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Introduction

The Gorilla Expense application allows three differenttypes of users to be setup in the system —
e Employee

e Manager

e Admin

This guide describes the various tools and functionalities available within the application for an ADMIN
type user. During the initial setup of the application, Gorilla Expense will create an ADMIN type user.
Typically, this account will be accessed by the ‘gatekeepers’ within a company (typically - IT, Accounting,
Accounts Payable, Finance etc.). It is recommended for the ADMIN to use this guide in conjunction with
the User’s Guide to get a full understanding of the application.

Accessing the Account

The Gorilla Expense web application is accessible from anywhere as long as there is an internet
connection. Every company is provided a unique URL to access the application. During the
implementation process, users are setup in the system including an admin account. A unique username
and password is provided to access the admin account.

Once the admin is logged in using the credentials provided, the admin is provided with a dashboard
screen as shown in Figure 1.

Dashboard

Figure 1



At the top are the main buttons and functions. By clicking on Manage Users, a user list screen will open
fromwhere the profiles of all user’ssetupinthe application can be edited. The Analytics button opens the
reporting page from where reports can be run. All the buttons on the left expand into additional
functions. These are described below.

Analytics

By clicking on the Analytics button, two expense reportrelated functions are available —Query Expenses
and Reports.

As the name suggests, the Query Expenses runs a query for all expense reports processed within the
system. The results can be filtered per different parameters such as Report Type, Confirmation Number
(which is the expense report confirmation number), Start & End Dates, Class/Customer or Job Number
fields, Expense Status and by Employees. Figure 2 shows an example of various reports that have been
gueriedin the system.

G- gonilla
=

Figure 2
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Review Status

Admin GoriSatxpense, GEI9893
Update Stotus Select
Review Comme
4
Aud

Confimation Number : GEIO Status: Saved Not Submitted

Reparting Pericd 4}7/2020 To afif2020 vendior Number
c acation iew De
Expenses
Violation CostAlloc Date Expense Type Receipt Vendor Comments Amount / Distance Rate Total

43000

Total Reimbursable USD 215000

Figure 3

From the list of reports queried, each report can be opened by clicking on the Report Name. Once opened
additional action can be taken. Figure 3, below, shows the screen once the reportis opened.

The three different areas that the admin can take action with are shown in Figure 3 at the top of the page.
The admin can choose to Update Status, Redirect Expense or Edit Report.

Update Status

The update status function is used to change the status of the report fromthe current onetoa new one.
The admin can also add commentsto describe the change. It is mandatory to enter comments, but we can
configure to make it not mandatory. Please contact Gorilla Expense, if you would like to make this field
non-mandatory. The update status field isa drop down menu with a list of typical statuses, as shownin.

Review Status

Admin GorillaExpense, GE99999

Update Status --Select— v
—Select—
Review Comments AP Approved
AP Paid %

w Manager Approved - All Levels

Saved Not Submitted

AP Rejected

Figure 4
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The admin may pick the desired status from the list and click on the Submit button to change the report
to that particular status. The only exception is when areportis to be ‘Rejected’. In that case, the Reject
button must be clicked. Typical Reject statuesinclude ManagerRejected and AP Rejected.

Note that once the status of a report is changed, the application will initiate the respective alert for that
status. For example, if a report is rejected, the application will send an email to a user noting that the
report has beenrejected (and include comments by the admin, if any). Similarly, if the status of a reportis
changed to Submitted to Manager, the respective manager will receive an email to take action for the
report.

Redirect Expense

The admin can also choose to redirect the expense reportto another managersetup in the system. This is
done by selecting the redirected manager from a drop-down list as shown in Figure 5 and clicking on the
Redirect button. Note that reports can only redirected to other managersin the system.

Saved Not Submitted Submitted to Manage Manager Approved- Level 1 Manager Approved - All Levels
[Alex Jones [David Patrick]

[occe [ i voport

Review Status

David Patrick, PS004

Review Comments

Redirect to ‘ Selec X A |

|
Alex Jones
Expense Report Summ Ere Miller ERENCE Audit Trail

Figure 5

Edit Report

The admin can also choose to edit a user’s report by clicking on the Edit Report button at the top right as
shown in Figure 3. After clicking this, the admin will be presented with the expense report just as a user
would see it in order to make changes. Note that only existing transactions created by a user can be
edited. New transactions cannot be created by the admin. If a new transaction is to be added to the
report, the admin may both copy an existing transaction and make changes to the copied transaction or
the admin may rejectthe reportand request the userto add the new transaction.

Once the changes are made to the report, the admin can validate the report. Once validated, the admin
can click on the Back to Review Expense button at the top left to go back to the original Status screen
from where next steps can be taken.



Additional Tools

Within the status page of a reportas shownin Figure 3, the admin also has access to additional tools such
as the PDF preview function and Audit Trail. The PDF Preview when executed creates a comprehensive
PDF with all the relevant information from the expense report. The layout of the PDF includes a table on
the first page with all the transaction details, including information from the header level of the expense
report such as a user’s name, date range of the report, status of report, comments etc. The subsequent
pages show all the receipts submitted as part of the report. Each receipt page begins with the expense
type information followed by the date of the transaction. The PDF report itself can be saved or printed
justas a typical PDF document.

The Audit Trail functionality provides a dynamic logging of data entries and modifications. The
informationincludes a brief description of the change as wellas a date and time stamp at both the header
and transaction levels. The Audit Trail screendisplaysthe expense report confirmation number, start and
end dates, project information, comments, status and user at the header level. It includes the expense
report confirmation number, transaction ID, receipt status, expense type, date of transaction, amount,
city, comments and userat the transaction level. Once the data logging is complete, the admin can choose
to save the Audit Trail as a PDF, Word document or Excel document from within the screen.

Here, the application provides a canned set of reports for the admin to run. These reports provide a
summary of results pertinent to the selected report type. Typically, the admin can filter the available
results by selecting a start and end date and then Executing the report. Once the report has compiled and
made itself available to the admin, it can also be saved as a PDF, Word document or Exceldocument.

Integration

The integration button provides two functions — Generate CSV and Upload CSV. Asthe name suggests, the
Generate CSV creates a CSV flat-file. Once generated, this file can then be imported into or used in 3rd
party systems such as Accounting or Payroll to complete the data flow and initiate next step actions for
the company.

Prior to generating the file, the data to be included can be filtered based on Start and End Dates and
statuses within the application. Typically, only reports that have a manager approved status associated
with them are included in the CSV file. But otherstatuses can also be included. When generating the csv,
the admin may choose to update the status of the reports to either “AP Approved”, “AP Paid” or “AP
Submitted” within Gorilla Expense. When this done, the status of the reportsis changed and also visible to
users and managers in the system. Depending on requirements, specific CSV templates can also be
generated by Gorilla Expense. Contact us for more details.

The Upload CSV allows for flat files to be imported into Gorilla Expense to update statuses based on
completed actions from othersystems. For example, if Accounts Payable hasissued reimbursements for
various expensereports, a CSV file from the payroll system can be imported here to update the status of
these reports within Gorilla Expense to ‘AP Paid’.
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Settings

The Settings button lists a few functions are that related to the admin account within the application.

Your Profile

The Your Profile screenincludes information pertinent to the admin user. The items shown here are a
user Code and Vendor Number, the Firstand Last Name and finally the Email address of the admin. Note

thatthis email does not haveto be a functionalemail

Credit Card Profile

The Credit Card Profile function lists the banking information of the user that hasbeensetup in the
application. With the help of the bankinformation corporate card transactions can be automatically made
available to the users. This function will help the admins in creating and editing the Credit Card profiles of
the users. The initial screen, asshownin below figure shows a list of users with their Credit Card profiles.
At the bottom of the page is a Create New button. This can be used to create a new profile

G gorilla

Home Expense Reports Analytics Integration Settings Billing Masters Project Masters

o Use this page to manage corporate credit card profiles.

Search Credit Card Profile(s)

User Name —-Select— ~
User Name Profile Name Bank Name Account Type Account Number
Alex Jones Amex Bank Of America Savings Xx1822

===

]

Pay Method Not Reimbursable? Default? Action

Amex Yes Yes @

Copyright 2009-2020 Gorilla Expense | Powered by Gorilla Expense | Terms Of Service | Privacy Policy | QCWEBAPPSVMI

Hello, Admin GorillaExpense

Timesheet Masters Support

Audit Trail

Figure 5a

Search button

Profiles already existingin the system can be searched with the user’s name using the search button.

Below screen (Fig 5b) shows the search process of users

Search Credit Card Profile(s)

User Nome —Select— .
[sooron [ resor |

User Name Profile Name Bank Name Account Type Account Number
Joe Smitt JOESMITHO3! American Express CreditCard XXAKIOCCHNAHKKNKXOZY

Audit Trail

Pay Method Not Reimbursable? Default? Action

Corporate Credit Card Yes No )

Figure 5b
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Create New

The basic information for all usersis shown in this view (Figure 5c) such as — user name, profile name,
bank name, account number, account type, routing number, not reimbursable, default and action

If any of these parameters are to be changed, the admin can click on the Action icon. Once clicked the
view is as shown below in Figure 5c.

To create new Credit Card profile below Table offers a brief description of the various fields

Create Credit Card Profile

® Fiedds in bold are reguirec
Uszar Name

Profile Name

Bank Name

Account Type

Account Numbar

City

Default Currency

Default Paymethod

Other Commeants

Cost Cantar

Credit Card Schame

=

Figure 5¢

Field Description Validation Mandatory

UserName This is the user’s name as defined in the system Existing usersin Yes
the system

Profile Name This is the profile name Alphanumeric, Yes
with special
characters

Bank Name This is the bank name as definedinthe system Existing namesin | Yes
the system

Account This is the account number Alphanumeric, Yes

Number with special
characters

Account Type This is the account type Selecteitherone | Yes




of the following

Checking, Savings

or Credit Card
Routing This is the routing number Alphanumeric, Not
Number with special mandatory
characters for credit
card
Country If this field is enabled User can provide default Existing in the Configurable
value that will be populated when a transaction is system
imported fromthe bankfield. This default value will
not be seton the created transaction if the bank
feed contains the corresponding value
State Usercan choose state from the dropdown Existing in the Configurable
system
City Usercan enterthe details Alphanumeric, Configurable
with special
characters
Default This is as configured under Masters-> Currency Existing in the Yes
Currency system
Default Pay This as configured under Masters->Pay Method Existing in the Yes
Method system
Not Whether this profile is not reimbursable Check box Yes
Reimbursable
Defaultaccount | Whether this account should be made default Check box No
Other Usercan choose other coworkers as configure in Alphanumeric, No
Coworkers the system with special
characters
Other Field foradditional comments Alphanumeric, No
Comments with special
characters
Company If this field is enabled User can provide default Configurable

value that will be populated when a transaction is
imported from the bankfield

Business Unit

If this field is enabled User can provide default
value that will be populated when a transaction is
imported fromthe bankfield

Configurable

Cost center

If this field is enabled User can provide default
value that will be populated when a transaction is
imported fromthe bankfield

Configurable

Credit Card
Scheme

If the Credit card Scheme is configured then it can
be selected the added scheme through this field

No

Edit Credit Card Profile - The pencil icon is for editingthe Company

Delete Credit Card Profile - The Red X is to delete the Company entry

Change Password

This feature allows the admin userto change the password by entering the old password once and the
new password twice. This is possible only when the admin knows his current password and wishes to

change it else, he can use “Forgot Password” link in the login screen.




o Use this page to change your current password
Please change your password using following criteria:
Password must contain at least | lowercase letter, 1 uppercase letter, | special character, | numeric character and should be of minimum 8 and maximum 20 characters

Change Password

* Fields in bold are required

Old Password
New Password

Confirm Password

Figure 5d
Impersonate User

This feature is used to assume pseudo or proxy identities of actual usersto complete the tasks on their
behalf. It is mostly applicable forusers or travelers who have personal assistants e.g. AVP of a large
organization would have a personalassistant, forsuch usersit would be simple and easy if expenses are
also handled and done by their assistants as all the details are readily available with them. Prior to
impersonating/assuming identity of the actual users a mapping of the usersis done by the admin (for
details referto “Impersonate User Mapping section”). Post mapping the pseudo/proxy users can
impersonate the mapped usersin the systemand complete all the tasks on behalf of the actual users like
creating transactions, creating and submitting reports, and other tasks as perthe usertype configuredin
the system. On completion they can revert back to their own identity using the “Revert Identity” link.

Some of the advantages of this feature are when travelers are busy on travel and clocking business
pseudo users can assume their identity and complete the tasks for them which will lead in cutting down
delaysfor submittingand approving expenses and pushing them to the accounting system for final
closure. In case of any required edits or changes or troubleshooting the AP Admin can connect with the
impersonatinguserand do the needfulas required.

Below figure shows the list of users with the “Impersonate User” action link (Figure 5e).
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E ggr‘illa Hello, Admin GorillaExpense @
-

Xpense

Home  ExpenseReports  Analytics Integration ~ Settings ~ Billing  Masters  ProjectMasters HCPMasters ~ TimesheetMasters  Support

Search Users

First Name Last Name
First Name Last Name Email Action

Alex Jones manageri@prodsupport.com Impersonate User
Joe smith employeel@prodsupportcom Impersonate User
sam Ron employee2@prodsupportcom Impersonate User

© Copyright 2009-2020 Gorilla Expense | Powered by Gorilla Expense | Terms Of Service | Privacy Policy | QCWEBAPPSVMI

Figure 5e

On clicking the above button, the userimpersonates the mapped user (Alex Jones). The user will be
presented the below screen (Figures 5f). The entire experience and screen layout/functionality is very
similar to how it will be if Alex Jones himself would have logged in.

I ° You are Impersonating "Alex Jones” Revert Identity I
Hello, Alex Jones @

G= 990 e

Home Expense Reports Analytics Settings

0 Expenses 0 Reports USD 460.00 1 Reports

Pending Completion Pending Manager's Approval Pending Payment Pending Your Approval

My Recent Expense Reports Pending  Completed

Report Name Report Type Start Date End Date Sub-Total Total Reimbursable Status Action

TRIP TO NEW YORK CONFERENCE Corporate 4fzf2020 4/n/2020 215000 215000 saved Not Submitted ]

Create Expense Reports « 1 of 1

Employee Expense Reports Awaiting Approval

From Report Name ReportType Confirmation No. StartDate EndDate Sub-Total Total Reimbursable Status Pending Approver
Joe Smith  EXPENSE REPORT FOR THE MARCH 2020  Corporate GEI06 3h/2020 3/31/2020 723378 73378 Submitted to Manager  Alex Jones
« < 1 of 1 > »

© Copyright 2009-2020 Gorilla Expense | Powered by Gorilla Expense | Terms Of Service | Privacy Policy | QCWEBAPPSVMI

Figure 5f

13/107
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The only difference is that there is “revert Identity” link at the top, using which the application revertsthe
identity back to the original user. The userwill be first asked if he/she intends to revertidentity (figure 5g)

" www.gorillaexpense.net says
orlia
E g&.‘)(_[ ense Are you sure you want to Revert [dentity?

“ e

Home Expense Reports Analytics Settings

0 Expenses 0 Reports USD 460.00

Pending Completion Pending Manager's Approval Pending Payment

My Recent Expense Reports

Report Name Report Type Start Date End Date Sub-Total Total Reimbursable
TRIP TO NEW YORK CONFERENCE Corporate 4f7/2020 4/m/2020 2150.00 2150.00

Hello, Alex Jones @

1Reports

Pending Your Approval

Pending  Completed

Status Action

Saved Not Submitted @

Figure 5g

Once the user confirms, the application goes back to the home screen of the original user (Figure 5h).

orilla
E gE)(penSe

Home  ExpenseReports  Analytics  Integration  Settings Billing Masters  ProjectMasters =~ HCPMasters ~ Timesheet Masters

Dashboard

10-May-2020 To 16-May-2020 -

Expense Report Submissions Expense Report Approvals

Figure 5h

Impersonate User Mapping

Expense Report Postings

I Hello, Admin GorillaExpensel@

Support

Expense Reports

This feature is available under Settings -> Impersonate User Mapping menu. With this feature users are
mappedtothe userstheycan impersonate orassume pseudo identity of the actual users. To do the
mapping the admin hasto go to the Impersonate User Mapping screen and toggle single/multiple users
fromthe unassigned user’s list box to the Assigned user’s list box and vice a versa, on hitting save the
usersin the assigned list can impersonate the userselected fromthe userdrop down. So now whenthe
assigned user’s login to the application and go to Settings ->Impersonate userthey should be able use the
impersonate user functionality by choosing the impersonate user action link (for more details referto

“Impersonate User” section).

14 /107



G gorilla Hello, Admin GorillaExpense
=

Home  ExpenseReports  Analytics  Integration  Settings ~ Billing  Masters  ProjectMasters ~ HCPMasters  TimesheetMasters  Support

Impersonate User Mapping

User -

Unassigned Users Assigned Users

>

II

<

Figure 5i

Reminders for Expenses

Reminders helps youin reminding the Employees for certain actions they must perform within the system
like submitting or approving expense reports within a certain timeline. Imagine a way to let your busy
Employee know about a pending expense report submission ora managerwho needs to approve an
expense to facilitate timely reimbursements. To achieve all this and much more, go to Settings >
Reminders.

Based on the business needs, let us see how and what type of reminders can be configured:
There are 5 types of reminders

Not Created and Pending Submission Reminder —Reminds end-users to create and submit an
expense report atleast once during a predefined time period (weekly, bi-monthly, monthly)
Created Not Submitted Reminder —Reminds end-users to submit expense reports that have been
created more than a pre-defined number of days ago

Pending Approval Reminder— Reminds end-users to approve expense reports that are awaiting
their approvalsince more than a pre-defined number of days

Unsubmitted Bank Transaction Reminder - Reminds end-users to complete credit card
transactions imported from the credit card feed and assign them to a report. Reminders are sent
if the end-userhas not done so aftera pre-defined number of days have passed since the
transaction was importedinto Gorilla Expense

Pending Approval Reminder (Escalation) - This type of reminderis designed to trigger the
escalation reminderif the manager does not approve the reports for "Predefined Number of
Days" since it was submitted. This escalation email is sent to the escalation contact maintained on



the user’s profile whose expense has not been approved by his managerfor more than the pre -

defined number of days.

Not Created and Pending Submission:

Use this option to remind an employee if no reports are created within a predefined period (weekly, bi-
monthly or monthly) after a set number of “Predefined” days have passed Thisis particularly useful for
customers who require theiremployeesto create at least one expensereportevery week orevery two

weeks orevery month.

