should stay
enabled at all times. The remaining notifications are optional, based on your preferences. Click Save.

Notifications and Reminders

Send the following e-mail notifications and reminders to me:

|| First e-mail reminding me to add receipts to my Certify Wallet, sent days before Build Day

[ | 5econd e-mail reminding me to add receipts to my Certify Wallet, sent days befare Build Day

|| Build expense reports automatically and send e-mail to me on Build Day.

[##| First e-mail to reminding me to submit my expense report for approval, sentlz_l days after Build Day

|| Second e-mail reminding me to submit my expense report for approval, sent B days after Build Day

Step 5: Alternatively, if you’d like to import all My Certify Wallet items into an expense report, go to
the Automatic Expense Report Content section on this page.

Automatic Expense Report Buffer Days

When building expense reports, adjust the date range to . 4 days before Build Day (recommended = 3)

When creating expense reports, include the following:
® Only those items falling within the date range (default)

All wallet items

Step 6: Check the All Wallet Items circle to select. Now, when Report Executive creates an expense
report, it will include wallet items dated before the buffer period.
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Automatic Expense Report Content
When creating expense reports, include the following:

_) Only those items falling within the date range (default)

® All wallet items

Mobile Auto Expense Report Wizard
Certify allows you to create, edit, and submit an expense report right from the Certify Mobile app.

Step 1: After adding receipts and/or expenses, tap Auto Expense Report on the Certify Mobile home
screen

¢ Sync certify - Logout

() Add Receipt () Add Expense

Receipts to Sync

Expenses to Sync

Receipts in Certify 3 ©
Expenses in Certify 2 ©
( Auto Expense Report ©)
Draft Expense Reports 0 ©
Inquiries o ©
Tools & Support ©

Step 2: On the next screen, select from the options provided.
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certify®

Automatic Expense Report

What would you like to do?
O Add all items to a new expense report

O Use a date range to add some items to a
new expense report

Select a draft and add matching items

(none available)

® Certify, Inc Contact | Terms | Privacy | Blog

Step 3: On the next screen, complete all of the bolded fields. Click Next.
certify® = 8

Automatic Expense Report

Expense Report Name

| Expenses - 12/7/2014 - 12/z]

Billable to Client

Start Date

12/7/2014 ¥

:

End Date

j

12/29/2014 ¥

Description

C )

Step 4: On the next screen, review the number of receipts included in the expense report you are
creating. Tap Next to generate a new expense report.
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certify® = 8

Automatic Expense Report
Confirmation
Based on the Start Date and End Date of the

expense report, the wizard will include the
following items in the expense report:

Included Receipts: 3

Included Expenses: 2

If you have more receipts that are not included
in the totals above, you can easily link them
from your Certify Wallet after the expense report

Is generated.

Click Next to generate the expense report
using these receipts and expenses.

Step 5: On the next screen, you can review the draft expense report and add any expenses as
necessary by using the Link Receipts Wizard, the Cleanup Wizard, or by manually entering individual
expenses. If you have no further edits to make, tap Submit for Approval.

certify® = 8

My Expense Submit for Approval
R(_\por't Link Receipts
Cleanup Wizard

Expenses

Expense Date Details Amount Receipt
J» 12/7/2¢ P 24.39
s 12/28/2 » 367.96

s » 12/29/2 » 46.00

Total Non-Reimbursable $392.35
Total Personal $0.00

Total Reimbursable $46.00
Total Expenses $438.35

Add Expense
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Deleting a Draft Expense Report
A user may delete an expense report prior to submission as a draft. This article shows you how to
delete a draft report.

Step 1: On your account homepage, under My Expense Reports, select Drafts.

certify 0 Drafts ‘ Meredith Employee ¥ | My Account Support Logout

travel & expense made easy Home Travel Wallet Analytics

My Certify Wallet (13} My Expense Reports
What's New In Certify

6/27/17  DoubleTree Horel $560.53 New Expense Report o Read the Certify Updates Blog
6/27/17  DoubleTree Hotel $485.38 Pending Approval 0]
6/27/17  DoubleTree Hotel $68.80 Pending Payment 0]
Archived [51] SpendSmart™

10 MORE ITEMS There are no recent ratings to

display.

Ratings & Reviews
Add Receipts Schedule Expense Reports

D @ T Py ReportExecutive™ is off.
Meet your fully automated expense report.
MOBILE EMAIL UPLOAD

MORE METHODS CONFIGURE ReportExecutive™

Step 2: Select the red X for the specific expense report to delete.

My Expense Reports

Drafts Pending Approval Pending Payment Archived
Drafts
Actions Name End Date Reimbursable Non-Reim. Total
D}® ReportExecutive - 6/1/2017 - 6/15/2017 6/15/2017 $413.48 $0.00 $413.48

Totals $413.48 $0.00 $413.48

Step 3: In the confirmation pop-up window, select Yes.

Confirmation P ¢

Are you sure you want to delete this expense
report?

Yes No

After deleting the report, all items from the report will go back into the Certify Wallet.
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Expense Report Review & Edits

Attaching Receipts Using the Link Receipts Wizard

Certify offers a convenient method for attaching receipt images from your Certify Wallet to expense
lines using the Link Receipts Wizard. This article shows you how to use the Link Receipts Wizard.

Step 1: On your account homepage, under My Expense Reports, click Drafts.

My Certify Wallet | Meredith Employee ¥ | My Account Support Logout

certify®

HEA RO Y Home Travel Wallet Analytics
My Certify Wallet 2 My Expense Reports What's New In Certify
10/25/16  Parking $86.28 New Expense Report Read the Certify Updates Blog
10116 Mieagejpg Pending Approval 24
4/28/16  Dela Air Lines Pending Payment o SpendSmart™
prchived o There are no recent ratings to

display.
3 ITEMS =Ry

Ratings & Reviews
Add Receipts Schedule Expense Reports

ReportExecutive™ is off.

Meet your fully automated expense report.

MORE METHODS COMFIGURE ReportExecutive™

Step 2: Select the expense report you would like to open by clicking the expense report Name.

My Expense Reports

Drafts Pending Approval Pending Payment Archived
Drafts
Actions Name End Date Reimbursable Non-Reim. Total
& X ReportExecutive - 10/1/2016 - 10/15/2016... 10/15/2016 $14.35 $280.89 $305.24
& X 10/31/2016 $0.00 $785.41 $785.41
Totals $14.35 $1,076.30 $1,090.65

Step 3: Launch the Link Receipts Wizard by selecting Link Receipts above the expense report.
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My Expense Report Print Report
[} Report Name October 2016 e —

Dates 10/1/2016 - 10/31/2016
Expenses T
Expense Date Department Category Details Amount Reim.  Billable Receipt Reason
(] 10/21/2016  General & Admin Office Supplies [~ 2] 3440 Ne No
[ 10/22/2016  General & Admin Other Transportation ~ & 12.00  No No
(] 10/23/2016  General & Admin Miscellaneous [~ ] 16.60  No No
[ 10/24/2016  General & Admin Office Equipment ~ & 7558 Mo No
(28] 10/25/2016  General & Admin Parking [+ ) 8628 No No
(] 10/27/2016  General & Admin Lodging [+ 3] 560.53  No No
Total Non-Reimbursable £785.39
Total Personal 50.00
Total Reimbursable 50.00
Total Expenses $785.39

Step 4: The Link Receipts Wizard displays the expense lines without an attached receipt in the left
window, and the first receipt image in your Certify Wallet in the right window. To attach the receipt
displayed on the right to one or more of the expense lines displayed on the left, click the checkbox
next to the expense line. To open the next receipt image, click Next. To save your changes, click
Finish.
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Link Receipts with Expenses

CurrentStep: 1 - 2 -3

View the receipt and select the matching expense. You can select multiple expenses if an image has more than one receipt.

Select Matching Expense Receipt Image o
$86.28 10/25/2016 Parking P -
Downtown Parking LLC
177 N Wells Street
Chicago, IL
AUTOMOBILE

THIS TICKET ALSO SERVES AS YOUR RECEIPT

Base Pnce: 7818 Adat 8.10

TOTAL: 86.28

TRANSOOFF10 TICKET# 80438
WAA 10.25-2018

UER TR

[

Step 5: Areceipt icon in the Receipt column confirms that the receipt is attached to the expense line.
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My Expense Report Print Report
| Report M October 2016 ;
4 Repo ame crober Submit for Approval
Dates 10/1/2016 - 10/31/2016
Expenses 1
Expense Date Department Category Details Amount  Reim.  Billable Receipt Reason
[ 10/21/2016  General & Admin Office Supplies [v] 3440  No No B
(] 10/22/2016 | General & Admin Other Transpartation ] 1200 No No 2]
(4] 10/23/2016 | General & Admin Miscellaneous [ 16.60  No No B
[ 10/24/2016 General & Admin Office Equipment ] 7558  MNo No ]
[ 10/25/2016 General & Admin Parking ] 86.28 Mo No
(2] 10/27/2016 | General & Admin Lodging ] 560.53  No No 8]
Total Non-Reimbursable $785.39
Total Personal $0.00
Total Reimbursable $0.00
Total Expenses $785.39

Editing Report Names and Headers

After you've created an expense report, you can edit the report names/headers by editing your draft
report.

This article shows you how to edit report names.

Step 1: After you've created an expense report, open the report by clicking Drafts on your Certify

homepage.
My Certify Wallet (4] My Expense Reports
11/29/19  Uber $6.97 New Expense Report o
11/28/19  Uber $6.97 Pending Approval (0]
11/29/19  Uber $5.07 Pending Payment (0]
Archived (4]
1 MORE ITEMS

Step 2: Choose the report.
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My Expense Reports

Drafts Pending Approval Pending Payment Archived
Drafts
Actions Name End Date Reimbursable Non-Reim. Total
E b4 Expenses - 11/26/2019 11/26/2019 $0.00 $0.00 $0.00

Total $0.00 $0.00 $0.00

Step 3: Click the pencil icon to change the report name/header.

Expense REPDI‘t Cleanup Wizard Print Report
S 11726 a
@eport Name Expenses- 11/26/2019 I ——
Dates 11/26/2019 - 11/26/2019
Expenses
Expense Date Department Category Details Amount Reim. Billable Receipt Reason =
A —
B 1esiz01s CHT Unknown ~ 0.00  Yes No
Total Non-Reimbursable $0.00
Total Personal $0.00
Total Reimbursable $0.00
Total Expenses £0.00 v

Step 4: Enter a new Report Name and Description.

Expense Report Cleanup Wizard Print Report
—
@eport Name |NDverrbEr Expenses ) | |_| Billable Description Expenses for November CDﬂfE’eﬂ[E.‘
Dates | 11/26/2019 “5"‘ ‘ 11/26/2019 "‘|
7

Step 5: Click the Save icon.

Expense Report

Report Mame |ND‘-.-'EI'|“|:IEI’ Expenses [_| Billable
Dates 11/26/2019  HE| |11/26/2019 B

Editing Expenses Using the Cleanup Wizard

Certify's Cleanup Wizard is a simple tool that allows you to review and edit all expenses that Need
Attention. This article shows you how to use the Cleanup Wizard tool.

Step 1: On your account homepage, under My Expense Reports, select Drafts.
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Drafts | Kelly Employee v |

certify®

My Account Support Logout

travel & expense made easy Home Travel Wallet Analytics

My Certify Wallet @ My Expense Reports

1111416 Office Equipment New Expense Report

10/27/16  DoubleTree Hotel $560.53 Pending Approval 0

10/27/16  DoubleTree Hotel $485.38 Pending Payment o
Archived (54

& MORE ITEMS

Add Receipts Schedule Expense Reports

D E ’r ReportExecutive™ is off,
—J Meet your fully automared expense report
MOBILE EMAIL UPLOAD
MORE METHODS CONFIGURE RepartExecutive™

Step 2: Select the Name of the expense report you want to open.

My Expense Reports

Drafts Pending Approval Pending Payment Archived
Drafts
Actions Name End Date Reimbursable Non-Reim.
[EAP Y Gep:)rtExe-:utiu‘e - 10/1/2016 - 104157201 d) 10/15/2016 $429.91 $0.00

Totals $429.91 $0.00

What's New In Certify

Read the Certify Updates Blog

SpendSmart™

There are no recent ratings to
display.
Ratings & Reviews

Total
$420.91

$429.91

Step 3: Each expense that Needs Attention will have a small red flag next to the expense line in the
Expense column. This signifies that the expense is missing some required fields or information and

needs to be reviewed. Select Cleanup Wizard.
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My Expen se Report Cleanup Wizard Print Report
L Report Name ReportExecutive - 10/1/2016 - 10/15/2016 T

Dates 10/1/2016 - 10/15/2016
Expenses
Expense Date Department Category Details Amount Reim.  Billable Receipt Reason =
[ ] 10//2016  General & Admin Mileage [+ ] 119,84 Yes No B8]
[ 3] 10/3/2016  General & Admin Lodging ~ & 191.96  Yes Mo ]
[ 3) 10/4/2016  General & Admin Meals - Large Group [~ &) 9311 Yes No B
. A —
[#) 3] 10r11/2016 General & Admin Other Transportation [+~ [ 25.00 Yes No
Total Non-Reimbursable 50.00
Total Personal 50.00
Total Reimbursable $429.91
Total Expenses £429.91 i

Step 4: A red message and a corresponding red outline will notify you which expense fields need to
be reviewed and edited. If there is no red text or outline, verify that the expense data is correct. If
there is another expense for review, click Next. To save your changes and close with wizard, click
Finish.

Expense Report Cleanup ReportExecutive - 10/1/2016 - 10/15/2016

Start Date: 10/1/2016 End Date: 10/15/2016
Current Step: | 1
Receipt Image o Expense Details

You must enter a Vendor.

