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Streamlined, secure expense reporting through
Lotus Notes or the Web

Expense Tracker streamlines and secures the expense and billing process. Users
can submit project and travel expense reports from any location through Notes or
the Web, with support for foreign currencies. Expense Tracker also supports the
billing of expenses back to customers or internal cost centers.

The integration of Expense Tracker with Personnel Tracker ensures secure
automatic routing based on predetermined roles, approval cycles, and spending
limits. In addition, Expense Tracker records all editing of reports, from creation
to final processing, with electronic signatures. Billing information is tied to the
expense report through every step of its processing. If the expense is to be
charged against a customer, Expense Tracker can import the current billing
information from Customer Tracker.

Expense Tracker also integrates with the Tracker Data Warehouse, a Web based
reporting engine, to help generate reports such as Activity Ledgers.

Expense report disapproved

Supervisor
reviews report

available, Accounting
processes report

A\ 4
Legacy Data
System DA Warehouse

www. TrackerSuite.com/Expense



zco Expense Tracker - IBM Lotus Notes
File Edit Wiew Create Actions Help

CLE-T9:] AEbBcEe e

| Address
El

wielsome | £5] Workspans ¢ {77 Bizeo Expense Tracker X

= [ MewReport 7| Approve Selected A
TRACKER - T -
E’x |Trip Amount Period Workflow Status ~ |Supervisor
¥ Employee ~ Approval Request
@ Inbox * HR. Hannah
Clutbox Inkjet printer 11000 12/18/2005 - 12/24/2005 Sent to Ashley Admin for spproval Awaiting Approval  Ashley Admin
y  Payroll. Patty
i:f ¥ Accounting Lunch during office move 16,00 12/18/2005 - 12/24/2005 Sent to Ashley Admin for approval Auwaiting Approval  Ashley Sdmin
b Reports ~ Sales, Sally
ﬁ b Hebp Copiss of feature sheets for 000 12/0472005 - 1241042005 Sent to Ashley Admin for spproval Awaiting Approval  Ashley Admin
Report &n lssue tradeshow
@ ¥ User. Joe
otk for FR department: TO0.00 1271072005 - 1272872005 Sent to AsHlep Admin far approval Ewating Approval | Ashiey Admin
ﬁ helping with computer ™~
& bicycle 0| can get to work WS 140,00 12/16/2005 - 12/24/2005 Sent to Askley Adwin for approval Awaiting Approval  Ashley Admin
- i time
Lu Visiting custorner b map out SE0.00  12/18/2005 - 12/24/2005 Sent to Ashley Admin for approval Awaiting Approval  Ashley Admin
e Upgrade requirements
Office supplies for marketing 4000 12/18/2005 - 12/24/2005 Sent to Askley Adwin for approval Awaiting Approval  Ashley Admin
= staff: calendars, pasterboards,
* My Expense Reports
“wlorking lunch with customer 5000 12/18/2005 - 12/24/2005 New Expense Fom SAVED Hannah HR
m to discuss biling arrangements
= Office supplies 2000 12/18/2005 - 12/24/2005 New Expense Fom SAVED Hannah HR
Y
e -

OpenedYiew Bizco Expanss Tracke - [NewinBax)

Ashley Admin
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| Address

| | ~|B T p

Welcome |55 Workspace ¢ [[T; Bizco Expense Tracke: x| T3 Expense Report |

Bvatidate 5] submit Fysave Wysave Bt [ Close 151 Add Notes toLog &y Print

Expense Report

Employes Ernie Employes Expenss Report D EEME-5.VOLW
Emmplayze D BICO Advance Ta Emp us s

Cost Certer: Support Staff Totsl to Employes: 34000 US §

Supervisor Hanriah HR Report Total 34000 US §

Division: Products Billable Totak 34000 US §

e Amount Allowed 1500 Nan-Billable Tatal 0.00US §

Period Start [12idi2005 ¥ Period Enck: 121102005

Form o use: Local Wiew: Form =

Description: [ visiting IBM offices, discussing new product benefits |
Log:

Approver Table

A Fow | Menage Attachments Select Praject Tracker: [Bizco Projact Tracker

AR g8 @8k

: i [lon- [Receipt
Del |Date Project Code Control Mumber Pay Type |Reim Total Total
| 128008y M Consuting v [equipment x| [otficema - cDs 1620 casH x[| | T 15| 1500
S| h2ereoos |y JEM Consuting v [Meals | [sheraton inn 1510 cash =|| | T 25 [ 2sm0
| h2ereo0s  y lEw Consuting v [eirtare | [Unitest Airines ticket to Floric f1300 aex x| | 300 [ 30000
I | 340.00
Sy Equipmert
<l hesls
Lodzing
Transportation

Mizcellaneous

EmisEmployse =~

Expense report in Lotus Notes
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Expense Report

! Niote:s to Log

Inbox
i Employes: Joe User Expense Repart D JUSR-TSCIEI
b — Employee D BZC1001 Advance To Emp: [ uss
e Cost Center: Support Staff Totalto Emplayes: 000US §
Sopie, Supervisar: Ashley Admin Report Total: 000US$
- Division Products Billabie Total 000Us §
P Projects Mex Amount Allovved, 1500 Non-Billable Totak 000Us §
Period Start: 1201 8/2005 ‘ Period End: 122412005
Form 1o use: Local Vigw: Form v
Description: [Business trip for Brannick |
Log
Appraver Table
[ Add Row ] [ Manage Attachments Select Project Tracker: | Bizco Project Tracker b
Del Date Project Code Description Control Mumber Pay Type  |Bill x:!" ?‘;f:‘" Tota|
%IWZIMDDS |v 1M Consulting ¥ | Airfare | Raund trip on Detta 1102 WISA ~ o
G|1ommms |y |iBw consuting v [ Mesls ~ |meponais casH v 0
%lw 21872008 | w | Br consuting W | Lodging | Motar Inn VISA ~ ]
1292005 |y iEm consuting v [ Transportation ~[[Hersh Rentacar Vish v [
fare
Equipment
heals
< Ladging | )
€] Done Miscellaneous @ Trusted sites

Expense Report

Expense report over the Web

IBM Lotus Notes

File Edit Wiew Create Actions Applet Help
[CE&-75:] [HE=p ] - EE=-SpE S DAYE |
| Address ~Jers - oRa-]

IomaE]

wielsome |£5] Workspane | L) Bizoo Expsnse Tracker 5| [0 Expense Report 3¢

ECILE g8l &8k

Bvatidate 5] Submit Fysave Wysave abxit [ Close 151 Add Notesto Log & Print
Expense Report
Employes: Sally Sales Expense Report D SEAS-BIANUS
Employee D Advance To Emg us§
Cost Certer: Marketing Staff Tatal to Employes: D00US§
Supervisor. Ashley Admin Report Total TEO25US ¥
Division: Marketing Billzble Total: D00US§
e Amaurt Allowed 1500 Mon-Billablz Total THRO25US ¥
Period Start. 120452005 v Period End: 1201072005
Formio use: International Wig! Form A
Description: Ivisit Brannick's Paris HE to consult with product instalation
Log
Approver Table

AddRaw | WManage Attschments | Select Project Tracker: | Cost Center Codas -
Del |Date Project Code Control |, rope  |B O™ [Tax Type (T2 Receiit | ceiptCurr  Rate Total
== L Humber | Y YP Reim YPe Amount |Total
4
Kt | ®ffizoenns g [instaliation Sanices ¥ [Losging | |Le chirac Arm Hetel wrr x| W =] 300 [Us s Bl R
Saflr2m2005 o Installation Services ™ [Meals ] [Bon voyage Baguettes aMEx x| =] 25 [Euro Bl 143 28
Dfl1292005 y |Instaliation Services ¥ [Airtars = | [Deta sirines round trip aMEX = | W =] 400 | Eura | 113 a5z
a0
i Peso
.U Dolar
Fupish
Pound T

Ty start

Report expenses in foreign currencies
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IBM Lotus Notes