For example, ausercan be reminded to create an expense reportif he hasn’t created an expensereport7
days after month-end in case you configure the pre-defined mandatory submission period to be once
every month. Once the conditionis met, the system will continue to send a reminder every day till the
usercreatesan expense reportforthat month. Follow the following steps to configure this type of

reminder-

e Login to the application with the admin credentials
e Goto Settings->Reminders andclick on Create New

Fill out the details as follow:

F gorilla
-
Home Expense Reports Analytics Integration Settings Billing
Create Reminder
Fields in bold are required
Reminder Type Expense X
Name
Category ot Created and Pending Subnxss v
Schedular Type eminder X

To

cCc

Ernail Subject

Greetings, #Fir
#DUravoninAct
expense report- #ARDI

“=br=Regards, <br>

Email Body

Duration Inaction (days)

Recurring Panel

Repeat Dc X ~

Every pay(s)

Starts On 20

Ends

ng I
h

Masters Project Masters HCP Masters Timesheet Masters

eport for the last
create any outstanding
e Gorilla Expense Team

Figure 5j

Hello, Admin GorillaExpense

Support



Reminder Configuration

ReminderType : Expense

Name : Reminderfor Not Created and Pending Submission

Category : Not Created and Pending Submission

Scheduler Type : Reminder

To : #User (This will send the reminder to the user. The hashtag user will be
replaced by the user’s email address)

CcC : #Manager (This will CC the managerthe hashtag manager will be replaced
by the manager’s emailaddress)

Email Subject : #FirstName #LastName you have not created an expense report for the

last #DurationInActionDays days (This can be any email subjectyou desire to have —the hashtags will be
replaced by actual values. Referthe table below to understand which hashtags are available to be put
in the Email Subject)

Email Body : Greetings, #FirstName #LastName, you have not created an expense
report for the last #DurationInActionDays days. Please visit the following link to create any outstanding
expense report-#ApplicationLink <br>Regards, <br>The Gorilla Expense Team (This can be any email body
you desire to have — the hashtags will be replaced by actual values. Referthe table below to understand
which hashtags are available to be put in the Email Body)

Duration InAction Days : 7

Recurring Panel (e.g. Setto remind the usereveryday)
Repeat : Daily

Every : 1 Days

Stats On : 6/1/2017

Ends On : Never

The following hashtags are available for “Not Created and Pending Submission” type of the reminder:

Not Created and Pending Submission
Hash Tag Name Description Email | Email | Email Email
To cC Subject | Body
#User Replace the user email To address v X X X
#Manager Replace the manager email CC address X v X X
#FirstName Replace the user first name X X v v
#lLastName Replace the user last name X X v v
#DurationInActionDays Replace the days (In number) from which % X " -
user has not taken any action
#ApplicationLink Replace the application link (URL) from
3 X X X v
ThlSettings
#ExpenseConfNo Replace the expense confirm id (after
? s X X X
submit or resubmit)
#UnsubmittedBankTransactionCount | Counter for unsubmitted bank transactions | X X X
#Details This tag added to send consolidated
expense details into reminder email - No
need to send details in tabular format
: X X X X
there is no master for expense report
period 50, only one email is out when user
found in this category.
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Created and Pending Submission

This type of reminderis designed to remind any user who has an expense report that was created but
never submitted aftera pre-defined number of days have passed. So, forexample, you could use this
reminderto remind a userwho hasa reportendingon 30th June, but has not submitted it for another7
days (which is the pre-defined configurable value) till 7th of July. So, on 8th July, a reminderemailwould
be sent. This email could again be sentas per the recurring schedule defined on the reminderjob.
Reminder email will be sentonly if the criteria described above is met.

G gorilla Hello, Admin GorilluExpense
-

Home  ExpenseReports  Analytics  Integration  Settings ~ Billing  Masters  ProjectMasters ~ HCPMasters  TimesheetMasters  Support

Create Reminder

* Fields in bold are required

Reminder Type Expense X v

Name Expense Report Created But Pending

Category Created and pending Submissix1 v

Schedular Type Reminder X v

To #Use

cc #Manage

Email Subject #FirstName #LostName There are expense reports pending for submission

Greetings <br-<br=#FirstName #LastName, You have not submitted bank transactions for
the [ast_#DurationinActionDays days =br><br=Please visit the following link fo submit any
outstanding expense bank transacfions-<br= #ApplicationLink <br=<br> #Details <br=
<br=Regards, <br=The Gorilla Expense Team

Email Bocly

Duration Inaction (duys)

Recurring Panel

Repeat Daily X v

Every DGY(S)

Starts On 7/7/2017

Backto List

© Copyright 2009-2020 Gorilla Expense | Powered by Gorilla Expense | Terms Of Service | Privacy Policy | QCWEBAPPSVMI

Figure 5k
Reminder Configuration
ReminderType : Expense
Name : Expense Report Created But Pending For Submission
Category : Created and Pending Submission
Scheduler Type : Reminder
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To : #User (This will send the reminderto the user. The hashtag user will be
replaced by the user’s email address)

cC #Manager (This will CC the managerthe hashtag manager will be replaced
by the manager’s emailaddress)

Email Subject #FirstName #LastName There are expense reports pending for
submission!(This can be any email subjectyou desire to have —the hashtags will be replaced by actual
values. Referthe table below to understand which hashtags are available to be put in the Email Subject)
Email Body Greetings,<br><br>#FirstName #LastName, You have not submitted bank
transactions forthe last #DurationlnActionDays days.<br><br>Please visit the following link to submit any
outstanding expense bank transactions-<br>#ApplicationLink <br><br> #Details

<br><br>Regards,<br>The Gorilla Expense Team (This can be any email body you desire to have — the
hashtags will be replaced by actual values. Referthe table below to understand which hashtags are
available to be put in the Email Body)

Duration InAction Days

7

Recurring Panel (e.g. Setto remind the usereveryday)

Repeat Daily
Every 1 Days
Stats On 7/7/2017
Ends On Never

The following hashtags are available for “Created and Pending Submission” type of the reminder:

Unsubmitted Bank Transaction
Hash Tag Name Description Email | Email | Email Email
To cC Subject | Body
#User Replace the user email To address v X X X
#Manager Replace the manager email CC address X v X X
#FirstName Replace the user first name X X v v
#lastName Replace the user last name X X v v
#DurationInActionDays Replace the days (In number) from which X X v v
user has not taken any action
#ApplicationLink Replace the application link (URL) from X X X v
TblSettings
#ExpenseConfNo Replace the expense confirm id (after X X X X
submit or resubmit)
#UnsubmittedBankTransactionCount | Counter for unsubmitted bank X X v .
transactions
#Details This tag added to send consolidated bank | X X X v
transaction details into reminder email

Pending Approval Reminder:

This type of reminderis designed to look forany expense reportthat has notbeen approved since more
than "Predefined Number of Days" since it was submitted. This email could again be sentas per the

recurring schedule defined on the reminderjob. Areminderemail will be sent onlyif the criteria

described above is met.
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ts-gorMa
-
Home ExpenseReports  Analytics Integration Settings ~ Billing Masters ~ Project Masters HCPMasters  Timesheet Masters
Create Reminder
* Fields in bold are required
Reminder Type Expense X v
Name Reminder For Pending For Approva
Category Pending Approval Reminder X
Schedular Type Reminder X v
To #Manage
cc
Email Subject here are expense repo your approval!
Grestings, <BR=Reminder - There are exPense reports :enmn% your approvall Please login
to approve the expense report. The details are as follows: #Defalls. The login URL is
#ApplicationLink<BR=<BR=Regards, <BR=Gorilla Expense
Ermail Bodly

Duration Inaction (duys)‘

Recurring Panel

Repeat Weekly X v
Every

Repeat On

Sun « Mon Tue Wed Thu

Starts On f3f201

Ends

(@ Never

Oon
Back to List

© Copyright 2008-2020 Gorilla Expense

Powered by Gorilla Expense

week(s)

Fri Sat

Terms Of Service | Privacy Policy | QCWEBAPPSVMI

Support

Hello, Admin GorillaExpense

Reminder Configuration

ReminderType

Name

Category

Scheduler Type

To :

will be replaced by the manage
Email Subject

Email Body

Figure 5l

Expense
Reminder For Pending For Approval
Pending ApprovalReminder
Reminder

#Manager (This will send the reminderto the manager. The hashtag user

r’s email address)

There are expensereports pendingyourapproval! (This can be any
email subject you desire to have —the hashtags will be replaced by actualvalues. Refer the table below to
understand which hashtags are available to be put in the Email Subject)
: Greetings,<BR>Reminder - There are expense reports pending your
approval! Please login to approve the expense report. The details are as follows: #Details. The login URL is
#ApplicationLink<BR><BR>Regards,<BR>Gorilla Expense (This can be any email body you desire to have —
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the hashtags will be replaced by actual values. Referthe table below to understand which hashtags are
available to be put in the Email Body)

Duration InAction Days : 7

Recurring Panel (e.g. Setto remind the userevery week on Monday)
Repeat : Weekly

Every : 1 Week(s)

RepeatOn : Mon

Stats On : 7/3/2017

Ends On : Never

The following hashtags are available for “Pending Approval Reminder” type of the reminder:

Pending Approval Reminder
Hash Tag Name Description Email | Email | Email Email
To cC Subject | Body

#User Replace the user email CC address X X X X

#Manager Replace the manager email To v X X X
address

#FirstName Replace the user first name X X X X

#LastName Replace the user last name X X X X

#DurationIinActionDays Replace the days (In number) from X X X X
which user has not taken any action

#ApplicationLink Replace the application link (URL) X X X v
from ThiSettings

#ExpenseConfNo Replace the expense confirm id (after | X X X X
submit or resubmit)

#UnsubmittedBankTransactionCount | Counter for unsubmitted bank X X X X
transactions

#ExpenselineDetails This tag applicable in case of line level | X X X X
reminders to send expense details to
manager.

#Details This tag added to send consolidated | X X X v
expense details into reminder email

Unsubmitted Bank Transaction Reminder:

This type of reminderis designed to checkif a userhas any un-submitted transactions imported from the
credit card feed that were imported more than the "Predefined Number of Days" ago, but not attached to
an expense report. This “Predefined Number of Days” can be any number of days greaterthan 0. The
reminder email could be sentas per the recurring schedule defined on the reminderjob. Reminder email
will be sentonly if the criteria described above is met.
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w gor‘illa Hello, Admin GorilluExpense
-

Home ExpenseReports  Analytics Integration ~ Settings ~ Billing Masters ~ Project Masters HCPMasters ~ TimesheetMasters  Support

Create Reminder

* Fields in bold are required

Reminder Type Expense X v

Name Reminder For Unsubmitted Bank Tran:

Category UnSubmitted Bank Transactionxe v

Schedular Type Reminder X v

To #User

cc #Manager

Email Subject #FirstName #LastName have not submitted bank transaction for the last #Dur

Greetings, <br=<br=#FirstName #LastName, You have not submitted bank transactions for
the last_#DurationinActionDays days.<br=<br=Please visit the following link to submit any
outstanding expense bank fransacfions-<br= #ApplicationLink =br=<br= #Details <br=
<br=Regards,<br=The Gorilla Expense Team

Email Bocly

Duration Inaction (duys)

—Recurring Panel

Repeat Weekly X v

Every Week(s)
Repeat On
Sun « Mon Tue Wed Thu Fri Sat

Starts On 7/3/2007

Ends
(@ Never

Oon

Back to List

© Copyright 2009-2020 Gorilla Expense | Powered by Gorilla Expense | Terms Of Service | Privacy Policy | QCWEBAPPSVMI

Figure 5m
Reminder Configuration
ReminderType : Expense
Name : Reminder For Unsubmitted Bank Transaction
Category : Unsubmitted Bank Transaction Reminder
Scheduler Type : Reminder
To : #User (This will send the reminderto the user. The hashtag user will be
replaced by the user’s email address)
cC : #Manager (This will CC the managerthe hashtag manager will be replaced
by the manager’s emailaddress)
Email Subject : #FirstName #LastName have not submitted bank transaction for the last

#DurationInActionDays days (This can be any email subject you desire to have —the hashtags will be
replaced by actualvalues. Refer the table below to understand which hashtags are available to be putin
the Email Subject)
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Email Body : Greetings,<br><br>#FirstName #LastName, You have not submitted bank
transactions forthe last #DurationlnActionDays days.<br><br>Please visit the followinglink to submit any
outstanding expense bank transactions-<br>#ApplicationLink <br><br> #Details
<br><br>Regards,<br>The Gorilla Expense Team (This can be any email body you desire to have — the
hashtags willbe replaced by actualvalues. Refer the table below to understand which hashtags are
available to be putin the Email Body)

Duration InAction Days : 7

Recurring Panel (e.g. Setto remind the userevery week on Monday)
Repeat : Weekly

Every : 1 Week(s)

RepeatOn : Mon

Stats On : 7/3/2017

Ends On : Never

The following hashtags are available for “Unsubmitted Bank Transaction” type of the reminder:

Unsubmitted Bank Transaction
Hash Tag Name Description Email | Email | Email Email
To cC Subject | Body
#User Replace the user email To address v X X X
#Manager Replace the manager email CC address X v X X
#FirstName Replace the user first name X X v v
#LastName Replace the user last name X X v v
#DurationInActionDays Replace the days (In number) from which | X X v v
user has not taken any action
#ApplicationLink Replace the application link (URL) from X X X 8
ThlSettings
#ExpenseConfNo Replace the expense confirm id (after X X X X
submit or resubmit)
#UnsubmittedBankTransactionCount | Counter for unsubmitted bank X X ¥ ¥
transactions
#Details This tag added to send consolidated X X X X
expense details into reminder email

Pending Approval Reminder (Escalation):

This type of reminderis designed to trigger the escalation reminder if the managerdoes notapprove the
reports for "Predefined Number of Days" since it was submitted. This escalation email is sent to the
escalation contact maintained on the user’s profile whose expense has not been approved by his manager
for more than the pre-defined number of days. This email could again be sentas perthe recurring
schedule defined on the reminderjob. Areminderemail will be sentonlyif the criteria described above is
met.



F gnrilla Hello, Admin GorillaExpense
-

Home Expense Reports Analytics Integration Settings Billing Masters Project Masters HCP Masters Timesheet Masters Support

Create Reminder

* Fields in beld are required
Reminder Type Expe X v
Name
Category ending Approval Re der (Esxa v
Schedular Type eminder X v
To
cc
Email Subject
GrEE]"Ps <BR=Reminder - There are expense reports FEHH\E for the approvall The details
are as followed: Please lgin o view the defalls #Details =BR=The login URL Is
#App| cationLink<BR=<BR> Regards, <BR=Gorlla Expense
Email Body
“
Duration Inaction (days)
Recurring Panel
Repeat Da X v
Every Day(s)
Starts On
Ends
@ Never
Don

erms Of Service | Privacy Policy | QCWEBAPPSVMI

Figure 5n
Reminder Configuration
ReminderType : Expense
Name : Escalation - Pending Approval Reminder
Category : Pending Approval Reminder (Escalation)
Scheduler Type : Reminder
To : #EscalationContact (This will send the reminder to the escalation contact
maintained on the user profile. The hashtag user will be replaced by the contact’s email address)
CcC : #Manager (This will CC the managerthe hashtag manager will be replaced
by the manager’s emailaddress)
Email Subject : Escalation: The expense reports are notapproved (This can be any

email subject you desire to have —the hashtags will be replaced by actualvalues. Refer the table below to
understand which hashtags are available to be putin the Email Subject)

Email Body : Greetings,<BR>Reminder-There are expensereports pending for the
approval! The details are as followed: Please login to view the details. #Details. <BR>The login URL is
#ApplicationLink<BR><BR>Regards,<BR>Gorilla Expense (This can be any email body you desire to have —
the hashtags willbe replaced by actualvalues. Refer the table below to understand which hashtags are
available to be putin the Email Body)

Duration InAction Days : 7



Gorilla Expense Application - Admin Guide

Recurring Panel (e.g. Setto remind the userevery week on Monday)

Repeat Daily
Every 1 Day(s)
Stats On 6/16/2017
Ends On Never

The following hashtags are available for “Pending Approval Reminder (Escalation)” type of the reminder:

Pending Approval Reminder(Escalation)

expense details into reminder email

Hash Tag Name Description Email | Email | Email Email
To cC Subject | Body
#User Replace the user email CC address X X X X
#EscalationContact Replace the escalation contact email
; v X X X
from manager user profile To address
#Manager Replace the manager email To address X v X X
#FirstName Replace the user first name X X X X
#LastName Replace the user last name X X X X
#DurationInActionDays Replace the days (In number) from which
g X X X X
user has not taken any action
#ApplicationLink Replace the application link (URL) from
- X X X v
ThiSettings
#ExpenseConfNo Replace the expense confirm id (after
; : X X X X
submit or resubmit)
#UnsubmittedBankTransactionCount | Counter for unsubmitted bank
) X X X X
transactions
#ExpenselineDetails This tag applicable in case of line level
reminders to send expense details to X X X X
manager.
#Details This tag added to send consolidated X X X -

Reset Password for all Users

Admin usercan resetthe password forall the users or selected user(s) by choosing the “Reset Password
for All Users” link on the settings page. On choosing this option an email notification is sentto all or

selected user(s) regarding the password beingreset. This functionality has made it easy for the admin to
resetsingle or multiple user passwords on one screen with a few clicks.

BillingModule Reports (g i
PreExpenseLabel_singular T e Zm
Reset Password For All Users ®
PreExpenselabel_Plural =Zw
Reset Password
ProjectManagerEmail (4 m}
Show Only New Users
EnablePreApprovals =
User Name Email
e Admin GorillaExpense ProdSupport@gorillaexpense.com
Pirablesubmitiedransactions Joe smith employeel@prodsupportcom zo
Alex Jones manageri@prodsupport.com
DoNotAutoApproveFirstLevel Sam Rockwell employee2@prodsupport.com [rzg o}
David Patrick manager2@prodsupport.com
EnableMultiLineApproval Eric Miller manager3@prodsupportcom [zdn}
EnablemMultipleDestinations Zm
P
HideOriginalTransactionONPDF NO 24 m}
Create New Update settings from web.config Sync User(s) With Central Database I Reset Password For All Users I
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Billing

This functionality is not enabled by default. Itis enabled only for users who are subscribing to our “Per
Report” or “Per User” subscription. When the settings for this feature is successfully enabled, the "Billing"
menu will be activated and visible for admin users only

G gorilla Hello, Admin GorillaExpense
-

Home ExpenseReports  Analytics Integration Settings Billing]  Masters Project Masters HCPMasters ~ TimesheetMasters ~ Support

Dashboard Expense Reports
23-May-2021 To 29-May-2021 ~
Expense Report Submissions Expense Report Approvals Expense Report Postings

0/14 User(s) 0/0 Amount

Figure 6

Under"Billing" "Subscriptions" menu will be visible.