You must enter a Location.

Date [ 1071172016
Department General &min X ‘
Category  Other Transportation Y ‘
Amount [ ZSAOOxj | United states Dollars v i
Vendor | ‘
Location | ‘
Reason | ‘
4
Reimbursable I paid for this, please reimburse me. v \
Billable )
Skip || Skip this expense

Step 5: Once all of the expenses that Need Attention have been reviewed and edited, and the small
red flags have been removed, select Submit for Approval.
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My Expense Report Print Report
| Report N ReportExecutive - 10/1/2016 - 10/15/2016 ;
() Report Name eportexecutive Submit for Approval
Dates 10/1/2016 - 10/15/2016
Expenses
Expense Date Department Category Details Amount Reim.  Billable Receipt Reason =
(4] 10/1/2016 | General & Admin Mileage [+ 3] 110.84  Yes No
4] 10/3/2016  General & Admin Lodging [~ ) 19196 Yes No
4] 10/4/2016  General & Admin Meals - Large Group [~ 2] 9311 Yes No
[ 10/11/2016  General & Admin Other Transportation v 2] 2500 Yes Mo
Total Non-Reimbursable $0.00
Total Personal $0.00
Total Reimbursable 5$429.91
Total Expenses 542091 b

Editing an Expense in a Draft Report

If you need to make changes to an expense, but you have already added it to an expense report, you
can edit it directly from the expense report.

This article shows you how to edit an expense in a draft expense report.

Step 1: On your Certify account homepage, select Drafts.

ce rtify Q Ellie Employee v | My Account Support Logout
travel & expense made easy Home  Travel Wallet Analytics
My Certify Wallet 13} My Expense Reports
NPI Expense Analysis
6/12/17  Mileage $57.03 14
6/12/17  Constant Contact $20.00 (5]
A 's N\ A ertify
$0.00 Archived [20) What's New In Certify
$0.00 Read the Certify Updates Blog
MORE ITEMS
SpendSmart™
There are no recent ratings to
display.
Add Receipts = Scheduled Expense Reports Ratings & Reviews
D T ReportExecutive™ is on.
@ Next Build Day:
—J /
oo - e Sunday, July 2, 2017
MOBILE EMAIL UPLOAD
MORE METHODS CONFIGURE ReportExecutive™

Step 2: On the My Expense Reports page, select the Name of the expense report you want to open.
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certify®

travel & expense made easy

My Expense Reports

Drafts Pending Approval Pending Payment Archived
Drafts
Actions Name

& X ( Staff Party Expenses - 6/6/2017 - 6/10/2 )

Totals

‘7 Ellie Em}ioyee v | My Account Support Logout

Home Travel Wallet Analytics
End Date Reimbursable Non-Reim. Total
6/10/2017 $514.31 $0.00 $514.31
$514.31 $0.00 $514.31

Step 3: Click the Edit icon under the Expense column next to the expense line you want to edit. This
opens the Edit Expense box below the expense report.

ce rtify 0 Drafts | Ellie Employee v ‘ My Account Support Logout
travel & expenise niada Gasy Home Travel Wallet Analytics
My Expense Report Cleanup Wizard |  Print Report
2 P - 6/6/2017 - 6/10/2... i
[__J Report Name Staff Party Expenses - 6/6/2017 - 6/10/2. Submit for Approval
Dates 6/6/2017 - 6/10/2017
Expenses
Expense Date Department Category Details Amount Reim. Reim.Amount Billable Receipt Reason -
4} 6/6/2017  General & Admin Staff Entertaining [} 150.00  Yes 150.00  No
9 6/9/2017  General & Admin Printing ¥ 2500  Yes 2500 No
6/10/2017  General & Admin Staff Entertaining 2} 631 Yes 631  No
@ 6/10/2017  General & Admin Staff Entertaining ) 333.00 Yes 333.00 No
Total Non-Reimbursable $0.00
Total Reimbursable $514.31 v

Step 4: In the Edit Expense section, make edits to the expense data as needed. Bold fields are

required.
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My Expense Report Cleanup Wizard Print Report
[} ReportName Staff Party Expenses - 6/6/2017 - 6/10/2...
Dates 6/6/2017 - 6/10/2017
Expenses
Expense Date Department Category Details Amount Reim. Reim.Amount Billable Receipt Reason =
@ 6/6/2017  General & Admin Staff Entertaining vl 150.00  Yes 150.00  No
25} 6/9/2017  General & Admin Printing ¥ 2500 Yes 2500 No

6/10/2017  General & Admin Staff Entertaining =] 631  Yes 6.31 No
6/10/2017 | General & Admin Staff Entertaining 333.00 Yes 333.00 No
Total Non-Reimbursable $0.00
Total Reimbursable $514.31 >
Edit Expense Receipt Image @Z
7 N\ e Stos Event fentels
262 Wain Street
Date |6/1012017 South Fartend, € 04106
20-167-5066
Department ‘ General & Admin b4 |
—— L___Sales lnvoice |
Category | Staff Entertaining b
1 E
Amount ‘ 6.31| | United States Dollars Y] ,Z:f"';ﬂg:»n
o Coshigr: 33
Vendor op Event Rentals
r |
Location |South Portland, ME |
Reason |staff party ‘
‘ 4
sub Total 15,98
: : Faine Tax 50,33
Reimbursable | | paid for this, please reimburse me. b Tota) $6.31
\Billable ] ) v‘:‘::’u: :::ll
Receipt Change
g

Step 5: To change or add a receipt image to the expense line, click Change to open My Certify Wallet.

Edit Expense Receipt Image “
Goe Stoe Event fRentals
= 282 M Strest
Date 6/10/2017 HE South ‘w!lﬂ;‘ nmum
i 20-161-4368
Department | General & Admin v
: 1 L___Sales lnvoice  J
Category Staff Entertaining bl |
==l = 1 fransactioa 8
Amount 6.31| | United States Dollars v o:::‘ ;:0:201-‘ :::“ 43145 1
‘ o o : Cashier: 3 Eegister §: 2
Vendor |One stop event rentals
X iten Desc fotion wagunt
Location South Portland, ME : sz
Reason |Staff party
P sresessszeia:
% latal 5.5
_ . faine T .33
Reimbursable | | paid for this, please reimburse me. v | Tatel .31
Billable ks b

-

Qe O ¢

Step 6: Click Select to open a receipt image from My Certify Wallet.
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Edit Expense My Certify Wallet N il &
Date Category  Description Amount
e oo B ... -
Department ‘GeneraI&Admin m I:'I q s :[ S
Category [VStaffEntertainizjrgr E ‘;‘ ﬂ 51017 Printing 25
Amount [ 6.31| | United States Dollars lL — —
Vendor |One stop event rentals m - - ) . i e
Wy By e/6 Staff Ente Fun and Games 20
Location |South Portland, ME
. l:ff m i 6/13/17 Meals Dinner with Client.pdf $248.40
eason |Staff party
m @ E] 6/1/17  Mileage Certify_Maplt.jpg $57.03
Reimbursable Llrpiald for this, please reimburse me. m &5 [ 6/10/17 staff Entert.- Catrina's Catering 6 9 $333.00
Billable EZS B o317 staffEntert Catrina's Catering 68 - $200.00
Receipt Select m U 5/29/17 Meals Bubble Maineia.jpg $4.78
“ T m D 6/6/17  Meals Brain storm lunch $17.98
m D 6/9/17  Meals Aurora Provisions.jpg $11.12

Step 7: When you have finished adding a receipt image and/or editing the expense line, click Save to

update the expense line with your changes.

Edit Expense My Certify Wallet Kl &
Date Category  Description Amount
Date ‘ 6/10/2017 EE| @ No Receipt
Department ‘GeneraI&Admin m I:'I ﬂ HTE NE S
Category EStaffEntertainiqrgr E ‘;‘ ﬂ —_— 52
Amount [ 6.31| | United States Dollars lI, —— O—
Vendor |One stop event rentals m & (e e ) . i o
Ly [E 9/6 Entert... Fun and Games 20
Location |South Portland, ME
) l;’ﬁ EX 1 B 1317 Meals Dinner with Client.pdf ~ $248.40
eason |Staff party
B & [ 61117 Mileage  Certify_Mapltjpg $57.03
Reimbursable lilpfidfirthiiplieaiseiregnbiurse me. =3 0 B 6/1017  staff Entert.- Catrina's Cate $333.00
Billable B8 B o317 staffentertCatrina's Catering 68 - $200.00
Receipt Select m 0 5/29/17 Meals Bubble Maineia.jpg $4.78
T m D 6/6/17  Meals Brain storm lunch $17.98
m D 6/9/17  Meals Aurora Provisions.jpg $11.12

Edit a Draft Expense Report with Certify Mobile

Certify allows you to create, edit, and submit an expense report right from the Certify Mobile app.
This article shows you how to edit and submit a draft expense report using Certify Mobile.

Step 1: On your Certify Mobile app homescreen, tap Draft Expense Reports.
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11:20 AM

Receipts to Sync o
Expenses to Sync o
Receipts in Certify 0
Expenses in Certify 0

Auto Expense Report

(Draft Expense Reports OJ

Inquiries o

Travel

Tools & Support

Step 2: On the next screen, tap the draft expense report Name you want to edit from the list of
expense reports provided.
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ull T-Mobile = 11:20 AM % 96% [5) #

certify®

1l
>

My Expense Reports
Drafts = Pending Approval = Pending Payment | Archived

Drafts

Actions Name Total

I X (Expenses -10/1/2018 - 10«’1/2) $116.96

$116.96

© Certify, Inc. Contact ‘ Terms | Privacy ‘ Blog | '.}

https://www.certify.com/MyExpenseReports.aspx?r...

Step 3: Tap the edit (pencil) icon under the Expense column and next to the expense line you want to
edit. This will open the Edit Expense box below the expense report. If needed, you can also access
the Other Actions menu by tapping the double arrows (>>) under the Expense column.
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ol T-Mobile & 11:20 AM $ 96% [0) 4

certify®

Il
>

Expense Report

Cleanup Wizard Print Report

L Report Name Expenses - 10/1/2018 - 10/1/2018

Dates 10/1/2018 - 10/1/2018
Submit for Approval
Expenses
Expense Date Details Amount Receipt

.

ERFS
Delete Expense Send to Wallet
Split Expense Copy Expense
Add Bank Fee Add Image

Add Expense

Date

Step 4: In the Edit Expense box, make edits to the expense data as needed. When you have finished
making edits, tap Save.
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ull T-Mobile & 11:21 AM 3 96% () 4

Category
Mileage
From

Portland, ME.

To
Boston, MA.

Miles

214.6 Maplt!

Round Trip

Reason

Trip to airport

Reimbursable
| paid for this, please reimburse me.

Billable

O

Receipt

Change

Step 5: Review the expense report. If there are no further edits to make, tap Submit for Approval.
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all T-Mobile = 11:21 AM ® 96% [0 #

certify®

1l
[}

Expense Report

Cleanup Wizard Print Report
D Report Name Expenses - 10/1/2018 - 10/1/2018

Dates 10/1/2018 - 10/1/2018
Submit for Approval
Expenses
Expense Date Details Amount Receipt

- 101118 B 116.96
A |
Lj 10/1/18 v 0.00

Total Non-Reimbursable $0.00
Total Personal $0.00

Total Reimbursable  $116.96

Add Expense

Date

Manually Adding Receipts to an Expense Report
Adding a new receipt to a new expense line:

Step 1: On your account homepage, select Drafts.
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certifv o Drafts | Kelly Employee ¥ | My Account Support Logout

AR e R ER R ) Home Travel Wallet Analytics
My Certify Wallet @ My Expense Reports What's New In Certify
f Read the Certify Updates Blog
10/27/16  DoubleTree Hotel $560.53 New Expense Report 2ad the Certity Updates Blog
10/27116  DoubleTree Hotel $485.38 pending Approval 0
10/27/16  DoubleTree Horel 268.80 Pending Payment o] SpendSmart™
Archived @ There are no recent ratings to
display.
7 MORE ITEMS =play
Ratings & Reviews
Add Receipts Schedule Expense Reports

D E T ReportExecutive™ is off,
—J

Meet your fully automated expense report

MOBILE EMAIL UPLOAD

MORE METHODS CONFIGURE RepaortExecutive™

Step 2: Under My Expense Reports, select the expense report Name that you want to open.

ce rtify o Kelly Employee ¥ | My Account Support Logout

travel & expense made easy Home Travel Wallet Analytics

My Expense Reports

Drafts Pending Approval Pending Payment Archived
Drafts
Actions Name End Date Reimbursable Non-Reim. Total
7 X (reportexecutive - 10/1/2016 - 10/15/2016... ) 10/15/2016 $410.73 $0.00 $410.73

Totals $410.73 50.00 $410.73

Step 3: Under My Certify Wallet, click Add for the receipt you want to add to your expense report.
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My Expense Report

[} Report Name ReportExecutive - 10/1/2016 - 10/15/2016

Dates 10/1/2016 - 10/15/2016
Expenses
Expense Date Department Category
[* 3] 10r1/2016  General & Admin Mileage
[y ) 10/2/2016  General & Admin Lodging
D m 10/3/2016 | General & Admin Coffee, Tea, Snacks
[ ] 100472016  General & Admin Meals - Large Group

Add Expense

Details

¥ 3

~ 0B

0B

[v] 3]
Total Non-Reimbursable
Total Personal
Total Reimbursable

Total Expenses

Amount
110.84
191.86

5.82
93.11
$0.00
$0.00

$410.73
$410.73

My Certify Wallet

<
2

Department | General & Admin
Category | M ‘
Reason

a

Reimbursable | | paid for this, please reimburse me.

Eillable (]

Receipt Change

Cancel

a

a

gGo00GaaAaa

A 428116
10/9/16
=]
=
=

==

10721416

10/22/16

10/23/16

10724116

10727116

10727116

10/27/16

Reim.  Billable
Yes No
Yes No
Yes Na
Yes No

Other Transportati.

Other Transportati..

Office Equipment

Other Transportati...

Postage
Office Equipment

Lodging

Print Report

Submit for Approval

Receipt Reason
]
&
B
]

Merge Items

Delta Air Lines
Parking Meter
The Home Depot
Standard Parking
Fedex

Staples
DoubleTree Hotel
DoubleTree Hotel

DoubleTree Hotel

Step 4: A new expense line will show on your expense report. Click Edit to enter details.

My Expense Report

D Report Name ReportExecutive - 10/1/2016 - 10/15/2016

Dates 10/1/2016 - 10/15/2016
Expenses
Expense Date Department Category
% 3] 101172016  General & Admin Mileage
4 3] 10132016 General & Admin Lodging
4 [B] 10r3/2016  General & Admin Coffee, Tea, Snacks
4 3] 10742016  General & Admin Meals - Large Group

General & Admin Unknown

h |
@II 10/4/2016

Details
~ B
¥ B
¥
v [
~

Total Non-Reimbursable
Total Personal
Total Reimbursable

Total Expenses

Step 5: Enter applicable details, and click Save.

Certify User Guide V.11.Q1 2020

Amount
119.84
191.96

5.82
a93.11
0.00
50.00
$0.00

$410.73
$410.73

Reim. | Billable
Yes No
Yes No
Yes No
Yes No
Yes No

Cleanup Wizard

&

c

$2.75
$34.40
$12.00
$16.60
$75.58
$485.38
$68.80

$6.35

Print Report

Submit for Approval

Receipt Reason

0 R
MMM
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Edit Expense Receipt Image Z
0
certify®
pEE—— E-Ticket Confirmation
Date | 10/4/2016 e e e o (W) A (145 9 59 e - L S
&, Trar Susmasy
Department | General & Admin v ‘ e o
s frades
. | Ao Contemeten b5, VNI (D)
Category Airfare v S
Passinars wane(s)
Amount 483203 United States Dollars v ‘ tiesaer
) ( A oo ke 0 i —

Carrier |Delta !
From |PWM ‘
To lLea \
Reason

4
Reimbursable | | paid for this, please reimburse me. v
Billable O
Receipt Change

Step 6: The new expense line, with its receipt, will now show on your expense report.

My Expense Report Cleanup Wizard Print Report
| Report N ReportExecutive - 10/1/2016 - 10/15/2016
L epo ame epartexecutive Submit for Approval
Dates 10/1/2016 - 10/15/2016
Expenses
Expense Date Department Category Details Amount Reim.  Billable Receipt Reason =
[ 3] 10/1/2016  General & Admin Mileage ] 119.84  ¥es No >
[ ] 10/3/2016  General & Admin Lodging > 191.96 ‘Yes No ]
[»1 3] 10/3/2016  General & Admin Coffee, Tea, Snacks > 582 Yes No 3]
[ ] 1o/42016  General & Admin Meals - Large Group B 9311 Yes No >
(D [3] 1o/4/2016  General & Admin Airfare B 48320 Yes No )
Total Non-Reimbursable $0.00
Total Personal $0.00
Total Reimbursable $893.93
Total Exoenses $893.93 -

Adding a new receipt to an existing expense line:

Step 1: On your account homepage, select Drafts.
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. Draft= | Meredith Employee ¥ | My Account Support Logout
certify® (MoreinErpie +|

et R ) Home  Travel Wallet Analytics

My Certify Wallet L3 My Expense Reports What's New In Certify

Yrafts Read the Certify Updates Bl
10427116 DoubleTree Hotel $560.53 New Expense Report FSnE e Hprates F0s

Pending Approval

10727116 DoubleTree Hotel 5485.38 o
10/27/16  DoubleTree Hotel $68.50 Pending Payment ° SpendSmart™
Archived m There are no recent ratings to
& MORE ITEMS display.
Ratings & Reviews
Add Receipts Schedule Expense Reports

ReportExecutive™ is off.

Meet your fully automated expense report.

MOBILE EMAIL UPLOAD

MORE METHODS COMFIGURE ReportExecutive™

Step 2: Under My Expense Reports, select the Name of the expense report you want to open.

ce rtify o ‘ Meredith Employes + | My Account Support Logout
el E T Home  Travel Wallet Analytics
My Expense Reports
Drafts Pending Approval Pending Payment Archived

Drafts

Actions Name End Date Reimbursable Non-Reim. Total

2 X C ReportExecutive - 10/1/2016 - 10/15/2016... ) 10/15/2016 5497.01 $0.00 $497.01

Totals 5497.01 50.00 $497.01

Step 3: Click on the editicon under the Expense column next to the expense line you want to attach
a receipt image to. This will open the Edit Expense box below the expense report.
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\J]‘y' E)(pense Report Link Receipts Print Report
L Report Name ReportExecutive - 10/1/2016 - 10/13/2016 B ]
Dates 10/1/2016 - 10/15/2016
Expenses
Expense Date Department Category Details Amount Reim.  Billable Receipt Reason -
(] 10/1/2016  General & Admin Mileage (] 119.84  Yes Mo
] 10/3/2016  General & Admin Lodging [ 19196 Yes Na
(] 10/3/2016  General & Admin Coffee, Tea, Snacks [ 582 VYes MNo E
[ 10/4/2016  General & Admin Meals - Large Group [} 93.11 Yes Mo E
@ 10/25/2016  General & Admin Parking |Z| 86.28 Yes Mo E
Total Nen-Reimbursable $0.00
Total Personal $0.00
Total Reimbursable $497.01
Total Expenses $497.01 -

Step 4: The expense details will appear under Edit Expense, and available receipts will open in My
Certify Wallet. Click Select for the receipt image you want to attach to the expense line.

Certify User Guide V.11.Q1 2020 161



Expense Report Review & Edits

My Expense Report

[} Report Name ReportExecutive - 10/1/2016 - 10/15/2016

Link Receipts

Print Report

Submit for Approval

Dates 10/1/2016 - 10/15/2016
Expenses
Expense Date Department Category Details Amount  Reim.  Billable Receipt Reason -
[ 10/1/2016  General & Admin Mileage ] 119.84  Yes Na
[ 10/3/2016  General & Admin Lodging ] 191.96  Yes No
[ 10/3/2016 | General & Admin Coffee, Tea, Snacks v 582 Yes No
I—_| 10/4/2016  General & Admin Meals - Large Group [v] 93.11 Yes Mo
= 10/25/2016  General & Admin Parking 86.28  Yes No 0
Total Non-Reimbursable $0.00
Total Personal $0.00
Total Reimbursable £4097.01
Total Expenses $497.01 -
Edit Expense My Certify Wallet L@
Date 10/25/2016 No Receipt
Department | General & Admin A | m 2 4/28/16  Orther Transportation  Delta Air Lines
Category | Parking v | 1, B 1o0mnn M M $1
Amount T, B 1omn Courtyard by Marrior  $191.9
Vendor |Park|’ng Garage | T, B 1o0mn tar
Location |Chicago | 1, B 10man o
Reason ‘O\rernight m A 10/21/16  Office Equipment The Homne Depot $34.40
4
m R 10/22/16  Other Transportation  Standard Parking $12.00
Reimbursable | | paid for this, please reimburse me. v |
Ea 10/23/16 Postage Fedex $16.60
Eillable |
Ex 10/24/16  Office Equipment Staples $75.58
Receipt Change
@ 1 10/25/16  Parking Parking.png 586.28 )
Save Cancel Exa 10/27/16  Lodging DoubleTree Hotel $560.53

Step 5: Confirm that you have selected the correct receipt image and edit any details as needed.
Click Change to select a different receipt image. Click Save when finished.
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Edit Expense

Date 10/25/2016

Receipt Ima

Department | General & Admin

Category | Parking v
Amount

Vendor |Parking Garage |
Location  [Chicago |
Reason

‘O\.re rnight

>

Reimbursable | | paid for this, please reimburse me.

Eillable

Receipt Change

o

ge @

F Downtown Parking LLC
177 N Wells Street
Chicago, IL

10-25-2016

AUTOMOBILE

THIS TICKET ALSO SERVES AS ¥ OUR RECEWFT
Bate Prcs TRIB Add 010

TOTAL: 86.28

TRANS OFF10  TICHETS 80438
WA 10-26-2018

TR

Q Q HC:

Manually Adding Expenses to an Expense Report

There are several ways to build an expense report in Certify. This article shows you how to manually
add expenses from your Certify Wallet to a draft expense report.

Step 1: On your account homepage, under My Certify Wallet, select More Items.

certify®

travel & expense made easy

My Certify Wallet o
1042716 DoubleTree Hotel £485.38
10727116 DoubleTree Hotel $68.80
10727116 DoubleTree Hotel $6.35
Add Receipts
U = I
MOBILE EMAIL UPLOAD
MORE METHODS

My Certify Wallet | Kelly Employee

My Expense Reports
New Expense Report Drafts
Pending Approval

Pending Payment

Archived

Schedule Expense Reports

ReportExecutive™ is off.

CONFIGURE ReportExecutive™

v | My Account Suppart Logout

Home Travel Wallet Analytics

What's New In Certify

Read the Certify Updates Blog

SpendSmart™

Qooo

There are no recent ratings to
display.
Ratings & Reviews

Meet your fully auromated expense report.

Step 2: Turn the Merge view Off. Click the checkbox next to each expense you want to add. Click Add

to an Expense Report.
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My Certify Wallet D NG

Receipts
J Source Receipt Date Category Vendor Details Amount
(] M 10/21/2016  ~ Office Equipment The Home Depot Whiteboard and dry erase markers for ... $34.40
J N 10/22/2016  ~ Other Transportation Standard Parking Parking at airport $12.00
(] M 10/23/2016 v Postage Fedex Overnight delivery $16.60
J & 10/24/2016 v Office Equipment Staples Laptop webcam for conferencing $75.58
4 TEMS
Expenses
(] Source Receipt Date Category Vendor Details Amount
|v] = 10/9/2016 ~ Other Transportation Parking Meter Street parking for client meeting $2.75
v = 10/21/2016 v Office Supplies The Home Depot The Home Depot $34.40
|« = 10/22/2016  ~ Other Transportation Standard Parking Standard Parking $12.00
L] = 10/23/2016 ~ FedEx FedEx $16.60
|« = 10/24/2016  ~ Office Equipment Staples Staples $75.58
v = 10/27/2016  ~ Lodging DoubleTree Hotel DoubleTree Hotel $485.38
L4l = 10/27/2016 v DoubleTree Hotel DoubleTree Hotel $68.80
@ = 10/27/2016  « DoubleTree Hotel DoubleTree Hotel $6.35
8 ITEMS
| Add to Expense Report ) Add to Invoice Report Send Items Delete

Step 3: On the next page, select from the options provided. Click Next.

Imported Expenses

What would you like to do?
(@) Add these expenses to a new expense report

Add these expenses to an existing expense report

Step 4: If creating a new expense report, enter the Expense Report Name and a Date range, or select
an existing draft expense report. Click Next.
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Imported Expenses

Enter expense report information

Expense Report Name October 2016

Billable to Client J

Start Date 10/8/2016

End Date 10/27/2016  Hi
Description
7
Back Next

Step 5: After the expenses have been added to the expense report, you may need to use the Link
Receipts Wizard or Cleanup Wizard before submitting for approval.

My EX[)EHS‘E Report Link Receipts Cleanup Wizard Print Report
[4] Report Name October 2016
Dates 10/9/2016 - 10/27/2016
Expenses
Expense Date Department Category Details Amount Reim.  Billable Receipt Reason =
[ 10/9/2016  General & Admin Other Transportation v ] 275 Yes No M ]
24 10/21/2016  General & Admin Office Supplies [~ ] 3440 No No M
(] 10/22/2016 | General & Admin Other Transpartation ] 1200 No No M
[ 10/23/2016 General & Admin Miscellaneous ] 16.60  No No M
[ 10/24/2016  General & Admin Office Equipment ~ B3 7558 No No M
- h 10/27/2016  General & Admin Lodging ¥ 48538 Mo No 0
RS h 10/27/2016  General & Admin Lodging ~ > 635 Mo No M
€ N or272015 General & Admin Lodging ~ B 58.80  No No ]
Total Non-Reimbursable $699.11
Total Personal $0.00

Billable and Reimbursable Status
When adding an expense to your expense report, you are given the option to classify each expense as
Billable or Non-Billable, and Reimbursable or Non-Reimbursable.

This article will show you, a Certify Admin, definitions of billable and reimbursable statuses as well
as how to default billable and reimbursable statuses.

Please Note: If you do not see these options available, please contact your Customer Success
Manager to enable them.
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Billable - An expense should be classified as billable if it needs to be paid by a third party, such as
an outside client or vendor
Non-Billable - If the expense does not involve a third party or outside vendor, the expense should
not be classified as billable

Edit Expense

Date 10/3/2016 i
Department | General & Admin M
Category Coffes, Tea, Snacks v
Amount 5.82 | United States Dollars v
Vendor Starbucks
Location Portland, ME
Attendees me
Reason Needed coffee

4
Reimbursable | | paid for this, please reimburse me. v

Billable [

Receipt Change

Reimbursable - An expense should be classified as reimbursable if it is something a user paid out
of pocket and needs to be reimbursed by the company; any expenses charged to a personal
credit card should be classified as reimbursable

Non-Reimbursable - An expense is classified as non-reimbursable if the user does not expect to
be reimbursed; anything charged on a company credit card should be classified as non-
reimbursable

Certify User Guide V.11.Q1 2020 166



Expense Report Review & Edits

Edit Expense

Date 10/3/2016
Department | General & Admin M |
Category | Coffee, Tea, Snacks v |
Amount | 5,32| | United States Dollars Y |
Vendor |Starbuck5 |
Location |Port|and, ME |
Attendees |me |
Reason Needed coffee

4
Reimbursable T

| paid for this, please reimburse me.
The company paid, do not reimburse me.