Subscriptions

In subscriptions the admin can see the report bucket subscribed, the available reports, used reports, the
validity period, whether the subscription has expired oroversubscribed.

Home ExpenseReports ~ Timesheets  Analytics  Integration  Settings  Billing ~ Masters  ProjectMasters ~ HCPMasters  TimesheetMasters  Support

Subscriptions Audit Trail
Subscription Name Total Reports Used Reports Available Reports Valid From Valid To Expired? Over Subscribed? Action
WaemsPro-mMay-21-May-22 720 20 700 5/13/2021 5/12/2022 No No View

Figure 6a

The action button gives a detailed view of the reports consumed (stating the expense confirmation
number, user, user email, vendor, company, BU and expense report status) the admin can export these to
a PDF and excel.
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Details View and Export

Expense Confirmation Number User Email Vendor Company Business Unit Expense Report Status
GESI4 Mia Luke mluke @prodsupport.com PS002 Contoso Wealth AP Approved
GEB21 Laura Weidman lweidman@prodsupport.com PS004 Contoso Wealth AP Approved
GE191 William Cassidy bcassidy @prodsupport.com PS008 Contoso Wealth AP Approved
GEN48 Victor Camacho veamacho @prodsupport.com PS010 Contoso Wealth AP Approved
GEN47 Hector Torres htorre @prodsupport.com PS013 Contoso Wealth AP Approved
GEN46 Evi Ciriaco eciriac@predsupport.com PS04 Contoso Wealth AP Approved
GEN45 Noah Demmin ndemmi@prodsupportcom PS005 Contoso Wealth AP Approved
GEll44 Timothy Mihaltan tmihalto @prodsupport.com FS001 Contoso Wealth AP Approved
GEN43 David Dolan ddolar @prodsupport.com PS007 Contoso Wealth AP Approved
GEN42 John Villarreal Jvillarreal @prodsupportcom PS008 Contoso Wealth AP Approved

Figure 6b

Billing Report x

4 4 [ Jofr b I @ [ rind|nex |W+| @

Billing Report | e | Gzaila, . .
Subscription Word

Figure 6b

Gorilla expenseisresponsible to add the subscription plan and validity details for the client. When the
client admin logs in tothe system, used reports and available reports are auto calculated by the system.

The system also tracks the validity of the subscription plan and triggers 45and if it’s expired or
oversubscribed.

In such cases the emails are triggered to the configured email-ids in the system.
These emails are triggered at the followingintervals

1. 45 days prior to expiry of subscription
2. Usedreportsreach 80 percent of the total reports

Masters

The Masters button when clicked expands into multiple fields. This is where various parameters specificto
different functions within the application are defined and stored. During initial setup of the application,
Gorilla Expense willsetup certain parameters perthe requirements of the customer.

The sub-sections are described as follows:
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User
Business Unit
Company
Cost Center

User

A userfield provides a list of users that have been setupin the application. The initial screen, as shown
below in Figure 6 is a list of all usersin the system. Atthe bottom of the page is a Create New button. This
can be usedtocreate a new profile.

orilla Hello, Admin GorillaExpense @
E gEXDEnSC

Home Expense Reports Analytics Integration Settings Billing Masters Project Masters HCP Masters Timesheet Masters Support

@ Use this page to manage application users.

Search User(s)

User Code Vendor Number

First Name Last Name

company —Seloct— x v Business Unit —Select— R

Hide Disabled Users v

[ _soarcn J| resot

User Code Vendor Number First Name Last Name Email Role Company Business Unit Disabled User? License Type Action
PS002 PS002 Alex Jones managen@prodsupportcom Ok-Executive Contoso wealth No Both

PSO01 PSOO1 Joe Smith employeel@prodsupportcom O-Executive Contoso Weaith No Both

@ Copyright 2008-2020 Gorilla Expense | Powered by Gorills Expense | Terms Of Service | Privaicy Policy | QCWEBAPPSVMI

Figure 7a

Search button
Profiles already existingin the system can be searched usingthe search button. Below screen (Figure 7)

shows the search process of users

0 Use this page to manage application users.

Search User(s)

User Code Vendor Number
First Name Joe Last Name
Company -—-Select-- X v Business Unit —Select—- X v

Hide Disabled Users

UserCode VendorNumber  FirstName LastName Email Role Company BusinessUnit  DisabledUser?  License Type  Action

PS001 PS001 Joe Smith employeel@prodsupportcom Ol-Executive  Contoso Wealth No Both

Create New
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Figure 7b
To search any user, follow the below steps

1. Entereitherall or any of the following

Usercode

First name

Last name

Select company name

Select business

Click on Search button

List of users with similar search criteria will be shown.

The list will also have disabled users

The list can be navigated with Next, Previous, Firstand Last buttons

® oo o e

ok wbd

Create New
The basic information for all users is shown in this view (Figure 8) such as — User Code, First and Last
Names, Email, Phone Number, Business Unit, Disabled status and Action. If any of these parametersare to

be changed, the admin can click on the Action icon. Once clicked the view is as shown in Figure 8. Table 1
offers a brief description of the various fields.

Create User

User Code Vendor Number

First Name Last Name

Mileage Type

Figure 8

To add user, follow the rules mentioned in the grid below

Field Description Validation Mandatory
UserCode Enter employee HR code - this field is Alphanumeric, | Yes
applicable if exportingexpensedatatoa with special
payroll system or importing data from Travel characters

Booking Back Office System. If you are not
going to do any of this, you can leave the field
empty andit will be defaulted toVendor
Number




Vendor Number Enter employee vendornumberasspecifiedin | Alphanumeric, | Yes
the ERP/Accounting system with special

characters

First Name Employee First Name Alphanumeric, | Yes

with special
characters

Last Name Employee Last Name Alphanumeric, | Yes

with special
characters

Password By default, it is set to current “YYYYMM”. Yes
Example: “202105”

Email Employee emailaddress. This should be a valid | Alphanumeric, | Yes
email, as this will become the user'slogin with special
username and be used forall future characters
communications by the system

Phone Number This is the phone numberof a user Numeric Optional

Mileage Rate This has to be entered as a numeric value, it Numeric Yes
can vary for different usertype like the mileage
rate can be differentforemployee and
manageror can be defaulted to a single value

Unit of Travel Selectbetween Miles or KMS. This is used Yes

while calculating mileage distance between
start and end address using Google Maps

AddressLinel Enter User’s Address Line1l. Field is typically Alphanumeric, | Configurable
disabled, but can be enabled or disabled if with special
required. Similarly, if enabled, the field can be characters
made optional or mandatory

AddressLine2 Enter User's Address Line2. Field is typically Alphanumeric, | Configurable
disabled, but can be enabled or disabled if with special
required. Similarly, if enabled, the field can be | characters
made optional or mandatory

Address Country Enter User’s Address Country. Field is typically | Alphanumeric, | Configurable
disabled, but can be enabled or disabled if with special
required. Similarly, if enabled, the field can be characters
made optional or mandatory

Address State Enter User’s Address State. Field is typically Alphanumeric, | Configurable
disabled, but can be enabled or disabled if with special
required. Similarly, if enabled, the field can be characters
made optional or mandatory

City Enter User’s City. Field is typically disabled, but | Alphanumeric, | Configurable
can be enabled ordisabled if required. with special
Similarly, if enabled, the field can be made characters
optional or mandatory

Zip code Enter User’s zip code. Field is typically disabled, | Numeric Configurable
but can be enabled or disabled if required.
Similarly, if enabled, the field can be made
optional or mandatory

UserType Categorize users as 'Manager' or 'Employee’. Yes
Managers can create as wellas approve
expense reports. Employee type of usercan
only create and submit expense reports

Role Assigned Enter differentRolesasneeded. (Roles are Alphanumeric, | Yes




usedto segmentusers. Users assignedtoa
specific Role will only see Expense Typesand
Report Typesallocated to that Role). If none of
this is applicable to you, just defaultto
CORPORATE. For more details on the role
function see Role below

with special
characters

Assigned to Manager | See ManagerApproval section below this Table | Valid email-id | Yes
Multi-Level Approval | See ManagerApproval section below this Table | Valid manager | No
also see notes below the table email-id who
is existing in
the system
Expense Status The expense status before approvalby a Yes
Before Approval manageris typically setto Submitted to
Manager See Manager Approval section below
this Table
Expense Policy Limit | The amount of policy limit can be sethere Numeric No
Timesheet Manager | See ManagerApprovalsection below this Table | Valid email-id | No
Timesheet Status The timesheet status before approval by a No
Before Approval manageris typically setto Submitted to
Manager
Company Enter company name. If you have multiple Alphanumeric, | Yes
companies, assign users to respective with special
company. This field could be used to derive characters
accounting segmentinformation while
integrating with GP or Dimension information
while integration with NAV
Business Unit List business unitthat userbelongsto, if any. Alphanumeric, | Yes
Else, defaultto NA. This field could be usedto | with special
derive accounting segmentinformation while characters
integrating with GP or Dimensioninformation
while integration with NAV
Default currency Enter the 3 letters currency code the user gets | Should be a Yes
reimbursedin. For example, USD or CAD valid currency
presentin the
currency
master
Cost center List cost centerthat user belongs to, if any. This | Alphanumeric, | Yes
field could be used to derive accounting with special
segmentinformation while integrating with GP | characters
or Dimension information while integration
with NAV.
APGLCode Enter user specificReimbursable AP GL code Alphanumeric, | No
for userif applicable with special
characters
User Group Enter user group that userbelongs to, if Alphanumeric, | No
applicable. This field could be used to derive with special
accounting segmentinformation while characters
integrating with GP or Dimensioninformation
while integration with NAV
VAT1 GLCode Enter userspecificVAT1 AP GLcode, if Alphanumeric, | No

applicable Else leave empty

with special
characters




VAT2 GLCode Enter userspecificVAT2 AP GLcode, if Alphanumeric, | No
applicable Else leave empty with special
characters
VAT3 GLCode Enter userspecificVAT2 AP GLcode, if Alphanumeric, | No
applicable Else leave empty with special
characters
Team/Project If the useris assigned to a specific teamor Alphanumeric, | No
projectthen the options will be shownin the with special
drop down characters
Disabled User By selecting Yes, a userwill be disabled and will | Radio button | No
not be able to access their account
Save Whensaveiis clicked, a new useris created Action button
Back to List This button will take the admin back to the Action link
user list
Table 1
Note:

Gorilla Expense offers two kinds of Manager Approval Workflows

a) Managerapproval by SIMPLE HIERARCHY - Here, employee submits it to MGR1 and after MGR1 has
approved, it goesto MGR2.

b) Managerapproval by AMOUNT - Here, if employee submits areport whose with a value < $ expense
policy type, then only MGR1 has to approve and it is done. If employee submits areport with a value > $
expense policy type, then after MGR1approves, it will be sentto MGR2 for approval.

Manager Approval

Gorilla Expense can be setup to follow a multi-level manager approval process. The multi-level manager
approval can be setup differently for different users. In this setup, multiple levels of manager approvals
can be defined in the system by the admin and different managers can be assigned to these levels. This
mechanism can be broken into two formats (only one format can be enabled at a time). They are:

1) Multi-level Approval by Standard Hierarchy: In this mechanism, the multi-levelapproval process will
follow a standard hierarchy as defined by the admin. For example, let’s say there are two managers
setupin the system, viz., Joe (Managerl) and David (Manager2).Joe 1 will be listed under‘Assigned

to Manager’ as shownin Figure 8a and David will be listed underthe ‘Multi-Level Approval’ button as
shown in Figure 8b.

Edit User

User Code vendor Number

First Name Last Name

wmileage Type

Back to List



Figure 8a

Multi-Level Approval x

Add New Approval Level

Assign To Manager(s) Expense Status Before Approval
Already Assigned Approval Level(s)
Assign To L4C|nagcr(a) Expense Status Before Approval
manager3(@prodsupportcom X Manager Approved - Level 2~ Remove
manager2@prodsupportcom X Manager Approved - Levell  ~
P
Figure 8b

In the example shown in Figure 8a and 8b, when a usersubmits an expensereport, the report will first be
submitted to Joe. Once Joe has approved the report, the status will be changed to Manager Approved.
Afterthis, the report will be routed to David. As seenin Figure 8b, the ‘Expense Status before Approvals’
for David is set to Manager Approved. Since David is the final manager, once David approves, the status
will change to “Manager Approved — All Levels” and the reportis considered complete.

Note that if there is only one manager(Manager 1) required for a particular employee butthe company
workflow still includes more than one level of managerapprovalstatuses, then Manager 1 must be setup
at both levels for that employee. This will ensure that the workflow is maintained and the email
confirmation messages work correctly. In this case, Manager 1 will only need toapprove the reportonce.
And similar to the previous example, whenthe reportis approved, the application will change the status
to Manager Approved —All Levels.

If additional levels of manager approval are needed, the admin must first create new statuses under
Masters > Status. Once these statuses care created, they will be available in the ‘Expense Status Before
Approval’ drop down list shown in Figure 8b. From there, respective managers can be associated to the
specific statuses.

Here is a typical table for several layers of manager approval and the respective statuses as shown in
Table 2

Step | Action Status in system Routed to

1 Employee submitsa report Submitted to Manager Manager1

2 Manager1 approvesreport Manager Approved —Level 1 Manager 2




3 Manager 2 approvesreport Manager Approved —Level 2 Manager 3 (Final)
4 Manager 3 approves report Manager Approved —All Levels -

Table 2

After step 4, the report will now be available to AP/Accounting to be pushed to the accounting system.
Also, the employee will be intimated that the report has been approved atthe final level.

Multi-Level Approval by Expense Policy Limit: In this mechanism, the multi-level approval workflow will
dependonthe expensereportamountsetup foreach userby the ad min in the respective user’s profile.
Depending on the amount defined, additional levels of approval will be activated. Compared to the
standard hierarchy, a new field is available here, called ‘Expense Policy Limit’ as show in Figure 9a. Figure
9b shows the next level of managerapproval.

Add New Approval Level

Assign To Manager(s) Expense Status Before Approval Expense Policy Limit
Submitted for Authorization  ~ | 200 m
Figure 9a
Multi-Level Approval ¥

Add Now Approval Lovel

Assign To Manogo rs) Expansa Stotus Before Approval Expansa Polcy Limat

--Saloct- v | 0.00 m

alroady Assigned Approval Level(s)

Aszsign To Manogon s ] Expensa Status Bofore Approval Expensc Policy Lamit

dovidipgmailcom X Managor Approvad = | 200,00

Figure 9b

In this example shown in Figure 9a and 9b, the expense policy limit has been set to $200 and the two
managers are Joe (Managerl) and David (Manager2).Joe has been setin ‘Assigned to Manager’ field
similar to Figure 8a (not shown in Figure 9a) and David has been set at the next level as shown in
Figure 9b. Note that the report’s status will be ‘Manager Approved’ before David receives it, as
defined in the ‘Expense Status Before Approvals’ list shown in Figure 9b. It is also important to enter
the ‘Expense Policy Limit’ value here forthe multi-levelapproval to work correctly. Logically, the value
sethere must match the value setin the previous page as shownin Figure 9a.




In this example, if a user’s expensereportis less than $200, only Joe will need to approve the expense
report. In this case, when Joe approves the expense report, the status will change to Manager
Approved—All Levels and the reportis considered to be complete.

If the report amount is greater than $200 and it has been approved by Joe, the status will change to
Manager Approved. Next, it will be routed to David for the second and final approval. After David has
approved the expense report, the status will change to Manager Approved — All Levels and report is
considered to be complete. Note that in cases where Managerl and Manager2 are setup to be the
same for a user, the application will intelligently change the status to Manager Approved — All Levels
in order to preventdouble approvals by the same manager. When the reportis greaterthan $200, the
employee will be alerted that multiple levels of managers will need to approve the report since the
report’s value has crossed the $200 expense policy limit.

Note that when the standard hierarchy format is selected, the Expense Policy Limit field will not be
seenin a user’s profile.

Bulk upload/update the users and assign manager/approver

Usingthe Gorilla Integration app admin can bulk upload/update the user profiles and assign the
managers/approverin the system. For more details on how to upload/update the user profiles and assign
the managers/approver using the Integration app please click here.

Bulk Redirect Expenses Pending Approval by Manager

The Bulk redirect expenses functionality is used to redirect expenses pending approval by one managerto
another manager by selecting the “Redirect Expenses” link on the Edit Userscreen, the redirected
expenses can be approved on behalf of the original manager. This feature is available only for users under
usertype manager, whenthe manageris not available for a certain period of time then the admin can
bulk redirect the expenses of such managers to available managers for approval. The major advantage of
this is it helpsin cutting delays and keepsthe approval process moving ahead the redirected expenses are
visible to both the original as well as redirected manager, this feature is only for redirecting expenses and
not transfer of responsibility - it is used as a short-term arrangement.


https://gorillaexpense.freshdesk.com/support/solutions/articles/1000171636-employee-data-import-tutorial
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G gorilla Hello, Admin GorillaExpense
-
Home Expense Reports Analytics Integration Settings Billing Masters Project Masters HCP Masters Timesheet Masters Support

@ use this page to edit user information
Edit User Audit Trail

* Fields in bold are required

User Code PS002 Vendor Number PS002

First Name Alex Last Name Jones

Email manager@prodsupport.con

Hire Date 4/6/2020 Termination Date

Phone Number Mileage Type Mileage Rate x v

License Type Both X unit Of Travel ® Miles O KMS
view/add Mileage Rate

user Type Manager x v Role OF-Executive x v

manager@prodsupportcom x
Expense Status Before

Expense Manager Submitted to Manage x v

Approval
Multi-Level Approval

Company Contoso X ~ Business Unit Wealth x
Default Currency US Dollg x v Cost Center —Select-- v
AP GL Codle User Group

Disabled User? Yes® No Team --Select-— x v
Windows Or Network Id —-Select-— X v

Escalation Contact Language —-Select— x v

Back to List
Reset Password  Out of Office Settings | Redirect Expenses || Transfer Approval Responsibility  Advanced Authorizations  Misc Fields

© Copyright 2008-2020 Gorilla Expense | Powered by Gorilla Expense | Terms Of Service | Privacy Policy | QCWEBAPPSYMI

Figure 9c
Transfer Approval Responsibility

Using this functionality Admin can transfer approvalresponsibility from one manager to another by
selecting the “Transfer Approval Responsibility” link on the Edit Userscreen, so going forward all the
original managerial responsibilities are transferred to the new manager. This feature is used whena
manager leaves the organization and his subordinates are assigned toa new manager, in this case the
admin can use this feature to allocate the previous /current expenses to the new managerforapproval.
This is a permanent change and cannot be revoked in the system. This functionality is also usefulin the
case whenthe employee/manager moves from one department/location to another, managerial activities
and approvals will instantly be taken over by the transferred manager.
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orilla
E ge:(uense

Hello, Admin GorillaExpense @

Home  ExpenseReports  Analytics  Integration ~ Settings  Billing  Masters  ProjectMasters  H(PMasters  TimesheetMasters  Support
@ Use this page to ediit user information.
Edit User Audit Trail
* Fields in bold are required
User Code PS002 Vendor Number PS002
First Name LastName nes
Email managen@prodsupport.cor
Hire Date 6/2020 Termination Date
Phone Number Mileage Type Mileage Rate X v
License Type Bott X v Unit Of Travel ® Mias @ KNS
View/Add Mileage Rate
User Type Monager X v Role O-Executive X v
' manageri@prodsupportcom x|
Expense Manager Expanss Bt Betore SbitedtoManager % v
Muiti-Level Approval
Company Contoso x v Business Unit Wealth x v
Default Currency Us Dollar x v Cost Center clect v
AP GL Code User Group
Disabled User? Yes® No Team —Sselect—- x v
Windows Or Network Id —seloct— X v
Escalation Contact Language —Select— X v

Reset Password Out of Office Settings  Rediirect Expenses

Transfer Approval Responsibility || Advanced Authorizations

Misc Fields

© Copyright 2009-2020 Gorilla Expense | Powered by Gorilla Expense | Terms Of Service | Privacy Policy | QCWEBAPPSVMI

Figure 9d

@ usothis page to edit user information.