Billable

Receipt Change

To default Billable and Reimbursable statuses:

Step 1: On your Certify homepage, click Configuration.
certify o @ Becca Accountant ¥ My Account Support Logout

AR BEES) Home  Travel Purchasing ~ Wallet  Analytics

My Certify Wallet o] My Expense Reports Processing Requests [1]

. New Expense Report Drafts
Your wallet is empty

Pending Approval Reimbursements (6]

Add receipts or expenses to your Wallet.
o P ’ Pending Payment

Archived

o000

What's New In Certify
0 TEMS
Read the Certify Updates Blog
Browse the Release Notes

Step 2: Click View and Edit Departments.
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System Configuration

Use the tools on this page to manage your company’'s Certify Corporate account.

Company Policy User Accounts and Billing
Travel and Expense Policy User Accounts
View and Edit Policy View and Edit Users
Certify ReportExecutive™ Create New Users
Send Email to Users
Expense Categories Security Settings
view and Edit Expense Categories Bulk Credit Card Import
General Ledger Dimensions
AutoSuggest™ Management Service Plan and Billing
Service Plan and Pricing
General Pay Certify Bill

€ View and Edit Departments)
Personal Automobile Use

Step 3: Search the Department you’d like to edit by entering a Department Name or Department
Code. Alternatively, you can click Submit to see a list of all Departments.

View and Edit Departments

Search for Departments

Enter search criteria to view specific departments. Leave all fields blank to view
all departments.

Department Name

Department Code

Reset

Step 4: Choose which Department you’d like to edit by clicking the pencil icon.
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View and Edit Departments

Use Strict Hide Hide Hide
Department Name Department Code o . i
Filtering Department Billable Reimbursable
D % Administration 01 No No Mo No
D > Customer Service 03 No No Mo No
@ Marketing 02 No No No No
[#) » Researchand Development 04 No No No No

Modify Search Return

Step 5: From here, you can choose to Hide Billable or Hide Reimbursable department-wide.

e SelectYes if all expenses from this department should always be automatically marked
Billable or Reimbursable.

e Select Noif all expenses from this department should not be automatically marked Billable or
Reimbursable.

Edit Department

CurrentStep: |1 - 2 - 3

This wizard will help you edit an existing department while preserving the integrity of any data that may be connected with it.

Make changes to the department in the form below, and then click Next.

Department Details

Department Name |Market'|ng

Department Code |02

Obtain Second Level Approval [
Use Strict Filtering [

Hide Department [

Hide Billable [] Default when hidden: >

Hide Reimbursable [ ] Default when hidden:

Initial Page | Home '|

Next

Step 6: Additionally, you can default your Billable status by Expense Category. Going back to the
Configuration page, click View and Edit Expense Categories.
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System Configuration

Use the tools on this page to manage your company’s Certify Corporate account.

Company Policy User Accounts and Billing
Travel and Expense Policy User Accounts

View and Edit Policy View and Edit Users

Certify ReportExecutive™ Create New Users

Send Email to Users
Security Settings
Bulk Credit Card Import

Expen:
View and Edit Expense Categories

General Ledger Dimensions
AutoSuggest™ Management Service Plan and Billing
service Plan and Pricing
General Pay Certify Bill
View and Edit Departments
Personal Automabile Use

Step T: Enter your search criteria, or click Submit to see a full list of expense categories.

View and Edit Expense Categories

Search for Expense Categories

Enter search criteria to view specific expense categories. Leave all fields blank to
view all expensze categories.

Category Name

GL Code

Expense Type

Department

Reset

Step 8: Click the pencil icon to edit an expense category.
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View and Edit Expense Categories

Name GL Code Expense Type Maximum Amount Department Filter Hide Billable
[#) ¥ Airfare 01 Travel Mo
D » Coffee and Snacks 123 Cash Expense $0.00 Mo
[#) ¥ Hourly Labor 02 Hourly Rate $50.00 MNo
[} X Large Group Meals 675 Meals $50.00 Mo
[#) ¥ \Lodging 03 Lodging $0.00 Mo
@( Meals 04 Meals $45.00 No
() X Mileage 05 Mileage No
[#) ¥ Mileage with Commute 564 Mileage $0.00 No
D »  Mileage without Commute 345 Mileage $0.00 Mo
[#) X oOffice Equipment 388 Cash Expense $0.00 MNo
() X Parking 22 Cash Expense $0.00 Mo
[#) ¥ Personal Expense 457 Cash Expense $0.00 MNo
D » Postage 208 Cash Expense $0.00 No
() X Rental Car 07 Rentals No
[#) X Tollis o087 Cash Expense $0.00 No

Modify Search Return

Step 9: From here, you can choose to Hide Billable for this expense category.

e SelectYes if all expenses in this expense category should always be automatically marked
Billable.

e Select Noif all expenses in this expense category should not be automatically marked
Billable.
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Edit Expense Category

CurrentStep: |1 - 2 - 3

This wizard will help you edit an existing expense category while preserving the integrity of any data that may be connected with it.

Make changes to the expense category in the form below, and then click Next.

Expense Category Details

MName |Mileage
GL Code LE |

Personal Expenses (]
Require Reason (]

Deduct Commute [

Maximum Amount | lusD v
Receipt Threshold | Inherit From Policy v |
Receipt Threshold Amount

Department Filter | v |

@e Billable [ ] Defaultwhen hidden: )

Next

Other Actions Menu

The Other Actions menu provides several actions that allow you make changes to expensesin an
expense report. This article describes the actions available in the Other Actions menu.

My Expense Report Print Report
| R rt N R rtE tive - 10/1/2016 - 10/15/2016 =
[) Report Name eportExecutive Submit for Approval
Dates 10/1/2016 - 10/15/2016
Expenses
Expense Date Department Category Details Amount  Reim.  Billable Receipt Reason =
[ ] 10/1/2016  General & Admin Mileage [E2REY] 110.84  Yes No ]
D@ Lodging =R 191.96  Yes No 2]
. Other Actions x -
[ER Coffee, Tea, Snacks [ ) 5.82  Yes No >
. Delete Expens: send to Wallet —
(R e bipeEnse - ena o e Meals - Large Group B 9311  Yes No >
Split Expense Copy Expense
Total Non-Reimbursable $0.00
Add Bank Fee
Total Personal 50,00
Total Reimbursable $410.73
Total Expenses $410.73 e
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e Delete Expense - Remove an expense line from your expense report; if a receiptimage is
attached, it will be returned to your Certify Wallet, however, the expense will be permanently

deleted
Please Note: This option may be disabled for imported credit card expenses.

e Send to Wallet - Remove an expense line from the expense report; both the expense and the
receipt will return to your Certify Wallet

o Split Expense - Split out a specific expense into different categories or departments

e Copy - Create a duplicate expense line from another expense line in the expense report

e Add Bank Fee - Select an interbank fee percentage to add to the expense line; this can be used
when you are charged for a credit card currency conversion fee for a business expense

Splitting an Expense
Some expenses may need to be split into two or more categories, departments, or projects. For

example, a lodging fee may also include meals or parking expenses. This article shows you how to
use the Split Expense function in Certify.

Step 1: On your account homepage, select Drafts.

ce rtifv o Drafts | Kelly Employee v | My Account Suppoart Logout
T L 2CE Home  Travel Wallet  Analytics
My Certify Wallet My Expense Reports What's New In Certify
ead the Certify Updates Blog
111116 Office Equipment New Expense Report Read the Certify Updates Blog
10/27/16  DoubleTree Hotel $560.53 Pending Appraval
10/27/16  DoubleTree Horel $485.38 Pending Payment SpendSmart™
Archived There are no recent ratings to
display.
7 MORE ITEMS isplay.
Ratings & Reviews
Add Receipts = Schedule Expense Reports

D E T ReportExecutive™ is off.
—J Meet your fully auromated expense report
MOBILE EMAIL UPLOAD

MORE METHODS CONFIGURE RepartExecutive™

Step 2: Select the Name of the expense report you want to open.
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certify®

travel & expense made easy

My Expense Reports

Drafts Pending Approval Pending Payment Archived
Drafts
Actions Name

[EAY Gﬂ:ortExe:u(we -10/1/2016 - 10/ 5.'2-3‘\5)

Totals

‘ Kelly Employee v | My Account Support Logout

Home Travel Wallet Analytics
End Date Reimbursable Non-Reim. Total
10/15/2016 $410.72 $0.00 $410.72
$410.73 $0.00 $410.73

Step 3: Click the arrow (>) next to the expense you would like to split. This will open the Other
Actions menu. In the Other Actions menu, select Split Expense.

My Expense Report

D Report Name ReportExecutive - 10/1/2016 - 10/15/2016

Dates 10/1/2016 - 10/15/2016
Expenses
Expense Date Department Category
[*) 3] 10/1/2016  General & Admin Mileage
L@ Ledging
Other Actions X

(BB Coffee, Tea, Snacks

8

Meals - Large Group

Print Report

Submit for Approval

Details Amount Reim.  Billable Receipt Reason =
= 11084 Yes No
= 191.96  Ves Na
= 582 Yes No
= 9311 Yes No
Total Non-Reimbursable $0.00
Total Personal $0.00
Total Reimbursable $410.73
Total Expenses $410.73 h

Step 4: On the next page, enter the Amount you would like to split. You have the option to split the
expense by dollar amount or by percentage. The split amount will be subtracted from the full,
original expense amount. You can also make edits to the other expense fields as needed.
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Itemized Expense Receipt Image @
Date 9/3/2018

Department | General & Admin x

Category | Lodging v

Amount 0.00‘ ‘ United States Dollar: ¥ | or 0.00|%

Hotel |Courtyard by Marriott

Location | TAMPA Westshore Airport

Check-in  [o/1/2018

Check-out 9/3/2018

Reason Hotel stay - Courtyard

Reimbursable | | paid for this, please reimburse me. X

Billable

aQ a H ¢

Receipt | Hotel stay - Courtyard v|

Relationship | Link expenses v

The receipt image attached to the original expense will also be attached to all of the split expenses. If
you would like a different receipt image to be attached to a split expense, click the green checkmark
under the Receipt column. A dropdown menu will open where you can select a different receipt
image to attach to the split expense. Click Split Again to continue splitting the current expense.
When you have completed splitting the expense, click Save.

Step 5: On the next page, you will see that the original expense and the split expense(s) will be linked
together by a dotted line under the Expense column in the expense report.

My Expense Report Print Report
L Report Name ReportExecutive - 10/1/2016 - 10/15/2016 L ——
Dates 10/1/2016 - 10/15/2016
Expenses
Expense Date Department Category Details Amount Reim.  Billable Receipt Reason =
[ 3] 10/1/2016  General & Admin Mileage > 119.84  Yes No ]
-4 [3) 10/2/2016  General & Admin Lodging > 180.46  Yes No B
[ [3) 10/2/2016  General & Admin Coffee, Tea, Snacks > 250 Yes No B
[ 3] 10/2/2016  General & Admin Coffee, Tea, Snacks > 582  Yes No B
[ 3] 1042016  General & Admin Meals - Large Group > 9341 Yes No B
Total Non-Reimbursable $0.00
Total Personal $0.00
Total Reimbursable $410.73
Total Expenses $410.73 e

Copying an Expense

For recurring expenses, you may use the Copy Expense button in the Other Actions menu to create
repeated expense lines. You may have repeated tolls or similar office expenses to enter on one
report. This article will show you how to copy an existing expense line for repeated use.
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Step 1: On your account homepage, select Drafts.

certify 0 Drafts ‘ Ellie Employee v ‘ My Account Support Logout
travel & expaie mAde sasy Home  Travel  Wallet  Analytics

My Certify Wallet @ My Expense Reports NPI Expense Analysis

NP| Expense Data

B — pense pata

3218 Receiptl.pdf pending Approval @B

3/1/18  Certify_Mapitjpg Pending Payment €D What's New In Certify

L2 Read the Certify Updates Blog
15 MORE ITEMS SpendSmart™

# Scales, Portland, Me
Great place to take out of town

guests.

Add Receipts = Scheduled Expense Reports
Sq *Pho Company, Por...

Central location. Good soup!
ReportExecutive™ is on.
Next Build Day:
Sunday, March 4, 2018

¥ TESCO Superstore, Ken...

Huge Tesco, so massive variety of
stwff that some of the other Tesco's
don't have, including gluten-free and

n ch
MORE METHODS vegan choices

Ratings & Reviews

Step 2: Select the name of the expense report you want to open.

certify Q Ellie Employee ¥ | My Account Support Logout
travel Seenpense mace eety Home  Travel Wallet  Analytics
My Expense Reports
Drafts Pending Approval Pending Payment Archived

Drafts

Actions Name End Date Reimbursable Non-Reim. Total

D/' >4 2/172017 $150.00 $0.00 $150.00

D/' ¢ 2/27/2018 $499.53 $0.00 $499.53

Totals $649.53 $0.00 $649.53

Step 3: On the expense line that needs to be copied, open the Other Actions menu and select Copy
Expense.
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certify o Drafts My Account Support Logout

B Home  Travel  Wallet  Analytics

Expense Report Link Receipts Print Report

[} Report Name Expenses-2/5/2018 - 2/27/2018
Dates 2/5/2018 - 2/27/2018

[+ Allocations

Expenses
Expense Date Department Category Details Amount Reim. Reim.Amount Billable Receipt Reason
[#) 3] 2/3/2018  General & Admin Meals [>] 6.96  Yes 696  No [>]
[@ Office Costs ] 30.00  Yes 3000 No
i Other Actions x
= Postage B 50.00  Yes 5000 Mo
. Delete Expense Send to Wallet
(BB Cell Phone ] 320.53 Yes 320.53 Mo >
Split Expense
Add Bank Fee Total Non-Reimbursable $0.00
Total Reimbursable $407.49 -
Add Image
Add Expense My Certify Wallet Merge Items NG
Date Category Description Amount

javascriptvoid(0)

Step 4. The expense will be duplicated in the expense report highlighted in blue, and ready for edits
in the Edit Expense box.

Expense Date Department Category Details Amount Reim. Reim.Amount Billable Receipt Reason
[ 3] 2r5/2018  General & Admin Meals *] 696  Yes 696  No B
[/ [>] 2/9/2018  General & Admin Office Costs (1] [>] 30,00  VYes 30.00  No
] 292018  General & Admin Office Costs B8] 3000 Yes 30.00 No )
—
[ 6] 2m14/2018  General & Admin Postage =] 50,00 Yes 50.00 No
[ 3] 2r27/2018  General & Admin Cell Phane > 32053 VYes 32053 No =]
Total Non-Reimbursable $0.00
Total Reimbursable 5437.49 -
Edit Expense My Certify Wallet G
Date Category Description Amount
Date 2/9/2018 m
Mo Receipt
Department | General & Admin v | - -
Bl ) [ 21418 eo
Category Office Costs M
| B2 B w7 printing Staples.pdf $150.00

Amount | 30.00| | United states Dollars v
Vendor |A”ﬂazon ‘
B o1 [ 2ons offcecos e

Location |\nternet ‘
Reason ‘

]
Reimbursable | | paid for this, please reimburse me. v ‘
Billable (]
Recsipt Select

“ Copy Again Cancel

Step 5: Make any edits and click either Save or Copy Again for more repeated expense lines.
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Expense Date Department Category Details Amount Reim. Reim. Amount Billable Receipt Reason
™ 2/5/2018  General & Admin Nisals ¥ 696  Yes 696  No
[ 2/9/2018  General & Admin Office Costs ¥ 30,00 Yes 3000 Ne
™ 2/9/2018  General & Admin Office Costs ™ 4500 Yes 4500 Ne
[ [3) 292018  General & Admin Office Costs ME 45.00  Yes 4500 No
™ 2/14/2018  General & Admin Postage [ 50.00  Yes 50.00  Ne
[ 2/27/2018  General & Admin Cell Phone =] 32053 Yes 32053 Ne
Total Non-Reimbursable $0.00
Total Reimbursable $497.49 e
Edit Expense My Certify Wallet NG
Date Category Description Amount
Date 2/9/2018 i )
m No Receipt
Department ‘Genera\&édwn v m D Iﬂ e S
Category ‘ Office Costs v |
B2 1 2117 rinting Staples.pdf $150.00
Amount | 45.00| | United States Dollars v .
IE=) 1 [ 2918 OfficeCosts  Amazon $45.00
Vendor ‘Aﬂnazon | .
=) 1 [ 227118 CellPhone  AT&T.pdf $320.53
Location ‘Internet |
E = El 2/9/18 Office Costs  Amazon $30.00
Reason

N

-

Reimbursable ‘ I paid for this, please reimburse me.

Billzble O

Receipt select

(“ Copy Again) Cancel

Adding Multiple Images to an Expense Line

Add Image will allow additional receipt images from the Certify Wallet to be added to an expense or
invoice line via the Other Actions menu.

This article will show you how to add an additional receipt or piece of documentation to an existing
expense or invoice line.

Step 1: On your account homepage, click Drafts.
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Drafts ‘Meredi(h Employee ¥ | My Account Support Logout

certify® ——

iravel & expense made easy Home Travel Wallet Analytics
My Certify Wallet @ My Expense Reports
What's New In Certify
327117  DoubleTree Hotel $560.53 New Expense Report Read the Certify Updates Blog
3/27/17  DoubleTree Hotel $485.38 =ncing £ pprovd
3/27/17  DoubleTree Hotel $68.80
SpendSmart™
RE ITEMS There are no recent ratings to
display.
Ratings & Reviews
Add Receipts Schedule Expense Reports

Py . ReportExecutive™ is off.
N =Y T ) [T
J = Meet your fully automated expense report.

MOBILE EMAIL UPLOAD €\

Step 2: Select the Name of the expense report you want to open.

My Expense Reports

Drafts Pending Approval Pending Payment Archived
Drafts
Actions Name End Date Reimbursable Non-Reim. Total
4 X ( ReportExecutive - 3/1/2017 - 3/15/2017 ’ 3/15/2017 $404.91 $0.00 $404.91

Totals $404.91 $0.00 $404.91

Step 3: On an existing expense line, click the arrow (>) to open the Other Actions menu. Click Add
Image.

Please Note: Add Image is available only if one receipt is already attached.

My Expense Report Print Report
rtl tive - 3/1/2 =3/ 1
[} Report Name ReportExecutive - 3/1/2017 - 3/15/2017 Submit for Approval
Dates 3/1/2017 - 3/15/2017
Expenses ?
Expense Date Department Category Details Amount Reim. Billable Receipt Reason
(4] 3/1/2017  General & Admin Mileage ] 119.84  Yes No B
[ ] 3/3/2017  General & Admin Lodging 5] 19196 Yes No B
r_@ Mesls - Large Group 4] 9341 Yes No B
Other Actions *
Total Non-Reimbursable $0.00
Total Personal $0.00
Total Reimbursable $404.91
Total Expenses $404.91

Step 4: Redirecting to your Certify Wallet, select the item to add onto the expense line. Click Use This
Image.
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My Certify Wallet & C

Select Source Receipt Date Category/Details Vendor Description Amount
& B 4/28/2016 v Airfare Delta Air Lines CertifyTravel_receiptipg
b 0 3/3/2017 v Coffee, Tea, Snacks Starbucks Coffee $5.82
un 3/21/2017 v Office Equipment The Home Depot Whiteboard and dry erase markers for conference... $34.40
l;, 372212017 v Other Transportation Standard Parking Parking at airport $12.00
L 3/23/2017 v Postage Fedex Overnight delivery $16.60
& 3/24/2017  ~ Office Equipment Staples Laptop webcam for conferencing $75.58
& 3/27/12017 v Lodging DoubleTree Hotel Hotel stay - DoubleTree $560.53

4128/2017 v extra documentation.png ’

s
‘ Use This Image ' Cancel

Step 5: The new image will be available on a new zero-amount expense line, attached to the first. The
details from the original expense line will also carry over to the second.

8ITEMS

My Expense Report ‘ The image has been added. X ‘ Print Report
o tive - 3 -3/15/201
[} Report Name ReportExecutive - 3/1/2017 - 3/15/2017
Dates 3/1/2017 - 3/15/2017
Expenses i
Expense Date Department Category Details Amount Reim. Billable Receipt Reason
(] 3/1/2017  General & Admin Mileage ~ 3] 119.84  Yes No B
3] (373 eneral min odgin v 2 ) es o = >
] 337017 G | & Ad Lodging v 3] 191.96 Y N B
> /. eneral & Admin Meals - Large Group Z\ > 1 es o E >
3] 342017 G | & Adi M Large Gt ¥ 3] 93.11 Yo N 2]
3] 34 eneral & Admin Meals - Large Grou ™G . es o >
37412017 G & Adi M Large Group v] 0.00 Y N
Total Non-Reimbursable $0.00
Total Personal $0.00
Total Reimbursable $404.91
Total Expenses $404.91

Mileage Expenses

Certify allows you to enter mileage for a personal vehicle driven for company business. The IRS sets
annual allowable rates for standard business mileage as well as moving expenses and charitable
work. Your company may also set additional custom rates and date ranges for other types of mileage
reimbursements. This article shows you how to create a one-way or segmented mileage expense
using the Add Expense function within an existing draft expense report.

One-Way and Round Trips

Step 1: On your account homepage, under My Expense Reports, select Drafts.
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. Drafts | Kelly Employee v | My Account Support Logout
certify® [etympors 1|

T D I BEER) Home Travel Wallet Analytics
My Certify Wallet 2 My Expense Reports What's New In Certify
11711716 Other Transportation s41.08 i e e RE T Read the Certify Updates Blog
4/28/16  Dela Air Lines Pending Appraval o

Pending Payment (0] Spendsmart™

S Es Archived @ 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 repart
MOBILE EMAIL UPLOAD
MORE METHODS COMFIGURE ReportExecutive™

Step 2: Under My Expense Reports, click the Name of the expense report you want to open.

My Expense Reports

Drafts Pending Approval Pending Payment Archived
Drafts
Actions Name End Date Reimbursable Non-Reim. Total
L,)' x ReportExecutive - 10/1/2016 - 10/15/2016... 10/15/2016 $413.48 $0.00 $413.48
L,)' b4 October 2016 10/31/2016 $25.00 $699.11 $724.11

Totals $438.48 $699.11 $1,137.59

Step 3: In the Add Expense box below the expense report, enter the expense information and select
the appropriate mileage expense Category.
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My Expense Report Print Report
[} Report Name October 2016 S AT
Dates 10/1/2016 - 10/31/2016
Expenses T
Expense Date Department Category Details Amount Reim. Billable Receipt Reason
[ 3] 10/11/2016 General & Admin Other Transpartation ¥ 2500 Yes Mo
[ 3] 10/21/2016 General & Admin Office Supplies ~ > 3440 Mo Mo
[ 3] 10/24/2016 General & Admin Office Equipment ¥ 75.58 Mo Mo
[ B] 10/27/2016 General & Admin Lodging ~ B3 560.53 Mo Mo
Total Non-Reimbursable $670.51
Total Personal 50,00
Total Reimbursable $25.00
Total Expenses $695.51
Add Expense My Certify Wallet 1 &)
1 4/28/16
=
_ Bl = o2 $12.00
Department | General & Admin M ‘
Add
category | 7] 23 - 10/22/16
Reason ‘ B = 10/23/16 $16.60
= 23 - 10/23/16
Reimbursable | | paid for this, please reimburse me. M |
Billable (]
Receipt Change

Step 4: When a mileage expense Category is selected, additional information is required. Enter the
departure location in the From field, and the destination location in the To field. Select Map It! to
have the mileage automatically calculated for you. Additionally, MapQuest will create a mileage map
to use as a receipt when Map It! is selected. Click the checkbox for Round Trip to calculate a two-way
distance. When all mileage information has been entered, click Save.

Please Note: Your company may have configured your mileage categories to subtract your
commuter distance from the Map It! mileage. Your commuter distance can be entered on the My
Account page. See also Creating a Mileage Expense with Commute Distance.
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Add Expense

Receipt Image 4

[ s One-Way Distance: 105.5 mi
Date |10r202016 | 7 d e
A /% NEW t F
Department | General & Admin v Lébanen {4} & HAMPSHIRE
‘ by [ :
Category | Mileage v o1 ] y 3 canford
Clavemont =
From Portland, ME 9 \ =t
‘ CONCORD {202)
To ‘(BOS) Logan International / )
. i Mar\c!ies‘lev
Miles 211.0| Mapit! 1ok 0 ey
o @ ] eeew Nashua .
Round Trip  [¢& ) i
- Lowell’
Reason Trip to airport for west coast conference. f Ak SR
4 S
i Marborodgh’ - BOSTON
Reimbursable | | paid for this, please reimburse me. v MASSACHUSETES Ouincy
[Ameseves) ©2016 MapQuest © TomTom © Mapbox

Billable

Receipt Change

Cancel

Step 5: The reimbursable amount will be automatically calculated based on your company's
personal automobile use policy. To view the rate applied to your mileage expense, click the arrow (>)
in the Details column for the mileage expense line.

My Expense Report

[} Report Name October 2016

Dates 10/1/2016 - 10/31/2016

Expenses

Expense Date Department

[ 10/11/2016 | General & Admin
[ 10/21/2016 General & Admin
[, @) 10/24/2016 General & Admin
[ 10/27/2016 | General & Admin
] 10/30/2016 | General & Admin
Segmented Trip

Category

Other Transportation
Office Supplies
Office Equipment
Ledging

Mileage

Print Repol
Submit for Approval
T
Details Amount  Reim.  Billable Receipt Reason
[+] 2500 Yes No
= 3440 No No B
] 7558 No No B
2] 56053 No No B
A=) y B

Details
Total Non-Reimbursabl

Total Person:  From Portland, ME 1o (BOS) Logan
International (Round Trip)

211 Miles @ 0.54 USD

Total Reimbursabl

Total Expense

Step 1: In the Add Expense box below the expense report, enter the expense information and select
the appropriate mileage expense Category.
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My Expense Report Print Report
[} Report Name October 2016 S AT
Dates 10/1/2016 - 10/31/2016
Expenses T
Expense Date Department Category Details Amount Reim. Billable Receipt Reason
[ 3] 10/11/2016 General & Admin Other Transpartation ¥ 2500 Yes Mo
[ 3] 10/21/2016 General & Admin Office Supplies ~ > 3440 Mo Mo
[ 3] 10/24/2016 General & Admin Office Equipment ¥ 75.58 Mo Mo
[ B] 10/27/2016 General & Admin Lodging ~ B3 560.53 Mo Mo
Total Non-Reimbursable $670.51
Total Personal 50,00
Total Reimbursable $25.00
Total Expenses $695.51
Add Expense My Certify Wallet 1 &)
1 4/28/16
=
_ Bl = o2 $12.00
Department | General & Admin M ‘
Add
category | 7] 23 - 10/22/16
Reason ‘ B = 10/23/16 $16.60
= 23 - 10/23/16
Reimbursable | | paid for this, please reimburse me. M |
Billable (]
Receipt Change

Step 2: When a mileage expense Category is selected, additional information is required. Enter the
departure location in the From field, and the destination location in the To field. Select Map it! to
have the mileage automatically calculated for you. Enter all remaining information in the fields
provided, deselect Round Trip, and select Add Segment for a multi-stop trip.