Edit User Audit Trail

Select manager who you would like to transfer Alex Jones approval responsibility  *
* Fields in bold are required

to
User Codo ;
Transfer Responsibility To Select Some Options
FirstName
Email
Hire Date

Phone Number

Mileage Rate

Out of Office Settings

This functionality is available only for usertype as manager. When the manageris outon vacation or for
any otherbusiness purpose, he/she can enable the out of office settings this then redirects all the
expensestothe new redirected manager. The admin can also enable the out of office settings on behalf
of the manager. This feature is time bound and is revoked onthe end date to the original manager. It
gives the flexibility to the managerto redirect the expense reports to his counterpart during vacation
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w illa Hello, Admin GorillaExpense @
9O¥ehse

Home  ExpenseReports  Analytics  Integration  Settings  Billing  Masters  ProjectMasters ~ H(PMasters  TimesheetMasters  Support

o Use this page to edit user information.
Edit User Augdit Trail

* Fields in bold are required

User Code PS002 Vendor Number PS002
First Name Alex Last Name Jones
Email manager@prodsupportcom
Hire Date 4/8f2020 Termination Date
Phone Number Mileage Type Mileage Rate % ¥
License Type Both X v Unit Of Travel ® Miles © KkMs
View/Add Mileage Rate
User Type Manager X v Role Ok-Executive X v
{ 4 Ex| Status Before
nse s
Expense Manager it Submitted to Manager X
App

Muiti-Level Approval

Company Contoso X v Business Unit Wealth X v
Default Currency _Us Dollar x v Cost Center —Select— v
AP GL Code User Group

Disabled User? @ Yes® No Team —Select— X v
Windows Or Network Id --Select— X v

Escalation Contact Language —-Select— X v

Reset Password JOut of Office Settings | Redlirect Expenses Transfer Approval Responsibility Advanced Authorizations  Misc Fields

© Copyright 20092020 Gorilla Expense | Powered by Gorilla Expense | Terms Of Service | Privacy Policy | QCWEBAPPSVMI

Figure 9e

Out of Office Settings x
@ Use this page to edit user information
Start Date 5/11/2020
Edit User

End Date 5/11/2020
* Fields in bold are required Transfer Responsibility To —Soloct— % v
User Code PS002
s
Email manag

4

Hire Date 4/8/2020 Termination Date
Phone Number Mileage Type | Mileage Rate X v
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Reset Password

This is available only for usertype as managers this feature helpsin individually resetting the password of
a single user. On choosing this option an email is sent with the new password to the useron the
configured email id in the application.

Edit User
bold

User Code Vendor Number
First Name Last Name

Email

Mileage Type
License Type x Unit Of Trave ® Mie KMS Vie
User Type X v Role

manager@prodsupport.com x
Expense Manager Expense Status Before Approval

Company X v Business Unit

Default Currency

Figure of

Advanced Authorizations

With the help of the Advanced Authorizations the admin console rights can be given to the manageruser
and that usercan access the admin menus by switching to the Admin Console. The Admin Console allows
the userto configure parameters such as create Users, set up Expense Types, Pay Methods, etc. Follow
the steps given below to provide the Admin Console access to the user.

For providing the access of the admin console to a user, edit the user’s profile. Make sure the user has the
UserType as Manager, if not then first change the User Type as Managerand Save, thenonthe user
profile you will see the link as Advanced Authorizations atthe bottom as shown below.
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User Code PS002 Vendor Number PS002

First Name Alex Last Name Jonas

Email alexj@contoso.com

Hire Date 4/6/2020 Termination Date

Phone Number Mileage Type Mileage Rate X v

License Type Both X v Unit Of Travel @ Miles O KMS view/add Mileage Rate

I User Type Manager I X v Role Ol-Executive X v

|\ davidp@conloso.com x

Expense Manager Expense Status Before Approval Submitted to Manager X v
Multi-Level Approval

Company Contoso X v Business Unit Wedlth X v

Default Currency US Dollar X v Cost Center --Select-- X v

AP GL Code User Group

Disabled User? O Yes@ No Team --Select— X v

Windows Or Network 1d Project --Select-- X v

Escalation Contact Language --Select-- X v

=n
Reset Password  Out of Office Settings  Redirect Expenses  Transfer Approval Responsibility | Advanced Authorizations f Misc Fields

Figure 9g

Click on the Advanced Authorizations link, then go to the Admin Authorization tab and selectthe Admin
Access checkbox. It will show you ‘Masters’ as the default menu selected underSelect Menu Option and
its associated sub-menus onthe popup like below. If you want to provide full admin access (admin access
to all menus and sub-menus) to the manager user, click on the Save button.

Gggrilla Hello, Admin GorillaExpense @
= ~expense

Advanced Authorization x

Manager Authorization Admin Authorization
Home  ExpenseReports  Analytics Integration

@ use this page to edit user information.

Select Menu Option Masters X v
Edit User Masters Audit Trail

Sub-Menu Admin Access

* Fields in bold are required Bank Comment Mapping Create,Read,Update,Delete  +
Business Activity Create,Read,Update,Delete v

User Code PS002 Business Unit Create,Read,Update,Delete v
City Create,Read,Update,Delete  +

First Name Alex Code Combination Rules Create,Read,Update,Delete  ~
Company Create,Read,Update,Delete v

Email alexj@contoso.col
Company Expense Type Mapping Create,Read,Update,Delete v

Hire Date 4/6/2020 Configure Label Create,Read,Update,Delete v
Cost Center Create,Read,Update,Delete v

Phone Number Country Create,Read,Update,Delete v K ~
Credit Card Reimbursement Profile Create,Read,Update,Delete v

License Type Both . sage Rate
Credit Card Scheme Create,Read,Update,Delete v

Uset Type Manager Currency Create,Read,Update,Delete v 4 X v

|\ david p@contoso.com x

Expense Manager

Submitted to Manager

Figure 9h

If you wantto provide menu-wise admin accessi.e. for specificmenus =>sub-menusthenrefertothe
below steps (i, i, iii)
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i. Admin access can be setfor each of the menus from ‘Select Menu Option’ by selectinga menu for which
access is to be set and then provide access right to its sub-menus as required.

Advanced Authorization x

Manager Authorization Admin Authorization

Admin Access

Select Menu Option Home X A

| masters| Q, |
Home
Sub-Menu
Home Project Masters te,Delete

HCP Masters

Timesheet Masters

Figure 9i
ii. You can provide specific access rights on the sub-menus. There are 3access rights:

¢ Create, Read, Update, Delete: The manager userwill be able to access the sub-menu with full
access i.e. he can create, read, update and delete the master data of the sub-menu.

¢ Read Only: The manager userwill be able to access the sub-menuinread-only mode i.e Manager
usercannot create or update the master data of the sub-menu.

¢ None:Managerusercannot access the sub-menuwhen access rightsetto ‘None’.

Advanced Authorization ®

Manager Authorization Admin Authorization

Admin Access

Select Menu Option Masters X v

Masters

Sub-Menu Admin Access

Bank Comment Mapping Create,Read,Update,Delete  ~
Business Activity tad,Update,DeIete
Business Unit None

City Create,Read,Update,Delete  ~
Code Combination Rules Create,Read,Update,Delete  ~
Company Create,Read,Update,Delete  ~
Company Expense Type Mapping Create,Read,Update,Delete  +
Configure Label Create,Read,Update,Delete  ~
Cost Center Create,Read,Update,Delete  +
Country Create,Read,Update,Delete ~

Credit Card Reimbursement Profile Create,Read,Update,Delete v

Credit Card Scheme Create,Read,Update,Delete  +

Figure 9j

iii. Click on Save to save the configuration.
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Advanced Authorization

Manager Authorization Admin Authorization

Admin Access

° Authorization Details Saved Successfully.

Select Menu Option Masters X v

Masters

Sub-Menu Admin Access

Bank Comment Mapping Create,Read,Update,Delete v
Business Activity Create,Read,Update,Delete  «
Business Unit Create,Read,Update,Delete v
City Create,Read,Update,Delete  «
Code Combination Rules Create,Read,Update,Delete v
Company Create,Read,Update,Delete v
Company Expense Type Mapping Create,Read,Update,Delete v
Configure Label Create,Read,Update,Delete v
Cost Center Create,Read,Update,Delete  +
Country Create,Read,Update,Delete v

Credit Card Reimbursement Profile Create .Read.lindate Nelete

Figure 9k

Once the user login into the application, the usercan switch to the admin console by hovering the cursor
on the user'sname.

orilla Hello, Alex Jones @
Ege)(pense

Home Expense Reports Analytics Settings sign Off

4 Expenses 2 Reports usb o 0 Reports

Pending Completion Pending Manager’s Approval Pending Payment Pending Your Approval

My Recent Expense Reports Pending Completed

& No data available

Create Expense Reports

Employee Expense Reports Awaiting Approval

& No data available

Figure 9l

42 /107



Gorilla Expense Application - Admin Guide

With the help of the Admin Console the user can access admin menus as perthe provided rights.
E gg)'(ga!e?qse Hello, Alex Jones e’
Home  ExpenseReports  Analytics  Integration  Settings  Billing  Masters  ProjectMasters ~ HCPMasters  TimesheetMasters  Support

Dashboard Expense Reports

18-Apr-2021 To 24-Apr-2021 -

Expense Report Submissions Expense Report Approvals Expense Report Postings
0/14 User(s) 0/0 Expense(s) 0/0 Amount
. . n
n
% % %
% of users who have submitted Expense Reports % of total approved Expense Reports % of total posted amount(USD)

Figure 9m

Company

In this section, the company name is set up. The initial screen, as shown below in Figure 10 is a list of all
companiesin the system. At the bottom of the page is a Create New Tab. This can be used to create a
company profile.

search Company(s) Audit Trail
Company Name Company Code
Company Name Company Code Connection String Company Logo Action

Contoso NA @ontoso Z8

Figure 10a
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Create New Company

Create Company

bold are required

Company Name

Company Code

Company Id

Connection String

MiscFieldl

MiscField2

Logo (Max Height 120 px, Max

Width 220 px,

Choose File

To add new com

Figure 10b

pany, follow below steps and rules

Field Description Validation Mandator
y
Company Enter the Name of the company Alphanumeric, Yes
Name with special
characters
Company code | Enterthe GL Code of the new company (GP/NAV Alphanumeric, No
specific field — if you are not using GP/NAV, itcan with special
be left empty. Populate this field if you have characters
company code as part of your GLAccount
segments, while pushing expenses to Great Plains).
This field can also be usedto populate a NAV
dimension. If this field is enabled the mappingcan
be configuredin the integration app
Company Id Enter the ID of the new company (GP specificfield, | Alphanumeric, No
company ID is the backend value of the company. with special
This can be found from SQL server using the characters
following SQL- SELECT cmpanyid,cmpnynam,interid
FROM dymanics.dbo.sy01500)
Connection Enter the Connection stringrequiredto connectto | Alphanumeric, No
string the Microsoft GP Web Services —if you are not with special
using GP, it can be leftempty. characters
Logo Enter the Logo of your company. This will be PNG formatimage | Yes

printed on the PDF preview of the expense report

file

Table 3

Edit Company - The pencil icon is for editing the Company
Delete Company - The Red X is to delete the Company entry.
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Business Unit

In this section, multiple business units can be set up underdifferent company names, as shown in Figure

11 a/b

Search Business Unit(s)

Company Name olect -
Business Unit Code Business Unit Description
Company Name

Business Unit Code

0100

Figure 11a

Create New Business Unit

Create Business Unit

ds in bold are required

Company -—Select— v
Business Unit Code

Business Unit Description

Figure 11b

To add new Business Unit, follow the below Steps/Rules

Business Unit Description

Field Description Validation Mandatory
Company Name | Select company if youwant the Business Alphanumeric, with | Yes

Unit to be tied to a specific company special characters
Business Unit Enter the Code of the Business unit Alphanumeric, with | Yes

(Microsoft GP/NAV specificfield - This field
can be userto derive part of the GL
Account Segment, while pushing expenses
to GP) This field can also be used to map
NAV dimension. The actual segment/
dimension mappingis donein the

code

characters -special
Length< =20
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integration app
Business Unit Enter the Business Unit description Alphanumeric, with | Yes
Description special characters
Table 4
Note:

1. If the business units are also used within the ERP/Accounting system, it is recommended that the

entries match here.
2. Business Unit Codes and Business Unit Descriptions cannot be repeated. If attempted, the application

will provide an error noting that the entry already exits.

Edit Business Unit: - The pencil icon is for editing the Business Unit
Delete Business Unit: - The Red X is to delete the Business Unit entry.

Cost Center

In this section, multiple cost centersi.e. departments can be setupin the application as shownin Figure
12a

Search Cost Center(s) Audit Trail
Cost Center Code Description

sosr

Company Business Unit Cost Center Code Description Disabled? Action

Administration No

Contoso Wealth 120

450 Marketing No

Nc

Figure 12a

Create New Cost Center

Create Cost Center

* Fields in bold are required

Company —Select— X v

Business Unit

Cost Center Code

Description

Figure 12b
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To add new Cost Center, follow the below Steps/Rules

Field Description Validation Mandatory
Company Select company if youwant the Alphanumeric, with special | No
cost centerto be tied to a specific | characters
company
Business Unit | Select Business Unit if youwant | Alphanumeric, with special | No
the cost centerto betied to a characters
specific Business Unit
Cost Center Enter the Code of the Cost Center | Alphanumeric, with special | Yes
code -also, known as Department characters

(Microsoft GP/NAV specificfield -
This field can be user to derive
part of the GL Account Segment,
while pushing expenses to GP)
This field can also be used to map
NAV dimension. The actual
segment/dimension mappingis
donein the integration app

Description Enter the description of the Cost | Alphanumeric, with Yes
Center characters -special Length
< =50
Table 5
Note:

1. If the cost centers are also used within the ERP/Accounting system, it is recommended that the
entries match here fora seamless integration

2. Cost CenterCodesand Descriptions cannot be repeated. If attempted, the application will provide an
error noting that the entry already exits

3. Forthese costcentersto be visible within a user’s or manager’s account, they must be enabled within
Report Type

Edit Cost Center: - The pencil icon is for editing the Cost Center
Delete Cost Center: - The Red X is to delete the Cost Centerentry

This feature is available underthe Masters -> Country menu. This section lists all the countries available in
the system. When the Create New button is clicked, the admin can enter new countries. Each country is
listed with a unique and abbreviated two letter country code. A country can be set to default by clicking
on the edit button and putting a check in the ‘Set As Default Country’ checkbox. Country Names and
Country Codes cannot be repeated. If attempted, the application will provide an error noting that the
entry already exits.
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F ggr‘illa Hello. Admin GorillaExpense @
= “expense

Home Expense Reports Analytics Integration Settings Billing Masters Project Masters HCP Masters Timesheet Masters Support
Search Country(s) Audit Trail
Country Name Country Code

Country ISO Code

Country Name Country Code Country ISO Code Action
Zimbabwe w ne Za
Zaire zR 180 g
Zambia ™ 894 =
South Africa za 710 g
Yernen YE 887 Za
Western Samoa ws 882 [edn]
wallis,Futuna WF are g
Vvanuatu vu 548 =
Vietnam VN 704 Za
US Virgin Is. Vi 850 Za

© Copyright 2009-2020 Gorilla Expense | Powered by Gorilla Expense | Terms Of Service | Privacy Policy | QCWEBAPPSVMI

Figure 13a

Create New Country

Whenthe Create New buttonis clicked admin is presented with the create country screen (Fig 13b), the
admin can enterfields as detailed in Table 6

w ggr‘illa Hello, Admin GorillaExpense @
XpEnse

Home  ExpenseReports ~ Analytics  Integration  Settings  Billing  Masters  ProjectMasters ~ HCPMasters  TimesheetMasters  Support

Create Country

* Fields in bold are required

Country Name
Country Code
Country ISO Code

Set As Default Country

Back to List

© Copyright 2009-2020 Gorilla Expense | Powered by Gorilla Expense | Terms Of Service | Privacy Policy | QCWEBAPPSVMI

Figure 13b
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To add new Country, follow the below Steps/Rules

Field Description Validation Mandatory

Country Name Enter the Name of the Country Alphanumeric, with Yes
special characters
Length<=20

Country code Enter the Code of the Country Alphanumeric, with Yes
special characters
Length<=20

Country SO Code | Enter the ISO Code of the Country Alphanumeric, with No
characters -special

Set As Default Check this checkbox if this country is to No

Country be shown as default country

Table 6
Note:

1. If the country is also used within the ERP/Accounting system, it is recommended that the entries

match here fora seamlessintegration.

2. Country Codes and Descriptions cannot be repeated. If attempted, the application will provide an

error noting that the entry already exits.

Edit Country: - The pencil icon is for editing the Cost Center
Delete Country: - The Red X is to delete the Cost Centerentry

This section lists all the currencies available in the system.

G gorilla
-
Home Expense Reports Analytics Integration Settings Billing Masters ~ ProjectMasters ~ HCPMasters
Currency
Currency Type Currency Code Currency ISO Code
Afghanistan Afgani
Albanian Lek
an Dina DZD o1
Andorra Pesetas ADP

Angolian Kwanza AON 024

Antillen Gulden ANG

gentina Peso

Aruba Gulden
Australian Dolla

Austrian Schilling

Figure 14a

Hello, Admin GorillaExpense

TimesheetMasters  Support

Augiit Trail

Default Action




Create New Currency

When the Create New button is clicked, the admin can enter currency related information in fields
detailed in Table 7

G: goarilla

Home Expense Reports

Create Currency

Analytics Integration Settings Billing Masters ProjectMasters ~ HCPMasters

Fields in bold are required

Currency Type

Currency Code

Currency ISO Code

Set As Default Currency

Figure 14b

Hello, Admin GorillaExpense

TimesheetMasters ~ Support

Each Currencyis listed with a unique and abbreviated three letter currency code. A currency can be set to
default by clicking on the editbutton and putting a checkin the ‘Set As Default Currency checkbox’. When
this box is checked for a particular currency, the status in the Default column will change to True. For all
othercurrencies this status will stay as False.

To add new Currency, follow the below Steps/Rules

Field

Description Validation Mandatory
Currency Type Enter the Type of the Currency Alphanumeric, with Yes
special characters
Length<=20
Currencycode | Enterthe Code of the Currency Alphanumeric, with Yes
special characters
Length<=20
Currency ISO Enter the ISO Code of the Currency Alphanumeric, with No
Code characters -special
Set As Default Check this checkbox if this No

Currency

Currency is to be shown as default Currency.
When this box is checked fora particular

currency, the status in the Default column will
change to True.

Table 7




Note:

1. If the currency is also used within the ERP/Accounting system, it is recommended that the entries
match here fora seamless integration.

2. Currency Codes and Descriptions cannot be repeated. If attempted, the application will provide an
error noting that the entry already exits.

3. Whena particular currency is setto default, the currency conversion rate in the application will be set
to 1 when that currency is selected. Note that in the application; only one default currency can be

setup.

Edit Currency: - The pencil icon is for editing the Currency
Delete Currency: - The Red X is to delete the Currency

Within Gorilla Expense, there are three options to manage the currency rate.

The first option is the standard one where the user manually enters the currency rate for each transaction
created on the web application or submitted from the mobile app.

The second option is admin can bulk update the currency rate in the system for all the foreign currencies
using integration app. The following paragraph details the second option. Also, click here for more details
and the integration app’s currency rate import template.

Using this function, as briefly discussed, the admin can ‘upload’ currency rates for all foreign currencies.
The admin has the flexibility to allocate different currency rates for different periods. The typical period to
update the currency rate is on a month-to-month basis. After the currency rates are uploaded
successfully, when the user changes the currency type in the transaction, the application will
automatically ‘pull-in” the respective rate forthat currency type relative to the date.

For example, if the currency is EURO and the rates are: 1 EURO= 2.2 USD for the month of April and 1
EURO=2.5 USD for the month of May. If the user toggles between various dates in April and May, the
conversion rate field would automatically change between 2.2and 2.5. Note that, once the currency rates
are uploaded, they are available to all users. Further, with this option, the user still has the option to
change the set currency rate manually in the application. However, any changes made by the user to the
admin defined currency rate will be logged and visible in the Audit Trail for the user, manager and admin
to see, thus maintaining full visibility for all.

Here are the mechanics to uploading the currency rate - During setup, Gorilla Expense will provide a
CurrencyRate template document. This is an Excel file with a standard format for listing all the currencies
and theirrespective rates. Figure 15 shows an example of a filled CurrencyRate template forthe month of
June, 2013. The multiplier column makes it easy to view the rates without showing too many digits after
the decimal point.

FromCurrencyID | Multiplier | CurrencyRate | ToCurrencylD | FromDate | ToDate

EUR 1 1.245 usD 06/01/13 | 06/30/13
EGP 100 14.4785 usD 06/01/13 | 06/30/13
ALL 100 0.8891 usD 06/01/13 | 06/30/13
ARS 1 0.1891 usD 06/01/13 | 06/30/13
AZN 1 1.21 usD 06/01/13 | 06/30/13
ETB 100 5.1209 usD 06/01/13 | 06/30/13
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AUD 1 0.9774 usb 06/01/13 | 06/30/13
BHD 1 2.4745 ushD 06/01/13 | 06/30/13
BDT 100 1.2148 usb 06/01/13 | 06/30/13
BAM 100 63.2698 usb 06/01/13 | 06/30/13

upload the values contained in this document (Contact Gorilla Expense to learn more about the
Integration Manager). After logging into the Integration Manager, go to File > Import Currency Rate >
Import using Excel. Here, click on Settings and browse to the CurrencyRate Excel file and click done. By
clicking on Reload at the bottom of the page, the entries will be loaded. See Figure 16. Once the entries
are loaded, click on Select All at the top left (orspecific Currency IDs) and click on Import Currency Rate(s).
The Integration Manager will upload the currencies. A green status indicates a success while a red status
indicates a failed upload. The admin can click on View Log to find the reason for the failed currency rate
upload.

Once this document s filled, the admin will need to use the Gorilla Expense Integration Manager utility to
Once the currency rate upload is done from the Integration Manager, the admin can go back to the admin
web application account under Masters > Currency Rate to confirmif the rates have been uploaded. In
Figure 17 below, asan example, we have selected the Bahrain Dinar currency forthe month of June and
the conversion rate matches row 8 from Figure 16 for confirmation.

P;‘E. lmport currency rate usngxcd o
| Select All ] l Select None ‘ | Import Currency Rate(s) I View Log ’ ’ Settings '
Select From CurrencylD Currency Rate Multiplier

ToCurrencylD From Date To Date Status

<]

1.245
0144785
| 0.008831
0.1891
|0.051209
. 09774 . |4/ [ . Sucess
.2 4745 . . » . Sucess
“L‘ 012148 N ) Sucess

0.632698 A / : 2 Sucess

0.483593 710/ : ucess

<H<H<H<H<H<H<H<H<H<!

1.205 /117, ucess

Currency Rate Upload Progress |

Total Progress p j

Wednesday, Apr 15,2020, 06:13:55 PM

Figure 16
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Currency Rate Audit Tral

From Currency 8ohrain Dina v To Currency S Dalia

From Date 8/y2020 Te Date

= 8

From Currency To Currency Currency Rate From Date To Date Action

Bahrain Dinar Us Dollar 24745000000 8/202012:0000 AM 6/20/202012:00:00 AM

Figure 17

The third optionis directly populating the currency rate for all the foreign currenciesin the system using
3rd party API - https://openexchangerates.org

Expense Type

This section lists all the expense types’ setup in the system. As seen in Figure 18a/b, the listed fields
include Expense Type category, Expense Type, Expense Type Code, Policy Applicable and Policy Limit
Amount besides the edit and delete buttons. For seamless integration with the ERP/Accounting system,
the Expense Types and Expense Type Codes setup in those systems must match the typesand codes setup
here.

Search Expense Type(s) Audit Trall
Expense Type Category Solact: v

Expense Type Expense Type Code

Policy Applicable? Seloct: v Policy Limit Amount

Receipt Policy Applicable? select v Receipt Policy Limit Amount

[ soorn | o |

Expense Type Category  Expense Type Expense Type Code  Policy Applicable? Policy Limit Amount  Receipt Policy Applicable?  Receipt Policy Limit Amount ~ Action
Mileage Mileage 3237 Not Applicable 0.00 Not Applicable 0.00 o
Other Airfare 3227 Not Applicable 0.00 Not Applicable 0.00 1]
Other Accommodation- Hotel 3228 Not Applicable 0.00 Not Applicable 0.00 ]
Hotel Hotel and Lodging 432 Not Applicable 0.00 Not Applicable 0.00 8

Meals Food 234 Not Applicable 000 Not Applicable 000 a

Figure 18a
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Create New Expense Type

When the Create New buttoniis clicked, the admin can make entries for various fields detailed in Table 8

Create Expense Type

* Fields in bold are required

Expense Type Category Mileage v

Expense Type

Expense Type Code

Policy Applicable? v

Policy Limit Amount

Receipt Policy Applicable?

Receipt Policy Limit Armount

Milzage Expense Type? o

Alternate Amount Label Distance

Alternate Rate Label

Enable Multiplier?

Disable GST\VAT?

Enable Budget Tracking?

Credte

Figure 18b

Field Description Validation Mandatory
Expense Type Enter the category of the expense, similarexpenses | Alphanumeric | Yes
Category can be categorized togetherunderone heading.

This is where expenses are tied to specific categories.

Some of the listed categories are airfare, meals, per

diem, othersetc.
Expense Type Enter the Type of the Expense, Alphanumeric | Yes

This is the description/name of the expense type.

Users will see this within the expense type drop

down field while creating a transaction
Expense Type Enter the Code of the Expense, Alphanumeric | Yes
Code

This is the corresponding code tied to the expense

type, as defined in the ERP/Accounting system. Users

of the application will not view this field
Policy Checkif policy is applicable for the expense type, Checkbox No




Applicable?

This will enable a policy limit forthe expensetype

Policy Limit
Amount

Enter a policy amount.

The application will enforce thisamountonly if the
policy applicable checkbox is checked.

Ifthe policy applicable checkbox is checked and if the
amount has been exceeded, a user will have to enter
additional comments in the transaction screen

No

Receipt Policy
Applicable?

Checkif receipt policy is applicable for the expense
type

This will enable a receipt policy limit for the expense
type

Checkbox

No

Receipt Policy
Limit Amount

Enter receipt policy amount.

The application will enforce thisamountonly if the
receipt policy applicable checkbox is checked.

If the receipt policy applicable checkbox is checked
and if the amount has been exceeded, a user will
haveto enter comments in the transaction screen, if
receipt is notattached

No

Mileage Expense
Type

Checkif the expense type is Mileage Expense type

If this box is checked, the particular expense type will
be listed as mileage type expense and the application
will insert the mileage amount from a user’s profile

Checkbox

No

Alternate
Amount Label

Enter the alternate label required forthe amount
label

The admin can change the label of the amount field
on the expense transaction screen

No

Alternate Rate
Label

Enter the alternate label required forthe rate label

The admin can change the label of the rate field

No

Enable
Multiplier?

Checkif Enable Multiplier

This is mainly related to Hotel Expense. If this field is
enabled then it the Number Of Days field is visible on
the expense transaction screen. This field can be
used to capture the number of days over which the
hotelexpense was split — thus enabling to capture
room rate per night.

Checkbox

No

Disable
GST\VAT?

Checkif GST\VATIs to be disabled

If this is checked thenthe GST/VAT fields will not be
displayed on the expense transaction screen. This
should be checked for certain expensetypes like
mileage

Checkbox

No

Enable Attendee
Tagging?

Check whenneedtotag the attendeestothe
Expense Type Meals.

Checkbox

No




This field is visible when the Expense Type is selected

as Meals.
Enable Budget Checkif need to maintain the Budgettracking Radio button No
Tracking?
Table 8
Note:

The example expensetype s listed as mileage in description and the expense type GLcode is 8530 per the
accounting system. The policy has been enabled for this expense type and the policy amountis $100. If a
usersubmits a transaction for mileage expense type greaterthan $100, then the application will mandate
the userto enteradditional comments explaining the reason for exceedingthe policy.

Per the alternate labels defined below, when a user selects the Mileage expense type within a
transaction, the amount field label will change to Distance and the Rate field will change to IRS Rate. The
IRS Rate field will be pre-populated with the mileage rate as defined in the user’s profile. The auto
population of the mileage rate is only enabled when the Mileage Expense Type box is checked and it is
typically used only for the mileage type expense.

Edit Expense Type: - The pencil icon is for editing the Expense Type
Delete Expense Type: - The Red X is to delete the Expense Type

Bulk upload the Expense Type

Using the Gorilla Integration app admin can bulk upload the Expense Typesin the system. For more
details on how to upload the Expense Types usingthe Integration app please click here.

Attendee Tagging

Attendee feature lets the user track people who were part of a Meals Expense. It lets the user tag the
Attendee's First Name, Last Name, Title, Organization, and Type (Client, Colleague, etc)

The Attendee(s) feature can be enabled while creating New / Editing the expense type with Expense Type
Category Meals. Then enable the Enable Attendee Tagging and Detailed Attendee Tagging on expense
type as shown in the figure below. If Enable Attendee Taggingis Enabled and Detail tagging is disabled
(i.e.selected the Simple Textbox) then it shows the text box for the tagging the attendeesonthe Expense
line.

Once the feature is enabled, the usercan go to the Add New/Edit Expense screen, as the userselects
Expense Type with category 'Meals' then he/she can see the Add/Edit attendee(s) link as shown in the
Figure 18d.
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I Expense Type Category Meals - I

Expense Type Meaals

Expense Type Code 1200

Folicy Applicable? |}

Policy Limit Armount 50.00

Recaipt Policy Applicable? A

Recaipt Policy Limit Amount 100.00

Milzage Expense Type? O

Alternate Armount Label

Alvernate Rate Label

Erable Multiplier® )
Disabile GETY\WAT? |}
Enabyle Budget Tracking? [}
Enable Attendes Tagging? |}

() simple Textbox (@ Detailed Attendes Tagging

Make lield Mandatory ? )

Enable Palicy At Attendes Lavel )

En =m

Figure 18c

Add New Expense

* Fields in bold are required

Expense Date g/1/2020

Entity Conloso v

Customer | —_galect—- - |
[t s ]

Staff-Member | Joe Smith ., |

Other Reference

Expense Amount 300.00

Currency Type US Dollar v

Currency Rate 1

Converted Amount 300.00

Pay Method Cash _

Merchant | ., |

Comment | —_galect—- - |

Attendees | Add/edit Attendee(s) |

Other Comments | |

Paid by Corporate Credit Card
(Mot Reimbursable)

Figure 18d
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Budget Tracking

Enabling the Budget Tracking forthe expensetype lets you define budgets fora defined calendar period.
You can assign budgetsto each expense typeforeach useror for each expense type at the system level
(i.e. all users charging to that expense type share acommon budget)

Click on the Enable Budget tracking checkbox, it will show you the fields for budgeting.

Description of the Enable Budget Tracking Fields:

Budget Amount: This field specifies the budget associated with this particular expensetype. The budget
can be specified in foreign currency as well.

Local Currency: Currency selectionis given as it defaulted to the system currency but the user can change
as per requirement.

Conversion Rate: Defaulted to 1. This field is used when you wantto track the budgetin foreign currency.

Converted Budget Amount: Budget Amount field converted into Amountin the local currency specified in
the local currency field. Unless you are specifying Budget Amountin a foreign currency.

Budget Applicable: Enter System or User value to indicate if the budgetis applicable for this expensetype
across the entire systemforall users combined or if the budget is applicable forthis expense type foreach
individual user. Also, if that budgetis for per user permonth or per user per day. If you select the option
PerUserPerMonth then you cansetthe monthly budget and if you selectthe option PerUserPerDay then
you can setthe daily budget.

Budget Period Start Date: The Budget will be applicable from the Start Date.
Budget Period End Date: The Budget will be applicable until the End Date.

Fill-up the required fields and click on the " Create" button to create the Expense Type with the Budgeting
feature.
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G orilla Hello, Admin GorillaExpense @
- ge)qoense

Home  ExpenseReports  Analytics  Integration  Settings  Billing  Masters ~ ProjectMasters =~ HCPMasters  TimesheetMasters ~ Support

Create Expense Type

* Fields in bold are required

Expense Type Category ~-Select— v
Expense Type

Expense Type Code

Policy Applicable?

Policy Limit Amount 0

Receipt Policy Applicable?

Receipt Policy Limit Amount L]

Mileage Expense Type?

Alternate Amount Label

Alternate Rate Label

Enable Multiplier?

Disable GST\VAT?
Enable Budget Tracking? v

Budget Amount 0.00

Local Currency US Dollar v
Conversion Rate 10000000000

Converted Budget Amount 0.00

Budget Applicable Select v
Budget Period Start Date

Budget Period End Date

Back to List

© Copyright 2008-2020 Gorilla Expense | Powered by Gorilla Expense | Terms Of Service | Privacy Policy | QCWEBAPPSVMI

Figure 18e
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Expense Type Category CelPhones w
Expensze Type Cell Phare

Expense Type Code 2Nz2

Folicy Applicatie? O

Paolicy Limit Apnount U0

Recesipt Policy Applicable? O

Recsipt Policy Limit &maount o0

Mileage Expenze Type? O

Atermate Amount Label

ARernate Rate Label

Enable Multiplisr? O
Disabile GST\ vaT? O
Enable Budget Tracking? (]

Budget Arount IOODD. 00

Local Currency US Dadlar P

Conversion Rate 10000000

Converted Budget Amount

Budget Applicable User v
Budget Pericd Start Date 11fa0:
Budget Period End Date 12/31/2021

Figure 18f

Once you have created the expense type with the budget then the user will get the Remaining Budget link
on Add/ Edit Expense pop-up screen.

Add New Expense

* Fields in beld are required

| 4f1af202 |

‘ Contoso > |
Business Unit ‘ Wealth v |
Expense Type ‘ Cell Phone > |
Other Reference ‘ |
Expense Amount ‘ 50.00 |
currency Type ‘ Us Dollar ™ |
Currency Rate ‘ 1 |
Converted Amount (USD) ‘ 50.00 |
Pay Method ‘ Cash v |
vendor | MAC SHOPE ~]
Comments ‘ |
Other Comments ‘ __Select—- v |

Paid by Corporate Credit Card
{Not Reimbursable)

Save

Figure 18g
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If you click on the Remaining Budget link then it will show you the remaining budgetfor the selected
expense type as shown below.

Add New Expense

* Fiediis in bsold are requined

R iy Biedget Add Racaigt
Enparn o Dot a2
I Contam
Enringrs Lng - T

= Remaoining Budget
Expeenin Typu Coll Phore

Ramaining Budgat 1o Expansa Tyoa Cal Phang USD 505000

Gther Rrleronce
Expende Amount (laa)
Surrancy Typa L= Dador

Curmncy Bala 1

Ganvertad Amaunt (USR] 5008

P Method Cash 1ad
Ll L WAL SHOPE

Cerrsnls

Zihar Somimenis —Sakpot— .

P By Cdv pddba el Cend
{hka R o reecad s

Figure 18h

Per Diem

PerDiem feature is specificto certain companies who preferto pay a lump sumamountto their
employees forexpensesincurred during official travel, this saves the employeesthe hassle of kee ping
track of expenses and simplifies the book keeping entries forthe company. The per diemamountis fixed
according to the city of visit and can vary for differentcities. For this feature to work Admin needsto
configure the expense category = Per Diem, this can be accessed from Masters -> expensetypes -> create
link. In addition, the city — perdiem rates need to be maintained, as shown in the nextsection called City
Master. Once these two things are done, upon selection of a Per Diem expensetype, the city field on the
expense transaction levelwill change to a dropdown field that will list all the various cities maintained in
the City Master. Below figure-18h shows Per Diem California expensetype created.
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e ggr‘illa Hello, Admin GorillaExpense @
Xpense

Home  ExpenseReports Analytics Integration Settings Billing Masters Project Masters HCP Masters Timesheet Masters Support

Create Expense Type

* Fielels in bold are required

Expense Type Category Per Diem v
Expense Type Per Diem California
Expense Type Code 90100

Policy Applicable?