Please Note: Your company may have configured your mileage categories to subtract your commuter
distance from the Map It! mileage. Your commuter distance can be entered on the My Account page
Commute Distance.
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Edit Expense Receipt Image &
‘ = One-Way Distance: 105.5 mi e’
Date 10/30/2016  EiEi| 7 g Wodhom
: B e NEW &
Department | General & Admin v Gebanan (4 ) & HAMPSHIRE od
r g _ Laconia, i
Category | Mileage v| Lo1J y 1 sanford
Clivemont -y
From Portland, ME . Rechelye
: CONCORD (202)
To (BOS) Logan International \
) Manchetor
Miles ‘ 105.5 Maplt! i /oy
_________ Nashua
Round Trip | C’?’;) ..................
oo Lowell
. v | 3
Reason Trip to airport for west coast conference. N o D ;
P { e,
- vocin - BOSTON
Reimbursable | | paid for this, please reimburse me. v MASSACHUSETTS U ouncy
- e T :_:E / ©2016 MapQuest © TomTom & Mapbox
Billable
Receipt Change ) -

Step 3: The first segment of the trip will be added to the expense report and the expense information
for the next segment of your trip will be partially completed in the Add Expense box. Enter the
destination in the To field, select Map It!, and edit other details as needed. Select Add Segment to
add another segment to your trip or click Save to complete the trip.
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My Expense Report Print Report
L Report Name October 2016 A
Dates 10/1/2016 - 10/31/2016
Expenses T
Expense Date Department Category Details Amount  Reim. | Billable Receipt Reason
[ 10/11/2016  General & Admin Other Transportation ¥ 2500 Yes Na
[ 10/21/2016  General & Admin Office Supplies ¥ 3440 Nao Na
[ 10/24/2016  General & Admin Office Equipment ¥ 7558 No Na
[ 10/27/2016  General & Admin Lodging ¥ 560.53  No Na
[ 10/30/2016  General & Admin Mileage IZl@ "
Details

Total Non-Reimbursabl

From Portland, ME to (B05) Logan
Total Reimbursabl  |reermational (One Way)

Total Person:

Total Expense 1055 Miles @ 0.54 USD

Add Expense My Certify Wallet Merge ltems a2 &
Date 1030016 EE m N 4/28/16  Other Transportat Delta Air Lines
Department | General & Admin v | m 10/22/16  Other Transportati  Standard Parking $12.00
Category | Mileage v | m X 10/22/16 Parking at airport
Gom |[BOS} Logan International D m 10/23M16  Miscellaneous Fedex $16.60
To | | 3 - 10/23/16 Overnight delivery
Miles [ ] Mepm
Round Trip Add Segment
Reason Trip to airport for west coast conference.
y
Reimbursable | | paid for this, please reimburse me. T |
Billable
Receipt Change

Save Cancel

Mileage Expenses with Commuter Miles

Commuter Mileage provides a way for Certify users to deduct their daily business commute from
business-related mileage. Many of our Certify companies have a similar policy. This article shows you
how to create a mileage expense with commuter mileage deduction.

Please see Adding Commute Distance to enter your one-way personal commute to your Certify
Account.

Step 1: On your account homepage, under My Expense Reports, select Drafts.
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certifv o Drafts | Kelly Employee v | My Account Support Logout
TR ER R REER) Home Travel Wallet Analytics
My Certify Wallet @ My Expense Reports What's New In Certify
102016 Mileage $56.97 Pending Approval 0
10/27/16  DoubleTree Hotel $560.53 Pending Payment o SpendSmart™
Archived m There are no recent ratings to
display.
15 MORE ITEMS Py
Ratings & Reviews
Add Receipts = Schedule Expense Reports

D E T ReportExecutive™ is off.
—J

MOBILE EMAIL UPLOAD

Meet your fully automated expense report

MORE METHODS CONFIGURE ReportExecutive™

Step 2: Under My Expense Reports, click the Name of the expense report you want to open.

My Expense Reports

Drafts Pending Approval Pending Payment Archived
Drafts
Actions Name End Date Reimbursable Non-Reim. Total
I X 873172016 $0.00 $0.00 $0.00

Totals 50.00 $0.00 $0.00

Step 3: In the Add Expense box below the expense report, enter the expense information and select
the appropriate mileage expense category. These will also be available when entering mileage via
Certify Mobile.

If your company has Commuter Mileage configured, you will find two Mileage expense categories:
Mileage with Commute

e The title may vary, such as Commuter Mileage, Personal Commute, or To/From Home
Mileage without Commute

e Thetitle may vary, such as Business Mileage or Regular Mileage.

If you started or ended at your home address for either the round trip or this individual mileage
segment, use Mileage with Commute.
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If you dlid not start or end at your home addressfor either the round trip or this individual mileage
segment, use Mileage without Commute.

Add Expense

Date ar3r2016 &

Department ‘General & Admin v

Category v

Reason Airfare
Cash Advance

Coffee, Tea, Snacks
Reimbursable | Lodging

[eal

Billable Mileage with Commute

< Mileage without Commute
Receipt iEcellaneous
Money Return
Office Equipment
Office Supplies
Other Transportation
Parking
Personal Expense
Postage
Rental Car

Step 4: When the mileage expense Category is selected, enter your To and From locations, and click
Maplt! for your mileage.

When using Mileage with Commute, Certify will deduct your commuter mileage automatically; both
in the mileage calculation and on the map.

Please Note: If your Maplt! calculated mileage is less than your personal commute distance, your
commute distance will not be deducted and a zero reimbursement expense will be created. It is
assumed you did not travel from your home to your place of employment in this case.
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Add Expense Receipt Image ¥ o

One-Way Distance: 216.8 mi (=2

Date er32016  E Onvﬁv Commiite Distance:i2 mi | ... P
Department | General & Admin M| g . P i P A
‘ Category H/Iileage with Commute v | , T Touwton
— - PROVIDENCE
From iBos:on, MA RHODE ¥l e
e ISLAND New
Bedtord
To [New York City, NY oot
Sl Wakplal
Miles ‘ 4}0}6‘ Map it!
Round Trip &
Reason
2
BI016 MapQuent & TomTom & Maphas
Reimbursable ‘jrpaid for this, please reimburse me. x|
Billable + Zoom in = ZoomOut | | ¥) Rotate Rotate (%
Receipt Change
When using Mileage without Commute, Certify will not deduct your commuter mileage.
Add Expense Receipt Image v @
O — ‘ One-Way Distance: 216.8 ng'z; oy ON
Date | 8/3/2016 ¢ >
E a~, ASSA Chancy
v i 7 ‘ L)

Department | General & Admin Spmgl-l;“

i Bocaten
- - g -
‘ Category | Mileage without Commute ¥ ‘ ’ % T Taurtin
- : (o) PROVIDENCE
From |Boston, MA ‘ Poughkeepiie | : n | RHODE_ Wiiidier | O,
= ISLAND New
To | New York City, NY | Nobiron o L) LB
L / =3 Wanotels
Miles [ 4334 Map it
-
Round Trip ¢ forc
Reason ‘ b
% LN .
Lol <Y 22016 MapOuast & TemTom © Mupber
Reimbursable }l paid for this, please reimburse me. ¥ \
Billab! + Zoom In = Zoom Out ¥#) Rotate Rotate (%
illable
Receipt Change

“ cancel

The Add Segment link will allow you to easily create segments with the correct expense categories.
Your To location will autofill in the From section for your next Mileage segment.
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Add Expense Add Expense

Date 11/3/2016 -1 Date 11/3/2016 m

Department | General & Admin v Department | General & Admin .
Category | Mileage with Commute v ‘ Category Mileage without Commute v
From |Port\and, ME ‘ From (BOS) Logan International

To |{BOS} Logan International ‘ To Hartford, CT

Round Trip [ Add Segment Round Trip Add Segment

Reason Segment 1 Reason Segment 2

P £
Reimbursable | | paid for this, please reimburse me. v Reimbursable | | paid for this, please reimburse me. v
Billable OJ Billable
Receipt Change Receipt Change

Merge Duplicate Credit Card Expense Lines in a Draft Report

Certify offers the option to Merge duplicate expense lines in a Draft expense report that have not
already linked together. This article will show you how to Merge an expense in a Draft when one
expense line is for the receipt, and the other expense line is the actual credit card transaction.

Step 1: On your account homepage, under My Expense Reports, click Drafts.

My Certify Wallet ‘Mered\thEmplDyee '| My Account Suppart Logout

certify®

BT EDELICE) Home  Travel Wallet  Analytics
My Certify Wallet o My Expense Reports What's New In Certify
10125016 Parking 586,28 T — Read the Certify Updates Blog
10/1116  Mileagejpg Pending Approval e
4/28/16  Delra Air Lines Pending Payment o SpendSmart™
Archived (11]

There are no recent ratings to
display.
Ratings & Reviews

3 ITEMS

Add Receipts Schedule Expense Reports
D E T ReportExecutive™ is off.
—J Meet your fully automated sxpense report
MOBILE EMAIL UPLOAD
MORE METHODS CONFIGURE ReportExecutive™

Step 2: Select the expense report you would like to open by clicking the expense report Name.
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My Expense Reports

Drafts Pending Approval Pending Payment Archived
Drafts
Actions Name End Date Reimbursable Non-Reim. Total
& X ReportExecutive - 10/1/2016 - 10/15/2016 10/15/2016 $14.35 $290.89 $305.24
[EAY October 2016 10/31/2016 $0.00 §785.41 §785.41

Tatals $14.35 $1,076.30 $1,090.65

Step 3: Any expense lines with the same Expense Date and Expense Amount will be flagged as a
potential duplicate expense. Open the Details column for more information.

EXpEnSE Report Link Receipts Per-Diem Wizard Print Report
[) Report Name October 2016 e ——
Dates 10/1/2016 - 10/31/2016
[) Allocations
Expenses T
Expense Date Department Category Details Amount  Reim. Reim.Amount Billable Receipt Reason
™ 10/15/2016  Sales Taxi ™ 977  No 000 No [
4 10/15/2016 Sales Taxi 977 No 000 No
Total Non-Reimbursable $19.54
Total Personal $0.00
Total Reimbursable $0.00
Total Expenses $19.54

Step 4: Click Merge Expense to combine both expenses in a single expense line. You can click the
Merge Expense button from either expense line.

EKPEnSE Report Link Receipts Per-Diem Wizard Print Report
[} Report Name October 2016 Submit for Approval
Dates 10/1/2016 - 10/31/2016
[ Allocations
Expenses T
Expense Date Department Category Details Amount Reim. Reim. Amount Billable Receipt Reason
[ 10/15/2016 Sales Taxi M 877  No 0.00 Neo M =]
24 10/15/2016 Sales Taxi E@ 00 No
Details *

Total Non-Reimbursabl . . .
Potential duplicate expense. Tnere is =

Total Person: 2
Total Reimbursabl

Total Expense

Once complete, one line will remain, combining the receipt and expense data for a single expense.
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EXpEnSE Report Per-Diem Wizard Print Report
[} Report Name October 2016 [ ——
Dates 10/1/2016 - 10/31/2016
[} Allocations
Expenses b4
Expense Date Department Category Details Amount Reim. Reim.Amount Billable Receipt Reason
4 10/15/2016 Sales Taxi v 977 No 0.00 No =]
Total Non-Reimbursable $9.77
Total Personal $0.00
Total Reimbursable $0.00
Total Expenses $9.77

Potential Duplicate Expenses

Certify identifies and flags potential duplicate expenses as any past or current expenses having the
same date and amount. Such expenses are indicated by a red exclamation mark in the Details
column of the expense report. The red exclamation mark will provide a helpful link to review the
potential duplicate.

Step 1: Click the double arrows (>>) button in the Details column of the report. The button will
include a link to view the past expense report containing the other potential duplicate expense line.

Please Note: a link will not appear if the potential duplicate expense is on the same expense report.

My Expense Report Submit for Approval Print

# Report Name Expenses - 2/1/2016 - 2/27/2016

Dates 2/1/2016 - 2/27/2016
Expenses Compact  Detailed
Expense Date Department Category Details Amount Reim. Billable Receipt Reason
2 » 2/21/2016 General & Admin Office Equipment » 34.40 No No »
2 »  2/22/2016 General & Admin Other Transportation » 12.00 No No »
2 » 2/24/2016 | General & Admin Office Equipment 75.68 No No »
2 » 2/27/2016 General & Admin Lodging » 560.53 No No »
Total Non-Reimbursable $682.61
Total Personal $0.00
Total Reimbursable $0.00
Total Expenses $682.61 &

Step 2: Review the potential duplicate by using the View Potential Duplicate link. The link will bring
you to the past report, with the potential duplicate highlighted.

Details x

Potential duplicate expense. There is -
more than one expense with the
same date and amount.