Policy Limit Amount 100
Receipt Policy Applicable?

Receipt Policy Limit Amount 1000
Mileage Expense Type?

Alternate Amount Label

Alternate Rate Label

Enable Multiplier?

Disable GST\VAT?

Enable Budget Tracking?

®© Copyright 20092020 Gorilla Expense | Powered by Gorilla Expense | Terms Of Service | Privacy Policy | QCWEBAPPSVMI

Figure 18i

On successfully being created the expensetype should be displayed in the expense type list. Below figure-
18j shows the Per Diem California expense type listed.

Eggﬁ"a Hello, Admin GorillaExpense @
Xpense
Home Expense Reports Analytics Integration Settings Billing Masters Project Masters HCP Masters Timesheet Masters Support
Search Expense Type(s) Audit Trail
Expense Type Categary --Select— ~
Expense Type Expense Type Code
Policy Ap I - Policy Limit Amount
Receipt Policy Applicable? --Select— ~ Receipt Polioy Limit Amount
Expense Type Category ~ Expense Type Expense Type Code  Policy Applicable?  Policy Limit Amount  Receipt Policy Applicable?  Receipt Policy Limit Amount  Action
I Per Diem Per Diem California 90100 Not Applicable 100.00 Not Applicable 1000.00 Za I
CellPhone Cell Phone 2102 Not Applicable 0.00 Not Applicable 0.00 )
Mileage Mileage 3237 Not Applicable 0.00 Not Applicable 0.00 [Egn)
Other Airfare 3227 Not applicable 0.00 Not Applicable 0.00 (g0
Other Accommodation- Hotel 3228 Not Applicable 0.00 Not Applicable 0.00 28
Hotel Hotel Misc 432 Not Applicable 000 Not Applicable 000 Za
Meals Foodl 234 Not Applicable 0.00 Not Applicable 0.00 Za
© Copyright 2009-2020 Gorilla Expense | Powered by Gorilla Expense | Terms Of Service | Privacy Policy | QCWEBAPPSVMI

Figure 18j
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Below figure 18k shows how the city field will be enabled as a dropdown at the transaction level

City Master

Add New Expense

* Fields in bold are required

Expense Date 12202
Entity Conloso
Business Unit . Waalth
Expense Type Luneh/Mid-Doy Meol
Humber Of Days - 200
(Wveluding First oned Lost Doy of Travel)

Currency Type

Per Diemn Rote 5
Converted Amount (USD) 2950

Pay Method Cash
kerchant

State NY

City Califarmica
Commant - --Salect--

Othar Commants

Paid by Corparate Credit Card
(ot Reimbursable)

Figure 18k

This feature helpsin defining the per diemrates corresponding to cities. This can be done from Masters -
>City -> Create New. Admin needs to update the city name, Currency Type and Per Diem Rate. See figure
18l forthe list of cities with currency type and perdiem amount, Figure 18m shows how a new city with

city name, currency type and per diem rate is created.

- gorilia
G998

Home Expense Reports

City
[ sooron |

city Name

Analytics

Integration  Settings Billing Masters Project Masters

Currency Type

Currency Type Por Diem Amount

HCP Masters

Timesheet Masters

Start Date

Support

Hello, Admin GorillaExpense @

End Date Action

Figure 18I
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G gorilla Hello, Admin GorillaExpense
-

Create City

bold

City Name

Per Diem Rat
Start Date

End Date

Figure 18m

GSA Per Diem

GSA PerDiem is a daily allowance given to the employeesto covertheirbusiness trip expenses, based on
the GeneralService Administration (GSA) Per Diemrates. Gorilla Expense now supports this feature.
Based on the location selected by the user, we pullin the corresponding GSA rate from GSA's website in
real-time. This way the customeronly has to do a one-time configuration and no ongoing maintenance of
GSAratesis required.

To use this feature, the admin needs to add the per diem expense types with respective expense
categories. The per diem categories are:
a. PerDiem MIE Total GSA
Per Diem Breakfast GSA
PerDiem Lunch GSA
PerDiem Dinner GSA
PerDiem Incidental GSA
PerDiem Lodging GSA

mooo0 T

For creating a new perdiem expense type, selectthe required perdiem category in the Expense Type
Category field. For example, to add the expensetype as Lunch/Mid-Day Meal need to select the
respective perdiem category which is Per Diem Lunch GSA. Then fill-up the required fields and click on
the "Create" button to save the details.
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Create Expense Type

* Fields in bold are required

Expense Type Category Per Diem Lunch GSA A
Expense Type Lunch{Mid-Day Meal

Expense Type Code 1263

Policy Applicable? O

Policy Limit Amount ]

Receipt Policy Applicable? O

Receipt Policy Limit Amount 0

Mileage Expense Type? O

Alternate Amount Label

Alternate Rate Label

Enable Multiplier? O
Disable GST\VAT?

Enable Budget Tracking? O

| Create Back to List

Figure 18n

Once you have created the perdiem expensetype then while creatingthe New Expense then thattime
the per diemrate will get populated afterselecting the per diem expense type, State, and the city.

Add New Expense

* Fields in bold are required

Expense Date 1/28f2021
Entity Contoso v
Business Unit | Wealth N |
Expense Type | Lunch/Mid-Day Meal v
The first and last
N""'h_" Ofbays | 200 | calendar day of
{Including First and Last Day of Travel) travel is
Currency Type uUs Dollar . calculated at 75
percent
Per Diem Rate | 5 | -
Converted Amount (USD) 2250
Pay Method cash -
Merchant | N |
State | NY - |
City | Niagara Falls v |
Comment --Selact-- -

Other Comments

Paid by Corporate Credit Card
(Mot Reimbursable)

Figure 180
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Mileage Addresses

Mileage Address feature is specific to certain companies requiring special mileage restrictions for their
employees withinthe USA. These restrictions limit the usersto get reimbursed only for distance travelled
between certain pre-defined addresses. This section will detail how you can create a list of pre-defined
addressed and then the Mileage addresses & distance mapping will detail on how you can assign pre-
defined distances between any two addresses This section lists all the mileage address setup in the
system. Asseenin Figure 19 a/b

Mileage Addresses Audit Trail
Address Address Description Action
1Madison Avenue, New York, NY, 10010 Customer 1 Address
100 Park Avenue, New York, NY, 10015 Office 1 Address

Figure 19a

Create/Edit New Mileage address

When the Create/Edit buttonis clicked, the admin can make entries forvarious fields as detailed in table 9

Edit Address Audit Trail

* Fields in bold are required

Address Madison Avenue, New York, NY, 10010
Address Description New York Address
Figure 19b
Field Description Validation Mandatory
Address Enter the Mileage Address, Alphanumeric Yes

This is the actual address. Ithas to be a Length <=100
valid address for Google Maps to work
and the route to be drawn on the google
maps

Address Enter the Mileage Address description Alphanumeric- Yes
description
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| This is the description of the address

| Length<=100

Table 9

Edit Mileage Address: - The pencil icon is for editing the Mileage Address
Delete Mileage Address: - The Red Xis to delete the Mileage Address

Mileage Addresses & Distance Mapping

This section lists all the distance between various pairs of Mileage address.

Mileage Addresses & Distance Mapping

From Address

1 Madison Avenue, New York, NY, 10010

100 Park Avenue, New York, NY, 10015

To Address

Figure 20a

Create New Mileage address mapping

100 Park Avenue, New York, NY, 10015

1Madison Avenue, New York, NY, 10010

Referfigure 20a/b

Distance

25.00

2490

Audit Trail

Action

When the Create New/Edit button is clicked, the admin can make entries for various fields as detailed in

table 10
Edit Address [ Distance
* Fields in bold are required
From Address Customer 1 Address v
To Address Office 1 Address v
Distance 25.00
Unit Of Travel ® Miles O KMS
=n
Figure 20b
Field Description Validation Mandatory
Yes

From Address

Selectthe From Mileage Address

This is the address from which the distance is to be
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calculated
To Address Selectthe To Mileage Address Yes
This is the address To which the distance is to be
calculated
Distance Enter the Distance Numericup to 2 Yes
This is the distance between From and To Mileage decimal numbers
address Value>0
Table 10

Edit Mileage Address mapping: - The pencil icon is for editing the Mileage Address
Delete Mileage Address mapping: - The Red X is to delete the Mileage Address

In this section, multiple reporttypes can be setup in the application by the admin. These reporttypes are
seen in the user’s account in the web application at the header level of a report. Depending on the Role
Report Type Mappingsetupin the user’s profile (see Role Report Type Mapping below), all or only select
report types will be available to the respective user. Figure 21 shows example reporttypes.

Report Type Audit Trai

Report Type Sub-Report Type Project Type Action
NOCOSTALLOC MNon-Billable
Corporate COSTALLOCATION No

Figure 21

When the Create New button is clicked, the admin can associate attributes to the report type. In the
Report Type field, the admin can provide a name for the report type. This is what the users will see when
selectingfrom alist of report types.

In the Sub-Report Type field, the admin can choose an entry from a drop-down list. There are four
options. They are:

1) NOCOSTALLOC: If this is selected, the report type will not include the cost allocation feature (for
more information see COSTALLOCATION below)

2) PREAPPROVAL:Ifthisis selected, the reporttypeis defined asa pre-approvaltype report. In this
report, the user typically submits trip related information and estimates for the trip before it has
begun

3) COSTALLOCATION: If this is selected, the report type will include the cost center allocation
feature. Inthe web application, when an expense reportis created, the user will see a Cost Center
Allocation button at the top right of the expense report, adjacent to the PDF Preview button.
Whenit is clicked, the userwill be presented with apop-up screen where the usercan choose to
allocate a percentage of the transactions that belong to the expense report to different cost
elements, Project Numbers, Departments etc. Figure 22 shows the allocation to different cost
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centers for two transactions that are part of an expense report. The total allocation must equal
100%. If not, the application will provide an error.

4) The entries under the Company, Business Unit, Cost Accounting, Cost Accounting Value and
Percentage fields can either be selected from a list that has been entered by the admin or the
user can choose to type values within open text fields. Once the Save button is button is clicked,
the expense report will show the Cost Allocation pie-chart icon at the transaction level as shown
in Figure 23. When the pie-chartis clicked, a pop-up screen provides the key details.

Allocation Group  Group 1 P Add Now Group Ramove Salectad Group m m

Dote Expense Type Commaent Pay Method Anount

502200 ADVERTISING EXPENSE Cash 10200

s/nzf 202 HOTEL Cash G75.00
Cost Accounting Value Percentoge Action
Cost Center - Wealth 50,00 ®
Cost Canter - Digital 50,00 x

--Gelect- » Sedect w  --Galect-- e 0.00 Add

Total: 000 % Allocated: 100.00 % Remaining: 0.00 %

Figure 22
Expenses
[l Remove Selected
[:] Violation Action Cost Alloc Date Entity Sub Account Expense Type Receipt Pay Method Merchant Currency Amount/Distance Rate Total
W " / .
D . - ) 5/12/2021 Contoso Wealth ADVERTISING EXPENSE  Add Receipt Cash US Dollar  1,022.00 1.0 1,022.00
o ; / y
D - v v 5/12/2021 Contoso Wealth HOTEL Add Receipt Cash US Dollar  675.00 1.0 675.00
Total Reimbursable UsD1,697.00
Remaining Cash USD 0.00
Advance
Validate To Submit

Figure 23

5) HCP (Health Care Provider): If this is selected, the report type will include a HCP cost center
allocation feature. This feature is typically only utilized by Pharmaceutical, Bio-Tech and Medical
Device companies to comply with the Physicians Payment Sunshine Act that is part of the
Affordable Care Act.

In the web application, when an expense report is created, the user will see an HCP Cost Center
Allocation button at the top right of the expense report, adjacent to the PDF Preview button.
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Whenit is clicked, the userwill be presented with a pop-up screen where the usercan choose to
allocate a percentage of the transactions that belong to the expense report to different NPI
(National Providerldentifier) numbers. Gorilla Expense integrates with a NPl database to provide
the latest list of NPI numbers within the system.

6) The final field under Create Report Type is Project Type. Here the admin is presented with two
options: Non—Billable and Billable. If the Billable option is selected the report type qualifies as a
billable status. So any reports that are set to this report type are pushed to the ERP/Accounting
system, transactions within these reports will be listed as billable status within the
ERP/Accounting systemif the feature exists in the ERP/Accounting system.

In this section, additional fields can be enabled ordisabled at the headerleveland transaction level of an
expense reportforacertain reporttype. The setup can be done differently for differentreport types. The
admin will first need to select a report type from the drop down. Once this is done, the admin can either
setup the headerlevelfields by clicking on the Header Details button or setup the transaction level fields
by clicking on the Expense Details button. Figure 24 shows the first screen the admin will see in this
section.

Report Type Maintenance

Select Report Type : ct v

Header Details Expensea Details

Figure 24

When the Header Details button for a particular selected Report Type is clicked, Figure 24 is seen. The
main fields here are:

Job/Project Number: This field referstojob or project numbers defined inthe system by theadmin. (See
Job/Project Number section below for more details)

Class/Customer: This field refers to classes or customers defined in the system by the admin. (See
Class/Customer section below for more details)

Ref/Invoice: This field allows the user to enter a reference or invoice number at the header level of the
expense report. Depending on the integration requirements, entries in this field can be sent to select
ERP/Accounting systems. (Contact Gorilla Expense to discuss specific requirements).

Cash Advance: Thisfield allows the userto entera cash advance value at the headerlevelof the expense
report. The same value will also be displayed at the bottom of the expense report, shown as Cash
Advance, for reconciliation purposes.



Header Detail Mapping Audit Trai

Report Type : Corporate Show Field? Mandatory Optional Enforce Validation

Receipt

[ J oo

Figure 25

The checkboxesin the ‘Show Field? ' column will enable these fields when checked or disable them when
unchecked. As the name suggests, the Mandatory and Optional columns will make the fields mandatory
or optional for the userto make entries; when the respective radio button s selected. If the fieldis made
mandatory and the user does not make an entry, the application with provide an error message
promptingthe user to enterinformation.

The Enforce Validation column only applies to the Job/Project and Class/Customer fields and the check
box will become visible when these fields are enabled. When the Enforce Validation is checked, the users
will only be able to make a selection from a pre-defined list that has been setup the admin in the
respective sections.

If this is unchecked, the user will not only be able to select from a list of pre-defined entries but also add
new entries if needed. These new entries are then registered in the system for future use.

When the Expense Details buttonis clicked, Figure 26 is seen. The main fields here are:

Project Task: This field allows the userto entera projecttask value. The field allows for alphanumeric
entries

Other Co-Workers: This field provides a list of other co-workers setup in the application. The list of co-
workers is sorted alphabetically. The user can choose to select multiple co-workers fromthe list. The user
can also add a new co-workeronthe web and mobile applications.

Other Comments: This field allows the userto enteradditional commentsfora transaction.

Expense Detail Mapping

Report Type : Corporate Show Field? Mandatory Optional

Other Comments

I I

Figure 26



The checkboxes shown next to the fields will enable these fields when checked or disable them when
unchecked. As the name suggests, the Mandatory and Optional columns will make the fields mandatory
or optional for the userto make entries; when the respective radio buttonis selected. If the field is made
mandatory and the userdoes not make an entry, the application with provide an error message
promptingthe user to enterinformation.

In this section, multiple roles can be defined in the system. The function of a role is very similar to
maintaining various ‘workgroups’ where different attributes can be assigned and invoked to these
different groups.

The admin can then assign a role to an employee in his/herrespective user’s profile. Using this function, it
is clear that different employees can be setup differently using these different roles. An example is
provided below for more clarity. Figure 27 shows a sub-set of various roles setup in the example
application.

Role Audit Trai
Role Name Role Code
[ =
Role Role Code Action
Proj
Jl-Executive

Figure 27

In this example, there are three roles defined — Corporate, Project and All. The Corporaterole is defined
as a standard role while the Project role has additional parameters setup. The All role includes both
Corporate and Project. This will be apparent in Role Report Type Mapping (see description of this section
below) where the All role has both Corporate and Project report types enabled. Employees whose user
profiles have ‘All' selected under the Role field will therefore have access to both Corporate and Project
report types in the web application. Conversely, if the employee’s user profile has either Corporate or
Projectrolesselected, only the respective report type will be available to the userfor selection.

Beyond the report type, the role function also allows the admin to setup additional fields within the
expense at the transaction level. This is described in more detail under Role Expense Detail Mapping
below.

Edit Role: - The pencil icon is for editing the Role
Delete Role: - The Red X is to delete the Role

In this section, various expense typesthat have been defined in the application (See Report Type & Role
sections above) can be assignedto roles. Any userwhoiis assigned to a specific role will only see the
expense typesassociated with thatrole. If no expenses types are associated, then the user will see all
expense types (whichis also the default behavior)
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Role Expense Type Maintenance

Select
Role

I Get Expense Type Details

Figure 28
Map Expense Types to Role

Whenthe Get Expense Type Details Buttonis clicked, the admin can select the Expense type tobe
mapped to the role selected

Role Expense Type Mapping Audit Trail

Role: 01-Executive

Food (234)

Figure 29

Role Expense Type Detail Mapping

In this section, additional fields can be enabled at the expense transaction level. The maximum number of
fieldsthat can be enabled is eight. These fields can be enabled differently for different roles that are setup
in the application (See Role section above). These fields are shown in the application to the
users/managers based on theirroles and if the role they belongto have these fields enabled.

Map Expense details to Role

The available fields are shown on the list. To change the labels for these fields, see the Configure Label
section below. The Enable checkbox column next to the field labels will enable or disable the fields.
Similarly, by checking the Mandatory column checkbox the respective fields will be made mandatory for
the userto enterdata. If not checked, the field will be optional.

If the “Add to Amount” column is checked for a field, the value entered in that field will be added to the
value enteredinthe Amount column.
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Similarly, if “Multiply By Amount” is chosen from the dropdown, the value entered into this field, will
always be multiplied by Amount field on the transaction screen. Pre-requisite to choose “Multiply By
Amount” would be existence of at least one expense type that has “Enable Multiplier” flag checked.

The final column is Data Type, where the admin can choose from four options — Decimal, Text, Integerand
Date. The data entered in the field can be setto one of these datatypes (This fieldis deprecated — going
forward the first 4 fields in the list will always be decimal typically used as tax or tips related fields and the
last 4 will always be text related to city, state, country and vendor)

Role Expense Detail Mapping

Configuration Label Enable? Mandatory? Field Operation

Figure 30

In this section, various report types that have been defined in the application (See Report Type & Role
sections above) can be assigned to roles. The report type assignment to a role can be single or multiple
report types. As a typical example, let’s say a company has defined two report types - Corporate and
Project. Now the company may create three differentroles — Corporate, Projectand All. In the Corporate
role, the corporate report type is assigned. In the Project role, the Project report type is assigned. In the
All role, the Corporate & Project report types are assigned. Now, when auser’s profile is assigned the All
role, that particular user will have the choice of both Corporate and Project reporttypes. Figures 31a and
31b illustrate the example.
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GE 900 e

Home  ExpenseReports  Analytics  Integration  Settings  Billing

Role Report Type Mapping

Select Role

Corporate v

Get Report Type Details

Masters Project Masters

HCP Masters

Timesheet Masters

Support

Hello, Admin GorillaExpense @

GE 28

Home  ExpenseReports  Analytics  Integration  Settings  Billing

Role Report Type Mapping

Role: Corporate

Project

Figure 31a

Masters  ProjectMasters

HCP Masters

Timesheet Masters

Support

Hello, Admin GorillaExpense @

Audit Trail

Corporate

AllFields

Save Back

State

Figure 31b

This section lists all the states available in the system. States can be tagged on each transaction and this
field can be configured to be enabled or disabled to be optional or mandatory using the ‘Role Expense

Type Detail Mapping’

The State master can also be alternatively used to mark a transaction Billable or non-Billable. In order to
use the state master as Billable/non-billable, Gorilla Expense Team will setup the configuration labels and

clean up existing states
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G orilla Hello, Admin GorillaExpense @
ense

Home  ExpenseReports  Analytics Integration ~ Settings ~ Billing ~ Masters  Project Masters HCPMasters ~ TimesheetMasters ~ Support

State Audit Tril

State Name State Code

State Name State Code Action
wi wi Za
VA VA Za
MT MT [Egn
NH NH Zo
NE NE Za
VT VT [Egn
s sD Za
™ T zZw
DE DE [Egn
cA ca Za

© Copyright 2008-2020 Gorilla Expense | Powered by Gorilla Expense | Terms Of Service | Privacy Policy | QCWEBAPPSVMI

Figure 32a

Create New State

When the Create New button is clicked, the admin can enterthe details of the State

rilla Hello, Admin GorilloExpense @
tii%hmme

Home  ExpenseReports  Anmalytics  Integration  Settings  Billing  Masters  ProjectMasters ~ HCPMasters  TimesheetMasters  Support

Create State

* Fields in bold are required

© Copyright 2008-2020 Gerilla Expense | Powered by Gorilla Expensa | Terms Of Service | Privacy Policy | QCWEBAPPSYMI

Figure 32b
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Field Description Validation Mandatory

State Name Enter the name of the State Alphanumeric Yes
This is the name of the state Length<=20
State Code Enter the name of the State Alphanumeric Yes

This is the typically 2 digit code of the
state. The state code is usually mapped Length<=20
with the credit card import state field.

Table 11

Note:
1. State Name and State Codes cannot be repeated. If attempted, the application will provide an error

noting that the entry already exits.

Edit State: - The pencil icon is for editing the state
Delete State: - The Red X is to delete the state

The status section is where the admin can include status levels and messages for the expense report
submission and managerapproval processes. Figure 33a shows the typical status levels followed by Table
4 which describes the statuses. Note that statuses are only applicable to the entire expense report and
not for individual transactions. Figure 33b shows the details of the Manager Approved — Level 1, as an
example, followed by descriptions of the various fields.

0, Admin GorillaExg

G gorilla

Status

Status id Status Action

Figure 33a



Field Description

Saved Not Submitted This is the status when an employee creates an expense reportin the application

Submitted to Manager This is the statuswhen an expense reportis submitted to the manager

Manager Rejected This is the status when an expense reportis rejected by a manager

Manager Approved This is the status when an expense reportis approved by the 1% levelmanager.

Level—1 Additional statuses such as Manager Approved — Level 2 and so on can be created if
there is more than one managerin the system. If there are additionallevels of manager
approvals setup in the system, additional statuses must be created and correctly applied.
Otherwise, users and managers will receive errors in the application during expense
reportsubmission and approval

AP Rejected This is the statuswhen AP rejects an expensereport

AP Approved This is the statuswhen AP approves an expensereport

Forwarded This is the status when an expense reportis forwarded to another manager

AP Paid This is the status when AP has paid the employee peran expense report

AP Submitted This is the status when AP has submitted the expensereporttothe Accounting system

Manager Approved —All
Levels

This is the status when an expense reportis approved by the final manager

Create Status

bold are requirec

Status
Manager Approwed - Level 3

chre
plicationLink™

+Eypenae Repor SReporiame for #FIrstame £LEstivame
C=BADPIiCAl onLINk </a= <pre<hr=Regards, <0r=Goria E

Table 12

the amount of $3ubTotal has been updated. <br=<br=Fieass visit the following link fo review of approve the expenssa regort - <a

Figure 33b




Category

Different statuses can be categorized to different user types depending on the next action to be taken
with that report. In the example shown in Figure 19, the Manager Approved — Level 1is categorized to
Manager, since the next action is for the final manager to approve the report. Similarly, the Manager
Rejected status is categorized as Employee because the next action in case of a rejection is for the
employee to fix the report per the rejection comments. All the AP statuses shown in Figure 18 with the
exception of AP Rejected are categorized to the Admin type user since the admin needs to take next
action with the reports. The AP Rejected is categorized to Employee.

Status
This field lists the name of the status

Email Subject
This field is the subject line of the email sentto the users (employees and managers) when the status of a

report is changed. All statuses in the system have an email subject with the exception of the Saved Not
Submitted status.

Email Body

This field is the body of the email sentto the users (employees and managers) when the status of areport
is changed. The admin can tweak the contentas needed.

Next Approval Status

This field shows the next approvalstatus following the current status. In this example, afterthe Manager
Approval— Level1 is complete, the reportis sentto the nextand final manager. Whenthe final manager
approvesthe reportthe statusis changed to Manager Approved — All Levels as shown.

Next Rejection Status

Similar to the previous paragraph, this field shows the next rejection status of the expense report
following the currentstatus. In this example, if the managerchoosesto rejectthe report, it is sentback to
the employee and the statusis changed to Manager Rejected as shown.

Initial Statusfor Pre-Approval

In the application certain report types can be defined as pre-approval, where the employee can submit a
pre-approval report with trip related information and estimates for the trip before it has be gun. If this
field is checked, the application will assignthe respective status as the initial statusfor pre-approval.

Initial Status
This field assigns the initial state to the respective status, if the box is checked. This means the report is
saved in the user’s profile with no action taken on it yet. Looking at Figure 18, typically, the Saved Not

Submitted status is assigned to initial status.

Final Pre-Approval Status




In the application certain report types can be defined as pre-approval, where the employee can submit a
pre-approval report with trip related information and estimates for the trip before it has begun. If this
field is checked, the application will assign the respective status as the final status for pre -approval, thus
closing the pre-approvalreporttype fromany furtheraction. Only an admin type user can make changes,
reject or modify statuses to a reportthat hasthe Final Pre-Approval Status

Final Status

This field assigns the final state to the respective status, if the box is checked. This means the report is
completed its course and is now available to be pushed to the ERP/Accounting system by the admin.
Looking at Figure 18, typically, the Manager Approved — All Levels status is assigned to final status. Only
an admin type user can make changes, reject or modify statusesto a report that has the Final Status.

This feature is available underthe Masters -> configuration label menu. In this section, the labels for
various fields at the transaction level of an expense report can be configured to be unique. This includes
the four fields from Role Expense Detail Mapping, besides City, State, Project Taskand Other Comments.
The labels can be changed to match the desired function of these fields.

Configuration Lobe

configuiation Lobe Canfigunation Lobel Walue categary

Figure 34

An example is shown above where four Misc Amount fields are used to report different VATSs; the Project
Task field is labeled as Job and the Other Comments field is labeled as Other Comments. The labeled
names are what the users of the application will see within their transactions.
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Pay Method

This feature is available underthe Masters -> Pay Method menu. In this section, various pay methods can
be setupin the application. Generally, pay methods fallinto two categories — Cash and Corporate Card.

The cash pay method corresponds to reimbursable transactions (also commonly referred to as out-of-
pocket), while the corporate card corresponds to non-reimbursable transactions. Multiple corporate card
pay methods can be created if more than one corporate card is used.

E gorilla Hello, Admin GorillaExpense @
m _expense
Home  ExpenseReports  Analytics Integration ~ Settings Billing ~ Masters  Project Masters HCPMasters  TimesheetMasters  Support
Pay Method Audit Trail
Method Name Method Code Reimbursable? Action
Amex Amex Not Reimbursable 4]
Cash Cash Reimbursable o

Corporate Credit Card 431 Not Reimbursable Zm

Figure 35
When the Create New button s clicked, the admin is presented with a screen to entervalues. Figure 36a

shows an example pay method created for a corporate card from American Express while Figure 36b
shows an example pay method created for cash-based transaction.

Create Pay Method

* Fields in bold are required

Pay Method Name Amex
Pay Method Code AMEX
Reimbursable?

Set As Default Method

Figure 36a
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Create Pay Method

* Fields in bold are required

Pay Method Name
Pay Method Code
Reimbursable? v

Set As Default Method W

Create Back to List

Figure 36b

The Method Name entered will be visible to the user in the drop-down list under Pay Method withina
transaction in the application

- The Method Code corresponds to the corresponding code forthat pay method thatis setupin the
ERP/Accounting system. Typically for the cash type pay method this code defaults to the
employee’s ID/user code (no admin intervention is needed. The application defaults that
automatically during integration)

- The Reimbursable checkbox establishes if the particular pay method is reimbursable. Typically for
the cash type pay method, thisis checked

- The Set As Default Method checkbox sets up the particular pay method as the default. Only one
defaultcan be setup at a time

This feature is available under the Masters -> vendor menu. In this section, a canned list of frequently
used vendorsis provided. From here, the admin may choose to create a new vendor, edit existing vendors
or delete vendors as needed.

In the application, when the user starts typing the name of a vendor within a transaction, the application
will ‘pull’ in vendors from here and provide them in a list to choose from that is sorted alphabetically. If
the typed vendordoes notexistin the list, the usercan optionally add the vendor (This feature has to be
enabled or can be disabled if currently enabled)

When the user adds a new vendor, it will be registered here for future use and will also be made available
to all users using the system.



Vendor

Vandor Name Action

Figure 37

This feature is available under the Masters ->Bank Comment Mapping menu. The Bank Comment
Mappingsection is relevant to customersimporting AMEX or MasterCard or Visa credit card feedinto the
system. The section allows the administrator to auto-map expense type and vendor fields using
description column in the feed. For example, if in the credit card feed, in the respective transaction
description field you have a description that says “Hilton”, the admin can map it to expense type “Hotel”
and vendor “Hilton”. Similarly, a keyword like Airlines can be mappedto Expense Type “Airfare”.

If the credit card feed provides a category column, the admin can map broader category to an expense
type. For example, category of “Accommodation” can be mapped to Expense Type “Lodging” Or “Hotel”.
This way fewer mapping entries will have to be maintained by the admin.

Similarly, if the credit card feed provided Vendor details, we can map this information to auto-create
vendor if it does not already exist. To enable this feature, you may leave the vendor field empty during
the mapping and contact Gorilla Expense Team. The downside to this would be that the system will create
vendors asthey appearin the credit card feed.

Figure 39 a/bshowsthe screens relevant to Bank Comment Mapping
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Bank Comment Mapping Audit Trail
Comment/Keyword Expense Type Vendor Action
Airfare Airfare PLC 0}
cbcb Food mw

Filter by Commcnt/‘Kcyworci

Figure 38
Create New Bank Comment
When the Create New button is clicked, the admin is presented with a screento entervalues. Figure 39

shows an example bank comment mapping created for expense type “Computersoftware, licenses &
maintenance” for vendor “Walmart”.

Create Bank Comment Mapping

* Fields in bold are required

Comment/Keyword

Expense Type —Select—- =
Vendor --Select— v

Figure 39
Field Description Validation Mandatory
Comments Enter the comments of the Vendor | Alphanumeric, with Yes
special characters
Expense type Selectthe expense type Yes
Vendorname Selectthe vendorname Yes
Table 15

Tax Rate

This feature is available underthe Masters -> Tax Rate menu for usertype as admin.
This feature is relevant to customers who are looking to auto calculate and pre-populate tax rates for

specific states or mapped to specific expense types. By doing this it eliminates the users from calculating
and entering the taxesin the respective field which can be enabled as a mandatory field, when the
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organization wishes to track the various taxesforstate or federal reimbursements. From the user’s
perspective it makes it easier because the taxes are auto calculated and prepopulatedinthe respective
fields and savesthemtime and effortin calculations. From the admins perspective they are in total
control of the tax rate and changesto it if required.

The Tax Rate screen lists the Tax Rate Data that have beensetupin the system. These tax rate data are
mappedtothe statesand can be mapped to specific expense types, which is optional. When the tax rate
data is not mapped to any specific expense type then it will be applicable for all the expenses when that
particular state is selected forthe corresponding valid time period for e.g. in Figure 40 below, tax rate
data for BC will be applicable when any expense type is selected with BC as the selected state. The
configured data on tax rate forstate, expense type, time period etc. will be auto calculated and populated
on the transaction screens, using the transaction amount as the basis for the calculation. This will also be
displayed on the edit expensetransaction screen, on all add new transaction screen (available on Create
expense report screen as wellas Expense Reports->Transaction screen).

The admin can enable/disable up to 4 tax rates. For these tax rates to be visible on the expense
transaction screenthey should be enabled from the role expense detail mapping. Evenif all 4 tax rate
fields are enabled, it is not necessary to enable auto-tax rate calculations on all 4 tax fields. This can be
configured by checking the check box nextto each tax rate file (as shown in Figure 40b). The tax rates
defined are time bound and have a valid from and a valid to date. Tax rates can be defined in the system
using the Create New action link. The initial screen, as shownin the below figure (40) lists the tax rate
data available in the system.

G: gorilla Hello, Admin GarillaExpense
-

Home Expense Reports Analytics tegratiot Settings Billing \asters Project Masters HCP Masters Timesheet Masters Support

Search Tax Rate Data(s)

Expense Type

/alid From
=] =]

Expense Type States GST Rate PST Rate HST Rate REP Rate Action

Figure 40

Edit Tax Rate Data: - The pencil icon is for editing Tax Rate Data.
Delete Tax Rate Data: - The Red X is to delete the Tax Rate Data.

Search button

Tax Rate Data(s) already existing in the system can be searched with the “Expense Type”, “State”, “Valid
From” or “Valid to” dates using the search button. Below screen (Fig 40a) shows the search process of Tax
Rate Data(s).
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Search Tax Rate Data(s) At Trail

Expense Type --Salact-- - States --Select-- -
valid From valid To
Search m
Expense Type States GST Rate PST Rate HST Rate REP Rate Action
Cell Fhone BC 0.0500000 0.0700000 0.0000000 0.0000000 4]

Figure 40a

Create New

Whenthe Create New buttonis clicked, the admin is presented with a screen to entervalues. Figure (40b)
shows an example tax rate created for an expense type “CellPhone” mapped to state “QC".

Create Tax Rate

* Fields in beld are required

Expanse Type Cell Fhone hl

States Qc hd

GST Rate 0.0500000

PST Rate 0.0387500

HST Rate 0.0000000

REP Rate 0.0000000

Enable GST Rate v GSTGL Coda 1256
Enable PST Rate W PST GL Code 1244

Enable H5T Rate
Enable REF Rate
valid From 1/1/2020

valid To 12/31f2020

Figure 40b
Figure 40c shows the auto calculation and auto population of tax data for state “BC” and expense type
“Cell Phone” and added to the transaction amount.
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Add New Expense

* Fields in beld are requirad
Remaining Budget Adid Raceipt

Businzss Unit

waaith

Cost Center Administration

Expense Type cell Phone

Expensa Amount 125.00

s 0.08

Hs 0.00

REP 0.00 No Receipt Attached

Currency Rate f

Converted Amount 12515 I

Pay Mathod

Vendor

I States e I

ate Credit Cord

Figure 40c

This feature is available under Masters -> Violation menu. The Violation functionality is not enabled by
default, admin needs toraise a specificrequest with Gorilla Expense toturnthe feature on. Whenthe
settings for this feature is successfully enabled, the following menus will be activated and visible under
the Master menu

e Violation
e Expense Type Violation Mapping (Optional)

This feature is relevant to customers who are looking to provide specificviolation reasons to be chosen by
the user. By doing this it eliminates the users from enteringirrelevant reasons/datain the “Other Details”
field whichis a mandatory field, when a violation occurs. From the user’s perspective it makes it easierfor
themto choose from predefined messages provided in a drop down ratherthan constructingone. The
additional advantage of this feature is that it helps the admin create granular reports with respectto the
violation reasons and provides aninsight of possible leakagesthatcan be tracked and plugged
periodically. Also, this will help in bringing about a standardization of the violation reasons and make it
easierfor the Admin to track violations periodically system wide.

The Violation feature lists the violation reasons that have been set up in the application. When these
violations are mapped to expenses (refer Expense Type Violation Mapping section for details) the
violation reasons pertaining to the specificexpense willbe available to the usersin a drop downon the
“Other Details” field in the create/edit expensetransaction screen. There are two categories of violations
maintained in the system “Expense” and “Receipts”, admins need to provide specificviolation reasons to
each of this category in the Create New action link. The initial screen, as shown in below figure shows a
list of violation category with their violation reasons.
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Search Violations

Violation Category Select v Violation Reason

Violation Category Violation Reason Action
Expense Client accompanied for meals Zw
Reciept Misploced Receipt Zw
Expense Last Minute Client Confirmation W

Figure 41

Edit Violation: - The pencil icon is for editing violation
Delete Violation: - The Red X is to delete the violation

Search button

Violations already existingin the system can be searched with the violation category and violation reason
using the search button. Below screen (Fig 42) shows the search process of violations

Search Violations

violation Categary Expense v Violation Reason
Expense

Violation Category Reciept Violation Reason Action
Expense Client accompanied for meals Zmw
Reciept Misplaced Receipt M
Expense Last Minute Client Confirmation Zm

Create New

Figure 42

Create New

When the Create New button is clicked, the admin is presented with a screento entervalues. Figure 43a
shows an example violation created for an expense while Figure 43b shows an example of violation
created for a receipt.

Create Violation

* Fields in bold are required

Violation Category Expense v

Violation Reason Last Minute Client Confirmation|

Figure 43a
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Create Violation

* Fields in bold are required

Violation Category Reciept v

Violation Reason Misplaced Receipt

Figure 43b

Expense Type Violation Mapping

(Optional) This feature helpsin mapping the relevant expense policy violation reasons to corresponding
expense types. Thisis nota mandatory thing to do - if this mapping is not mapped, by default, the list of
all violation reasons will be available for every expense type.