View potential duplicate
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Expenses
Status  Date Category Details Amount Reim Reim Amt Billable Receipt Reason
Approved = 2/16/2016 Mileage with Commute » 10292 Yes 102.92 No »
Approved 2/21/2016 Office Supplies » 34.59 No 0.00 No »
Approved 2/22/2016 Other Transportation » 12.53 No 0.00 No »
Approved = 2/22/2016 Other Transportation » 25.00 Yes 25.00 No »
Gpproved 2/24/2016 Office Equipment » 75.68 No 0.00 No b »)

Step 3: If the current expense is not a duplicate, it may be helpful to add a note in the Reason field as
the red flag will stay on the expense report.

Edit Expense

Date 22412016 B
Department | General & Admin M ‘
Category :Office Equipment w ‘
Amount W\ lUnited States Dollars hd ‘
Vendor Staples ‘
Location South Portland, ME \
Reason This isn't a duplicate - made two trips to buy two of the same
|webcam that day. y
Reimbursable :The company paid, do not reimburse me. b4 \
Billable
Receipt Change

Step 4: If the current expense is a duplicate, use the Other Actions button and select Delete Expense
from the report.

4 Office Equipment t» 75.68 No No »
Other Actions x
2| D Lodging » 560.53 No No »
Delete Expense Send to Wallet -
Total Non-Reimbursable $682.61
Split Expense Copy Expense
Total Personal $0.00
EucBaniee = Total Reimbursable $0.00
Total Expenses $682.61
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Multiple Currencies

Certify provides a currency conversion feature that allows you to report expenses in a foreign
currency and have the expense amounts converted to your default currency. This article shows you
how to report expenses in foreign currency.

Certify pulls the FOREX data from SIX Financial, the Swiss operator of Europe's most important
independent financial exchange. SIX compiles foreign exchange rates sourced from banks
worldwide.

Please Note: To enable multiple currencies for your account, please see our Configuring Multiple
Currencies article.

Step 1: On your account homepage, under My Expense Reports, select Drafts.

My Certify Wallet | Meradith Employee ¥ | My Account Support Logout

certify®

T R TR ) Home Travel Wallet Analytics
My Certify Wallet @D My Expense Reports What's New In Certify
rafts Read the Certify Updates Blog
1111116 UK Meal.pdf New Expense Report ad the Certify Updates Blog
10/27/16  DoubleTree Hotel $560.53 Pending Approval 2
10/27/16  DoubleTree Hotel $425.28 Pending Payment (0] SpendSmart™
Archived @ There are no recent ratings to
display.
8 MORE ITEMS play
Ratings & Reviews
Add Receipts Schedule Expense Reports
D E T ReportExecutive™ is off,
—J Meet your fully automated expense report.
MOBILE EMAIL UPLOAD
MORE METHODS CONFIGURE ReportExecutive™

Step 2: Under My Expense Reports, select the Name of the expense report you want to open.

My Expense Reports

Drafts Pending Approval Pending Payment Archived
Drafts
Actions Name End Date Reimbursable Non-Reim. Total
& X ReportExecutive - 10/1/2016 - 10/15/2016.. 10/15/2016 $0.00 $200.89 $280.89

Totals $0.00 $290.89 $290.89
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Step 3: Under My Certify Wallet, open the receipt you would like to add to your report by clicking Add
next to the receipt name.

Bl T E| 428/16  Other Transporta-.  Delta Air Lines -
Add Expense
A 10/1/16 Mileage jog
Date I = E 1021116 OfficeEquipment  The Home Depot 534.40
Department | General & Admin M | m = 10/22/16 Other Transporta.. 5tandard Parking $12.00
Category | i I = E 102315 Postage Fedex 516.60
Reason & E 1024116 Office Equipment  Staples 575.58
P
3 - 10/2716  Lodging DoubleTree Hotel ~ $560.53
Reimbursable | | paid for this, please reimburse me. v
Bl = 10/27116  Ladging DoubleTree Hotel ~ $485.38
Billable ()
) m = 10/27/116 DoubleTree Hotel $68.80
Receipt Change
B3 = 10/27/16 DoubleTree Hotel $6.35
& 1/1116 UK Meal.pdf

Step 4: Click Edit or use the Cleanup Wizard to open the new expense line and enter the applicable
details.

My Expense Report Print Report
L Report Name ReportExecutive - 10/1/2016 - 10/15/2016 e

Dates 10/1/2016 - 10/15/2016
Expenses T
Expense Date Department Category Details Amount Reim.  Billable Receipt Reason
[ ) 10/2/2016  General & Admin Lodging ~ & 191.06  No No B
[ 3] 10/3/2016  Marketing Coffee, Tea, Snacks [~ > 582 No No B
[ 3] 10/4/2016  Marketing Meals - Large Group ~ & 93.11 Mo No B
| -
@] 11/11/2016  General & Admin Unknown [+ 3 0.00  ‘Yes No
Total Non-Reimbursable $290.89
Total Personal $0.00
Total Reimbursable $0.00
Total Expenses $290.89

Step 5: Select the appropriate currency in the dropdown. Click Save when you are finished with all of
the expense details.
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Edit Expense Receipt Image 4
Date 10/5/2016  Hi _
Department | General & Admin M |

Category | eals v |

Amount | 11,25‘ United States Dollars (‘

Taiwan New Dollars -

.
Vendor Gordon Rams| Thajland Baht . Sl

United Kingdom Pounds
United States Dollars

Attendees Firs Afghani T|
Albania Leke

Location Heathrow Air

Algeria Dinars par
Angolan Kwanza
Argentina Pesos

x| Meredith Emp

Reason Airport lunch Armenian Dram tt e
Azerbaijani Manat .88 2,005.98 .

Bahamas Dollars

Reimbursable | I paid for this| Bahrain Dinars

Bangladesh Taka
Billable O Barbados Dollars

Belarus Rubles
Receipt Change | Belize Dollars

Bermuda Dollars

Bhutanese MNgultrum
LN 50 liviz Bolivianos -

Step 6: View the conversion rate by hovering your cursor over the green triangle next to the expense

amount.
My Expense Report Print Report
| R rt N Ri rtE tive - 10/1/2016 - 10/15/2016 -
L epol ame epo xeculive submit {orApprovaI
Dates 10/1/2016 - 10/15/2016
Expenses I
Expense Date Department Category Details Amount Reim.  Billable Receipt Reasoen
(2] 10/3/2016  General & Admin Lodging ] 191.96  No No
(2] 10/3/2016  Marketing Coffee, Tea, Snacks =] 582 No No
[ 10/4/2016  Marketing Meals - Large Group ] 93 No No 2]
[ 10/5/2016  General & Admin Meals [} 14.35 USD Yo No >
11.25 GBP = 1435 USD
Total Non-Reimbursable 5200, goL 100 GBP =1.275185 USD on 10/5/2016)
Total Personal $0.00
Total Reimbursable $14.35
Total Expenses $305.24

Entering Special Taxes

Certify offers the ability to calculate and report amounts for various ‘Value Added Tax’ in countries
where these taxes are used. Examples include the VAT taxes used in Europe and the various
PST/QST/HST taxes applied in Canada. This article will show you how to create an expense line using
special taxes.

Step 1: Configure special taxes in your My Account tab to activate and enter applicable tax rates.
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Certiny Drafts |Kelly Employee v'\ My Account Support Logout

travel & expense made easy Home Travel Receipts Analytics

M‘)’ ACCOUNT  Account Settings E-mail Notifications ReportExecutive Ratings Profile

Use this page to make changes to your account settings and preferences.

User Information Account Settings

Name Kelly Employee Default Currency | Canadian Dollars ¥
E-mail Address kemployee@circpl.com Use Multiple Currencies v

Employee ID 221 se VAT/GST @ Default VAT/GST Rate

Mobile Phone », Use PST/QST @  Default PST/QST Rate

Department General & Admin (01)

Use HST @ Default HST Rate

Certify fole Employees Commute Distance ‘12 ! Mnesivi »

Add E-mail Address | »
Password Reset

Old Password ‘
New Password [ »
Confirm Password [

Reset Security

Questions

Step 2: While entering your expense details, enter the Amount. Automatically, Certify will calculate
the applicable tax rates based on the percentages entered in your My Account tab.

Edit Expense

Date 8312016 =
Department }fsernier.ral &/}fjrﬂm 3 ¥
Category }Airfare it
Amount \ 352.891 Canadian Dollars v
VAT/GST | 3580 »
PST/QST \ 37.81 »
HST \ 40.60 »
Carrier !Delta Air Lines
From |Madrid
To ‘Dublln
Reason ‘
4
Reimbursable \I paid for thif'P,',ef?,e,EEimburse me. g
Billable I
Receipt Change
Save Cancel

Step 4: Save the expense. When saved, the expense report will expand with new columns to detail
the tax rates.
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My Expense Report Print Repert
[ Report Name August 2016 A ——
Dates 8/1/2016 - 8/31/2016
Expenses T
Expense Date Department Category Details Amount [ VAT/GST PST/QST HST | Reim.  Billable Receipt Reason
[ [3] 892016  General & Admin Airfare [} 352.89 13.09 32.01 46.03 | Yes No
Total VAT/GST $13.09
Total PST/QST $32.01
Total HST $46.03
Total Non-Reimbursable $0.00
Total Personal $0.00
Total Reimbursable $352.89
Total Expenses $352.89

Replying to an Inquiry

Managers can send an Inquiry on an expense line if they have a question about an expense, or if an
expense needs to be edited. If an inquiry is sent by your manager, you will receive an email. This
article shows you how to reply to a pending expense inquiry.

Step 1: When you log into your Certify account, you will be automatically prompted to address any
pending inquiries. If you go past this screen, you can open a pending inquiry by clicking the red
exclamation mark under My Expense Reports, next to Pending Approval.

My Inguiries ‘MEred\(hEmplDyee " My Account Support Logout

certify®

LCiEExpEn=Sinace easy Home Travel Wallet Analytics
My Certify Wallet o My Expense Reports ( Inquiries o )
10/27/16  DoubleTree Hotel $560.53 Drafts o

- - - What's New In Certify
10/27/16  DoubleTree Hotel $435.38 Pending Approval 124 ! fy
1072716 DoubleTree Hotel $68.20 pending Payment Lo Read the Certify Updates Blog
Archived (11
& MORE ITEMS SpendSmart™
There are no recent ratings to
display.
Ratings & Reviews
Add Receipts Schedule Expense Reports
D @ T ReportExecutive™ is off.
—J Meet your fully auromated expense report
MOBILE EMAIL UPLOAD
MORE METHODS CONFIGURE ReportExecutive™

Step 2: Select the Open icon.
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Pending Inquiries

You have been asked to provide more information regarding your reports. View the inquiries awaiting your response below.

Action  Inquirer Date Report Total
Dan Manager 1/1/2017 ReportExecutive - 1/1/2017 - 1/15/2017 $422.73
Total $422.73

Step 3: Review the inquiry, and enter a Reply in the field provided. Your manager may have also
granted you permissions to edit the expense or change a receipt as needed.

To change or select a receipt attached to an expense, select Change Receipt or Select Receipt below
the text box.

Expense Inquiry

You have been granted permission to edit the expense details. Please make edits and click Submit Re

Approver Dan Manager

Question Do you have a receipt? It is missing.
Reply

Receipt

Submit Reply View Report

Expense Details

e |

Date 1/9/2017 S

Department ibe:ml&Admlr v
Category ‘ Other Transportation v |
Amount ‘ 12.0d ‘ United States Dollars v
Project Number} v |
Vendor i}\mano

Location ‘Boston, MA

Reason City Parking lot

Reimbursable i | paid for this, please reimburse me. v
Billable

In your Certify Wallet, select the correct receipt, then click Use this Receipt.
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My Certify Wallet A C
Select Source Receipt Date Category/Details Vendor Description Amount
AL B 4/28/2016 v Airfare Delta Air Lines CertifyTravel_receiptjpg

b 1/21/2017 v Office Equipment The Home Depot Whiteboard and dry erase markers fo... $34.40

& 2] 1/22/2017 v Other Transporzation Standard Parking Parking at airport $12.00

b 2] 1/23/2017 v Postage Fedex Overnight delivery $16.60

‘?‘ E 1/24/2017 v Office Equipment Staples Laptop webcam for conferencing $75.58

}¢‘ g 1/27/2017 v Lodging DoubleTree Hotel Hortel stay - DoubleTree $560.53

@ e g 22212017~ Parking2jpg.jpg $90.00
11 ITEMS

Cancel

Step 4: When you have finished entering your reply, click Submit Reply to send your response back to
your manager. The expense report will then automatically be resubmitted for approval.

Expense Inquiry

You have been granted permission to edit the expense details. Please make edits and click Submit Reply.

Approver Dan Manager
Question 12 It is missing,
Reply 7Y7e;jus: a::ached’it. é;y! |
Receipt
‘ Submit Reply ’ View Report
Expense Details Receipt Image iz
Date 1/9/2017
Department General & Admin v
Category Other Transportation v
Amount | 12.00 | United States Dollars v
Project Number ¥
Vendor :Amano
Location |Boston, MA
Reason | City Parking lot
Reimbursable | | paid for this, please reimburse me. v
Billable
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Mobile Reply to an Inquiry

Certify allows you to create, edit, and submit an expense report right from the Certify Mobile app.
This article shows you how to reply to a pending expense inquiry using Certify Mobile.