From the “Expense Type” dropdown select the desired expense type for which the violation reason(s)
needto be assigned. Then selectviolation reasons from left list box and use button “>>"to put the
selectedviolation reasons underassigned violation reasons list box and click save button as shownin
below figure. On clicking save the assigned violation reason will tie up to the selected expense type.

Expense Type Violation Mapping

Expense Type Meals h
Unassigned Violation Reasons Assigned Violation Reasons
Last Minute Client Confirmation - Client accompanied for meals -

Misplaced Receipt

Figure 44
The violation reasons would be visible to the useron the transactions screenin the “Other Details” as a
drop down these reasons are totally customized accordingto the expensetype and would vary according
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to individual company processes, these violation reasons will be maintained in the violation masterand
they can be mapped individually to expense types.

Add New Expanse

Expanris Typs Ligoly -

Lapere Amount 000

WA 000

(=T o S Decllar -

Currenay ate ; &
et At o

Py Method — N No Receipt Attached
nior w

fame e I -

city

Cormrmars

e iorbor
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Figure 44

Project Masters

The Project Masters button when clicked expands into multiple fields. This is where various parameters
specific to various projects are defined and stored within the application. During initial setup of the
application, Gorilla Expense willsetup certain parameters perthe requirements of the customer.

Tg‘urila Hello, Admin GorilloEspense @
& “Expense

Home  EwpemseReperts  Analybcs  Imegration  Semings  Silling  Masters HCPMasters  TimeshestMasters  Suppert

Dashboard Expansa Roports

Experse Repart Appravals Expense Repart Postings
12/875 Userlz 1 552.12/55212 Amount
of ssers wha have submitted Expense Reports % of total approved Expense Reparts % of total pasted amount{LISD)
Fay Method Trends Expense Type Trends
- -
1,50 1,50

1,0m 1,0m

sn sn

Mo MM ML ISz w1y mnese e
Expense Report Amaunt By Pay Method (USD) Expense Riepart Amount By Expense Type (LISD!
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Figure 45
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Customer

Using this function, the admin can ‘upload’ customerdatafor all available projects. Following are the
mechanics to uploading the Customer Data - During setup, Gorilla Expense will provide an Import
Customertemplate document. Thisis an Excelfile with a standard format for listing all the Customers and
their details. Below figure shows an example of a filled Import Customers template.

CustomerName CustomerERPId | IsEnabled
Gorilla Expense GE NO
Kairee Systems KS YES
Tata Consultancy Services | TCS YES
Persistent Systems Ltd PSL YES
BS&B Ltd BSB YES
NBS Ltd NBS YES
Infoware Systems Ltd ISL YES
Cognizant Ltd. CL YES

Once this document s filled, the admin will need to use the Gorilla Expense Integration Manager utility to
upload the values containedin this document. Afterlogginginto the Integration Manager, goto File - >
Import Master Data -> Import Customers. Here, select settings menu and browse forthe file to be
imported fromthe local drive using the Browse option. Select done when thefile is selected.

Select Reload this should populate all the data in the excelsheet, usercanselectall the records to be
imported by choosingthe “Select All” option or can manually select each record to be imported.
Afterselectingthe recordsto be imported Userselects the “Import Customer(s)” button on successful
import the records turn green else in case of unsuccessfulimport the record turns orange and on hovering
the incomplete record the reason forfailure is displayed else user can choose the “View log“ option to
ascertain the reason for import failure.

‘ Select All ‘ ! Select None Import Customers I View Log \ ‘ Settings ‘

Select Customer Name Customer ERPId IsEnabled Status

ss

ISH<H<H<H<H<H<H<|

Upload Progress

Total Progress

Wednesday, Apr 15,2020, 01:42:35 AM
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Aftersuccessfullyimporting Customers, usershould login to gorilla expense managerand Go to Project
Masters -> Customerand check if the imported Customer(s) is/are displayed

Search Customer

Customer Customer Code Action

Figure 46

Using this function, the admin can ‘upload’ project datafor all available projects. Following are the
mechanics to uploading the Project Data. During setup, Gorilla Expense will provide an Import Projects
template document. Thisis an Excel file with a standard format forlisting all the Projects and their details.
Below figure shows an example of a filled Import Projects template.

CustomerERPId | Project Name | Project ERPId | Start Date End Date Project Status
TCS Projectl PRO1 1/1/2015| 12/31/2015 Open

TCS Project2 PRO2 1/1/2015  12/31/2015| Open

KS Project3 PRO3 1/1/2015| 12/31/2015 Closed

KS Project4 PRO4 1/1/2015| 12/31/2015 | Inactive

Once this documentis filled, the admin will need to use the Gorilla Expense Integration Manager utility to
upload the values contained in this document. After logging into the Integration Manager, goto File - >
Import Master Data -> Import Projects. Here, select settings menu and browse for the file to be imported
fromthe local drive using the Browse option. Select done when the file is selected.

Select Reload this should populate all the data in the excelsheet, usercanselectall the records to be
imported by choosing the “Select All” option or can manually select each record to be imported
Afterselectingthe records to be imported User selects the “Import Project(s)” button on successful
import the records turn green else in case of unsuccessfulimportthe record turns orange and on hovering
the incomplete record the reason forfailure is displayed else usercan choose the “View log “ option to
ascertain the reason for importfailure .
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imporProiecs | Vntos ] [somem]

Bu
Select Customer ERPId ProjectName Project ERPId Start Date End Date Project Status Budget Cu

Upload Progress = =]

Total Progress - .

Wednesday. Apr 15,2020, 02:29:30 AM

Aftersuccessfully importing Projects, user should login to gorilla expense managerand Goto Project
Masters-> Projectand check if the imported Project(s) is/are displayed

Home  ExpenseReports  Analytics  Integration  Settings  Billing  Masters  ProjectMasters ~ HCPMasters  TimesheetMasters  Support

Edit Project Audit Trail
* Fields in bold are required

Customer Tata Consultancy Services v
Project PROJECT2S

Project Code PRO2S

Start Date 4/15/2020

End Date 8/15/2020

Status Open v

MiscFieldl

MiscField2

Figure 47

Project Manager Mapping

Using this function, the admin can ‘upload’ Project Managers datafor all available projects. Followingare
the mechanics to uploading the Project Managers Data - During setup, Gorilla Expense will provide an
Import Project Manager Template document. This is an Excel file with a standard format for listing all the
Project Manager. Below figure shows an example of a filled Import Project Managers template.
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Project ERPId | UserCode/Email/VendorCode | IsEnabled

90000 1235 | YES
90501 3245 | YES
90505 1234 | YES

Once this document s filled, the admin will need to use the Gorilla Expense Integration Manager utility to
upload the values contained in this document. Afterlogginginto the Integration Manager, goto File - >
Import Master Data -> Import Project Managers. Here, select settings menu and browse forthe file to be
imported fromthe local drive using the Browse option. Once the file is selected, click done. Click Reload
this should populate all the data in the excelsheet, usercanselectall the recordsto be imported by
choosingthe “Select All” option or can manually select each record to be imported.

Afterselectingthe recordsto be imported User selects the “Import Project Manager(s)” button on
successfulimport the records turn green else in case of unsuccessfulimportthe record turns orange and
on hoveringthe incomplete record the reason for failure is displayed else usercan choose the “View log”
option to ascertain the reason for import failure .

Select All l 1 Select None ‘ I Import Project M C I l View Log ‘ ‘ Setitings |

Select j Is Enabled

Upload Progress " "]
ol ErogEss -

Wednesday. Apr 15,2020, 07:53:48 PM

Aftersuccessfully importing Project Managers user should login to gorilla expense managerand Go to
Project Masters -> Project Manager Mapping and check if the imported Project Manager(s) is/are
displayed

Project - Manager Mapping and Manager - Project Mapping Option

This feature helpsin mappingindividual Managersto projects or vice versa. Earlier the feature available
was used for project manager mapping where admin would select the projectand assign managerto that
project, the drawback was that if the Admin had to assign a single managerto multiple projectsthenit
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was a tiresome job to select each project and assign the managerto it. With this feature at one go the
admin can map multiple managers to multiple projectsin a single screen

Project Manager Mapping

rilla Hello, Admin GorillaExpense @
Gz 90ehse

Home  ExpenseReports  Analytics  Integration  Settings  Billing  Masters = ProjectMasters ~ H(PMasters  TimesheetMasters  Support

Project Manager Mapping / Manager Project Mapping

Soloct MappingType: ' Project Manager Mapping  Manager Project Mapping

Powarad by Gorilla Expense | Terms Of Service | Privacy Policy | QCWEBAPPSVMI

Figure 48
Project Manager Mapping Audit Trail
Customer Seloct an Option ~  Projoct [ ProveCT28 -
Unassigned Managers Assigned Managers

- Manager! Prodsupport -

Project Authorization

Figure 49
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Manager Project Mapping
E gg{:iauear'mso Hello, Admin GorillaExpense @

Home  ExpenseReports  Analytics  Integration  Settings  Billing  Masters  ProjectMasters ~ HCPMasters  TimesheetMasters  Support

Project Manager Mapping / Manager Project Mapping

Select Mapping Type: Project Manager Mapping ¥ Manager Project Mapping

Powered by Gorilla Expense | Terms Of Service | Privacy Policy | QCWEBAPPSVMI

Figure 50
Manager Project Mapping
Manager Manageri ProdSupport v
UnMapped Projects Mapped Projects
Project-1 -~ PROJECT25 2
PROJECT27

Manager Project Authorization

Figure 51

Project User Mapping

Using this function, the admin can ‘upload’ Project Users datafor all available projects. Following are the
mechanics to uploading the Project Users Data. During setup, Gorilla Expense will provide an Import
Project Users template document. This is an Excelfile with a standard format for listing all the Project
Users. Below figure shows an example of afilled Import Project Users template.
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Project ERPId | UserCode/Email/VendorNumber | IsEnabled

90000 | ACKEOOO1 NO
90000 | ERIC0001 YES
90000 | BARROOO1 YES

Once this document s filled, the admin will need to use the Gorilla Expense Integration Manager utility to
upload the values contained in this document. Afterlogginginto the Integration Manager, goto File - >
Import Master Data -> Import Project Users. Here, select settings menu and browse for the file to be
imported fromthe local drive using the Browse option. Select done when the file is selected.

Select Reload this should populate all the data in the excel sheet, usercanselectall the records to be
imported by choosingthe “Select All” option or can manually select each record to be imported
Afterselectingthe recordsto be imported Userselects the “Import Project User(s)” button on successful
import the records turn green else in case of unsuccessfulimport the record turns orange and on hovering
the incomplete record the reason forfailure is displayed else user can choose the “View log “ option to
ascertain the reason for import failure .

Select All HSelect None I I Import Project Users | | View Log ' | Settings [

Select Project ERPId Is Enabled Status

User Code/ Email / Vendor Code

Upload Progress i "]

llotstRrogress -—

Wednesday. Apr 15,2020, 07:40:44 PM

Aftersuccessfully importing ‘Project Users’ user should login to gorilla expense managerand Goto Project
Masters -> Project Users Mapping and check if the imported Project Users are displayed

Project-User Mapping and User-Project Mapping Option

This feature helpsin mappingindividual user/sto projects or vice versa. Earlier the feature available was
used for project user mapping where admin would select the project and assign userto that project, the
drawback was if the Admin had to assign a single userto multiple projects, then it was a tiresome job to
selecteach projectand assign the user toit. With this feature, at one go the admin can map multiple
users to multiple projectsin a single screen
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Project User Mapping

E gg)(rcliltla?\se Hale:

Home  ExpenseReports  Analytics  Integration  Settings  Billing  Masters  ProjectMasters =~ HCPMasters ~ TimesheetMasters  Support

Project User Mapping [ User Project Mapping

Select Mapping Type: ® Project User Mapping © User Project Mapping
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Figure 52
Project User Mapping Audit Trail
Customer Tata Consultancy Services - Project PROJECT25 hd
Unassigned Users Assigned Users
Employee2 Support2 - Employeel Supportl o

Manager! ProdSupport

Figure 53
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Project User Mapping Audit Trail
Customer | Tata Consultancy Services bl Project PROJECT25 |
Unassigned Users Assigned Users

Employee2 Support2 ~ Employeel Support] =

Manager! ProdSupport

Figure 54
User Project Mapping
orilla Hell
T: ge)(pense
Home  ExpenseReports  Analytics Integration ~ Settings  Billing  Masters Project Masters HCPMasters ~ TimesheetMasters  Support

Project User Mapping / User Project Mapping

Select Mapping Type: © Project User Mapping @ User Project Mapping

Powered by Gorilla Expense | Terms Of Service | Privacy Policy | QCWEBAPPSVMI

Figure 55
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User p 7 ek =

UnMapped Projects Mapped Projects

Project-1 PROJECT2S

PROJECT27

Figure 56

Using this function, the admin can ‘upload’ Project tasks forall available projects. Followingare the
mechanics to uploading the Project tasks. During setup, Gorilla Expense will provide an Import cost
categories or Project tasks template document. Thisis an Excelfile with a standard format for listing all
the Project tasks details. Below figure shows an example of a filled Import Project tasks template.

Project | Project Task | Project Task Type | Billing | Start End Date | Estimated | Estimated | Estimated
ERPId | Name Task Code | Date Hrs Qty Rate Per | Cost
ERPId ERPId Hrs
PRO1 | Requirements | TSK1 | Timesheet| N/B 1/1/2015 | 1/30/2015 10 1 100
Analysis
PRO1 | Prototype TSK2 | Timesheet| STD 1/1/2015 | 1/30/2015 200 10 2000

development

PRO3 | Onsite TSK3 Timesheet| STD 1/1/2015| 1/30/2015 200 10 2000
Demo/Works

PRO1 | Devlopment |TSK4 | Timesheet| N/B 1/1/2015| 1/30/2015 100 10 1000
Tasks

PRO1 | Quality TSK5 Timesheet| N/C 1/1/2015| 1/30/2015 50 10 500

Testing
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Once this document s filled, the admin will need to use the Gorilla Expense Integration Manager utility to
upload the values contained in this document. Afterlogginginto the Integration Manager, goto File - >
Import Master Data -> Import Project Tasks. Here, select settings menu and browse for the file to be
imported fromthe local drive using the Browse option. Select done when the file is selected.

Select Reload this should populate all the data in the excelsheet, usercanselectall the records to be
imported by choosing the “Select All” option or can manually select each record to be imported
Afterselectingthe recordsto be imported User selects the “Import Project Tasks” button on successful
import the records turn green else in case of unsuccessfulimport the record turns orange and on hovering
the incomplete record the reason for failure is displayed else usercan choose the “View log “ option to
ascertain the reason for import failure .

| Select None Import Jobs

Budget

Select Project ERPId Job Job ERPId Task Type Aok

Billing Code
ERPId

Start Date End Date Esthrs EstCost

Upload Progress |-

Total Progress -_—— .
Thursday. Apr 16.2020. 1257:04 AM

Aftersuccessfully importing Project Tasks user should login to gorilla expense managerand Goto Project
Masters-> Project Tasks/Jobs and check if the imported Project Tasks are displayed

Search Jobs Augiit Trail
Customer --Select-- v Project --Select-- v
Job —Select— v Task Type —Select— v

Start Date End Date

Hide Closed Project(s) v

Project Job Job Code Start Date End Date Action
PROJECT25 Taskl TSK1 /2015 4f30/2015 ]
PROJECT25 Task2 TSK2 1hj2018 4f30/2018 40
PROJECT27 Tasko TSK3 /2015 4/30/2015 g}

Create New

Figure 57
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Project Expense Type Mapping

Project - Expense Type Mapping and Expense Type - Project Mapping Option

This feature helps in mappingindividual expensetypesto projects orvice versa. Earlier the feature
available was used for project expense type mapping whereadmin would select the projectand assign
expense typestothat project, the drawback was that if the Admin had to assign a single expense type to
multiple projects, then it was a tiresome job to select each project and assign the expensetype toit. With
this feature at one go the admin can map multiple expense types to multiple projectsina single screen.

Project to Expense Type Mapping

orilla
E gexpense

Home  ExpenseReports  Analytics  Integration  Settings  Billing  Masters  ProjectMasters =~ HCPMasters ~ TimesheetMasters  Support

Project Expense Type Mapping / Expense Type Project Mapping

Select Mapping Type: '® Project Expense Type Mapping '~/ Expense Type Project Mapping
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Figure 58
Project Expense Type Mapping
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Food
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Figure 59
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Expense Type to Project Mapping

GE 9

Home  ExpenseReports  Analytics  Integration  Settings  Billing  Masters  Project Masters

Project Expense Type Mapping / Expense Type Project Mapping

Select Mapping Type: © Project Expense Type Mapping ® Expense Type Project Mapping
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Figure 60
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Figure 61
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Role Project Mapping

Gorilla Expense allows you to map desired projects to the corresponding userroles. This way each user

will only see the list of projects he or she is authorized to see. The "Role Project Mapping" and on the Role
Project Mappingscreen, you can map the projects to a particular role.

Role Project Mapping

Role Select an Option

UnMapped Projects Mapped Projects

NY Health Care -201 -
Project-1

Project-25

Project-27

Figure 62

From the "Role" dropdown select the desired user role for which the project needsto be mapped. Then
selectthe projects from unmapped projects list box and use button ">>"to map the selected projects
underthe mapped projects list box and click on the "Save" button as shown below.

Role Project Mapping

Role OFExecutive -
UnMapped Projects Mapped Projects

Project-1 - NY Health Care —201 -
Project-25

Project-27

Figure 63
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Appendix

The following diagram shows the typical expensereporting process -

Mobile App

Web Application -

WELGETC g

Integration with
Accounting/ERP

eUUser creates transactions
with smartphone
immediately after
incurred

eIncludes e-Receipts

*Submits transactions

sUser logs-in to web
application
sCreates new report

oCan create new
transactions here if
needed

simports credit card
transactions to report

s _and/or -
*Drops smartphone
transactions into report

sSubmits report

*Receives email about
employee's report

*Reviews report including
receipts

sApproves/disapproves
electronically

¢|f approved, report is sent
to next level manager
and/or Accounting

o|f disapproved, employee
is notified electronically
with reason

sApproved reports are
reviewed

sReports are submitted to
Accounting system
through 'One-Click’
automation

*Data feed is available to
be imported into Payroll

eAccounts Payable issues
reimbursement

sStakeholders can slice and
dice spend data
sStakeholders can analyze
data by expense type,
date range, employee etc.
sPolicies and audit
mechanisms are fine-
tuned based on data
sBetter deals can be made
with Vendors
sCorporate credit card
expenses are reconciled
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