Step 1: On your Certify Mobile homescreen, tap Inquiries.

ul T-Mobile = 10:14 AM

Receipts to Sync o

Expenses to Sync o

Receipts in Certify 0

Expenses in Certify o

Auto Expense Report

Draft Expense Reports 0
(Inquiries OJ

Travel

Tools & Support

Step 2: On the next screen, you will see a list of pending expense inquiries from your manager. Tap
one of the inquiries under the Action column to view and add a reply.
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ull T-Mobile & 10:14 AM 3 68%0 ¥
certify® = 2
Pending Expense Inquiries

You have been asked to provide more information regarding your
expenses. View the inquiries awaiting your response below.

Expense
Action Inquirer 5 Expense Report Total
ate

Robert Expenses - 10/1/2018 -
&4 10/1/2018 $116.96
Manager 10/1/2018

Total $116.96

© Certify, Inc. Contact Terms Privacy | Blog I ’,)

Step 3: Review the inquiry asked by your manager, and enter a reply in the Reply text field. Your

manager may have also granted you permissions to edit the expense or change a receipt as needed.
Scroll down to review and/or make edits to the expense details.
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ull T-Mobile = 10:16 AM % 68%( 14
certify® Sos
Expense Inquiry

The details of the expense are shown below, but you have not been

given permission to edit the expense at this time.

Approver Robert Manager
Question Could you please enter a reason for this trip?
Thank you.
Reply Trip to Airport for Business
Trip.
Receipt [+]

Submit Reply View Report

Expense Details

Date

10/1/2018 &

Department

Step 4: When you have finished review and responding to your inquiries, tap Submit Reply.

Submitting an Expense Report

After creating and editing a new expense report, it will need to be submitted for approval. This article
shows you how to submit an expense report for approval.

Step 1: Start with your expense report open, or, select Drafts on your account home page.
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certifv o My Certify Wallet | Kelly Employee ¥ | My Account Support Logout

travel & expense made easy Home  Travel  Wallet  Analytics
My Certify Wallet (7] My Reports Inquiries 2]
8/271M7  DoubleTree Hotel $485.33
/2717  DoubleTree Hotel $68.80 Pending Approval =] What's New In Certify
New Invoice Report
8/27/17  DoubleTree Hotel $6.35 P Pending Payment [0} Read the Certify Updates Blog
Archived [50]
4 MORE ITEMS
SpendSmart™
There are no recent ratings to
display.
Add Receipts or Invoices =] Schedule Expense Reports Ratings & Reviews
D E T ReportExecutive™ is off.
—J Meet your fully automated expense report,
MOBILE EMAIL UPLOAD
MORE METHODS CONFIGURE ReportExecutive™
Step 2: Select the Name of the expense report you want to open.
My Reports
Drafts Pending Approval Pending Payment Archived
Drafts
Actions Name End Date Reimbursable Non-Reim. Total
& % October 2017 10/9/2017 $226.36 50.00 §226.36
Totals $226.36 50.00 $226.36

Step 3: After your final review and edits, click Submit for Approval in the upper right-hand corner.

Expense Report Print Report
[} Report Name  October 2017 ‘ Submit for Approval |
Dates 10/1/2017 - 10/9/2017
Expenses T
Expense Date Department Category Details Amount Reim.  Billable Receipt Reason
[ 2] 10/3/2017  General & Admin Lodging v 2] 19196 Yes No
[ 2] 10872017  General & Admin Office Equipment v 2] 3440 Yes No
Total Non-Reimbursable $0.00
Total Personal $0.00
Total Reimbursable $226.36
Total Expenses $226.36

Step 4: Click Yes in the next window.
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Confirmation X

| Certify this expense report is true and
accurate.

Are you sure you want to submit this
expense report?

Yes No

Step 5: Dependent on your company's workflow configuration, you will do one of the following:

e Step 5a: View the approver that has been pre-assigned, and who will receive your expense report
next; or
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Submit Expense Report for Approval

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 Jon Manager (jmanager@circpl.com)

Subject Expense Report Approval Request From Kelly Employee (kemployee@circpl.com)
Body Hella Jon,

Kelly Employee (kemployee@circpl.com) has sent an expense report for your approval.

Enter YOour COMmments:

Expense Report Summary

Employee: Kelly Employee (kemployee@circpl.com)
Expense Report Name: October 2017
Dates: 10/1/2017 - 10/9/2017

Mon Reimbursable Total: £0.00
Reimburszable Total: £226.36
Total: $226.36

Login to Certify to view this report.

Login at: hups:/fSwww.certify.com/Login.aspx

e Step 5b: Enter the approver by clicking in the search box. Click Next.
Submit Expense Report for Approval

Select a manager, executive or accountant from your organization. Managers and executives can approve Expense reports

and then forward them to accountants for reimbursement and processing.

—
Select an Approver | Jon Manager (jmanager@circpl.com) ( D Show All Approvers

Step 6: Enter any extra comments, and click Submit.
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Submit Expense Report for Approval

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 Jon Manager (jmanager@circpl.com)

Subject Expense Report Approval Request From Kelly Employee (kemployee@circpl.com)
Body Hella Jon,

Kelly Employee (kemployee@circpl.com) has sent an expense report for your approval.

Enter YOour COMmments:

Sorry a little late!

Expense Report Summary

Employee: Kelly Employee (kemployee@circpl.com)
Expense Report Name: October 2017
Dates: 10/1/2017 - 10/9/2017

Mon Reimbursable Total: £0.00
Reimburszable Total: £226.36
Total: $226.36

Login to Certify to view this report.

Login at: hups:/fSwww.certify.com/Login.aspx

After submitting your expense report, you have the option to rate and comment on your vendors
using SpendSmart.
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Submit Expense Report for Approval

The expense report has been submitted for approval. You can view the status of the approval and reimbursement process

on your Certify home page in the My Expense Reports area.

Help Others Spend Smarter!

Share your thoughts and experiences regarding these expenses and help others make bewer buying decisions. This step is

optional.

Vendor Location Rate it! Enter Your Comments
Courtyard by Marriott ~ Tampa, FL

The Home Depot Pertland, ME

Return to Home Page
You will find expense report workflow updates within the Pending Approval section of your My
Reports box.

Pending Approval | Kelly Employee v | MyAccount Support Logout

certify®

el expense made casy Home Travel Wallet Analytics
My Certify Wallet My Reports Inquiries 2]
82717  DoubleTree Hotel $48538 Drafts

Pending Approval What's New In Certify

82717  DoubleTree Hotel $68.80
MNew Invoice Report Pending Payment ) .
8/27/17  DoubleTree Hotel $635 ending Payment Read the Certify Updates Blog
Archived
4 MORE ITEMS .
SpendSmart™
There are no recent ratings to
display.
Add Receipts or Invoices = Schedule Expense Reports Ratings & Reviews
D E T ReportExecutive™ is off.
—J Meet your fully automated expense report.
MOBILE EMAIL UPLOAD
MORE METHODS CONFIGURE ReportExecutive™

My Expense Reports Box

Expense Report Status

After an expense report is submitted, it must go through an approval workflow before it can be
processed and reimbursed.

There are four expense report status types:

Draft: A report that has not yet been submitted for approval

Pending Approval: A report that has been submitted and is waiting for approver actions

Pending Payment: A report that has been approved and fully processed, but reimbursement has not yet been
received
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Archived: A report that has been approved, processed, and reimbursed, that has been moved to the Archived
folder for permanent storage

These categories reflect the flow of the expense report process in Certify. An expense report that is
currently being created, or that is completed but not yet submitted, is in Draft status. Once it has
been submitted, the status changes to Pending Approval. When the report is processed and you are
awaiting reimbursement, the report status changes to Pending Payment. When you have received a
reimbursement for an expense report, you are prompted to mark the report as paid, and the report is
then Archived.

Please Note: From time to time, an expense report you submitted may have been approved and
processed with a disapproved expense line. When this happens, you may access the processed
expense report and copy the disapproved receipt and save it to your Certify Wallet. To do so, select
Pending Payment, then the Name of expense report you want to access. On the disapproved expense
line, click the red (plus) icon. A popup window will be displayed, asking you to confirm receipt copy
creation; click Yes to continue.

Expense Report Approval History

Step 1: On your account homepage, under the My Expense Reports area, select an expense report
status from the options provided.

ce rtifv o Pending Approval Meredith Employee ¥ | My Account Support Logout
O Home Travel Wallet Analytics
My Certify Wallet My Expense Reports What's New In Certify
10/27/16  DoubleTree Hotel $560.53 New Expense Report [t Read the Certify Updates Blog
10/27/16  DoubleTree Horel $485.38 Pending ova
10/27/16  DoubleTree Hotel 568,30 Pending Payment SpendSmart™
Archived There are no recent ratings to
display.
6 MORE ITEMS play
Ratings & Reviews
Add Receipts Schedule Expense Reports

D B T ReportExecutive™ is off.
—J Meet your fully automated expense report.
MOEBILE EMAIL UPLOAD

MORE METHODS CONFIGURE ReportExecutive™

Step 2: Select an expense report Name.
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My Expense Reports

Drafts Fending Approval Pending Payment Archived

Pending Approval

Actions Mame End Date

2 ‘ ReportExecutive - 10/1/2016 -'Gf15£2015h.> 10152018

Totals

Step 3: On the My Expense Report page, you can view the full history of the expense report approval
activity under Approval History.

My Expense Report

Status Pending Approval (;\pproval History \
Current Approver Dan Manager 11/10/2016  Submitted Meredith Employee
Department General & Admin (01) 11/11/2016  Approved  Dan Manager
summary Meredith Employee Pending Annie Accountant
ReportExecutive - 10/1/2016 - Send Email to All
10/15/2016 Full Approval History
10/1/2016 - 10/15/2016 k
Print Report

Step 4: Click Full Approval History to view all approval activity details for the expense report.
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Full Approval History

Expense Report Name
RepartExecutive - 10/1/2016 - 10/15/2016

Expense Report Approval Details

11/10/2016 Submitted Meredith Employee
11/11/2016 Approved Dan Manager

Pending Annie Accountant

Expense Approval Details

Approver Action Expense Category Expense Date Amount Currency

Dan Manager (dmanager@circp1.com) Approved  Lodging 10/3/2016 192,11 USD
Approved Coffee, Tea, Snacks 10/3/2016 6.08 USD
Approved Meals - Large Group  10/4/2016 93.37 UsD
Approved  Mileage 10/1/2016 119.84 USD

Annie Accountant (aaccountant@circpl.com) Approved Lodging 10/3/2016 192.11 USD
Approved  Coffee, Tea, Snacks 10/3/2016 6.08 USD
Approved Meals - Large Group  10/4/2016 93.37 UsD
Approved  Mileage 10/1/2016 119.94 USD

Printing an Expense Report
Certify provides a printer-friendly version of your expense reports should you prefer to keep hard
copies. This article shows you how to use the Print Report feature.

Step 1: On your account homepage, select the option under My Expense Reports that contains the
expense report.
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certifv o ‘ Kelly Employee v ‘ My Account Support Logout

travel & expense made easy Home Travel Wallet Analytics

My Certify Wallet o My Expense Reports What's New In Certify

raft Read the Certify Updates Blog
New Expense Report Drafis o i =
Your wallet is empty
Pending Approval Q
Add receipts or expenses to your Wallet.
: : ’ Pending Payment o SpendSmart™
U There are no recent ratings to
display.
0ITEM Py
Ratings & Reviews
Add Receipts = Schedule Expense Reports
D E T ReportExecutive™ is off.
—J Meet your fully sutomated sxpense report
MOBILE EMAIL UPLOAD
MORE METHODS CONFIGURE ReportExecutive™

Step 2: Click the Name of the expense report you would like to print.

certify Q | Kelly Employee v ‘ My Account Support Logout

IR Home Travel Wallet Analytics
My Expense Reports
Drafts Pending Approval Pending Payment Archived
Archived
View Name End Date Reimbursable Non-Reim. Total
@ October 2016 10/3172016 $25.00 $684.62 $709.62
“ Cash Advance Request 10/28/2016 $100.00 $0.00 $100.00
4 Money Return - 10/28/2016 10/28/2016 $0.00 $0.00 $0.00
4 Expenses - 10/1/2016 - 10/27/2016 10/27/2016 $138.94 $683.81 $822.75
4 Expenses - 10/3/2016 - 10/27/2016 10/2772016 $140.34 $683.98 §824.32

Step 3: Select Print Report, located below the Summary section. If the expense report is currently
located in your Drafts folder, the Print Report option will be located below Submit for Approval link.

My Expense Report

Status Completed Approval History

Department General & Admin {01) 11/8/2016  Submitted  Kelly Employee

summary Kelly Employee 11/9/2016  Approved  Dan Manager
October 2016 11/9/2016  Approved  Annie Accountant
100172016 - 10/31/2016 11/8/2016  Processed  Annie Accountant

11/8/2016  Approval Code: 93
Print Report

Send Email to All

Full Approval Histary

Step 4: You may now print the report using the browser print functionality. Click the checkboxes to
Include receipt images and/or Include analysis chart. Additionally, you may select the options Export
to Excel or View as PDF.
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Please Note: If the expense report contains PDF images, we recommend printing from the View as
PDF option.

Please Note: For expenses with currency conversion, the Print view will also note original and
converted currencies for reference.

[#include receipt images Export to Excel
[#]Include analysis chart View as PDF

Print Receipts

Employee Information
Name Kelly Employee E-mail kemployee@circp1.com

Company CIRCP1 Employee ID 221

Approval History

11/8/2016 Submitted Kelly Employee
11/9/2016 Approved Dan Manager
11/9/2016 Approved Annie Accountant
11/8/2016 Processed Annie Accountant
11/8/2016 Approval Code: 93

Statement Information

Expense Report Name October 2016 Start Date 10/1/2016
Client Billable Status Billable Items: 0 End Date 10/31/2016
Department General & Admin Status Completed
Description
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