Fle Edt view Creats Actions Applet Help
CHS FH: Bl oehEE -

| Address

Welcome | 5] Workspacs X | ) Ashley Adrin - Inbos 3 | 0 Expense Report |
B3| i3] 2mpreve | I3 Disapprove 0 Close
o~

|

@ Employee: Joe User IEl;'_"e"se Report  icr puzLiH

Cost Center: Support Staff Employee uss

Currency:

2 Descript Consulting on lacation for Brannick

Period Start: 1271172005 Period En 121702005
ﬁ Report Total:  E63.00US 5 Billable Tot BE300US §

[esto 863.00US § HNon-Billable Total: 0.00US §
= Employee:

Advance to
= Employee: s

Log: 1271202005 31915 P : Expense Report submitied by © Jo User
Lu | - Acct Control  Receipt Exchangs . Hon- -
, Project Date  Sot Category  Code oniel ot Receiptcurr PR Total Bz UV Deseription

|

craic Brammick nstal 212200 g Misc.  Miscellaneous 3000 Us§ 1 3000 ¥ M Goft-nStuif

crsig Bramick nstal =120 300 Mesls Meals 25.00 Us§ 1 500 v N Emﬂ"'s Felns

crsig Brammick nstal 212900 anny pesls Meals 800 Us§ 1 800 ¥ N McDonalds - lunch

reio Brannick nstal 212290 5001 Transportatior Transportatior 100.00 Us§ 1 1000 v N :::SZ Rerit:A:Car 3

- 12121200 z 3 days ot Sheraton
Craig Brannick Instal 4001 Lodging  Ledging 30000 Us s 1 ECT I sl
Craic Brannick Instal 1212200 gy i Airtare 200,00 Us§ 1 0000 v N EIDD:’:;'”” fight to

Accomnting Totals for: Joe User
Period: 12/11/2005 - 12/17/2005
Cwrency: US §

IBM Lotus Notes

Fle Edt view Creats Actions Applet Help
CHEHS T3 S ) ~|B = B |
| Address
Welcome |55 Workspace ¢ [[T; Bizco Expense Tracke: x| T3 Expense Report |
B3| o0 close i\ Disappiove B Process| & print
B N
mi
& Expense Report
Employee: Joe User Expense Report 10 JUSR-5.ZU4H
Cost Certer: Support Staff Division: Products
Description: Consuling on lacation for Brannick
D Periad Start: 1241172005 Periacl Enct: 121752005
Report Tatal, B38.00US § Billable Totsi: 63800 US S
Total to Employes: 636.00 US § Non-Bilable Total 000 US§
ﬁ wiew: Preview - Advance T Emp Us§
=] 12H202005 31316 PM : Expenas Report submitied by - Jos User
1222005 3:30:11 PM - Expense Report dizapproved by : Ashiey Admin, Reason : Joe, you can't
Lo charge morethan $15 for meals. Pleass correct this report
ﬁ & 1222005 3:33:22 PM : Expenze Report submitted by © Joe User
= 12202005 3:34:53 P : Expenss Report approved by Ashisy Admin
12/12/2005 3:37:06 PM : Expense Report approved by Boris Beancounter
B
> Acct Control  Receipt . Exchangs . Hon- —
Project Date AT Category  Code e el Receiptcurr FiEh Total Bz MO pescription
Craig Brannick Instal 12122000 gppy Mse Miscelaneous 3000 usy 1 o0 ¥ N Golt.nStutt
Craig Brannick Install 21200 gy Ml Ml 200 uss 1 2o v N McDonalds - lunch
Craig Brannick Instal =229 sp01 Tanspenation  Transportation 100.00 us§ 1 womn ¥ N ::;‘SZ Rent-A:Cer3
z 121242005 3 days at Sheraton
4001 Lovdy Loy 300 .00 us 1 300 .00 ¥ N
Craig Brannick Install iging iging ¥ El Conguistador
Creig Brannick Instal 2120 2009 #ir sirfare 200.00 us § 1 0000 Y N ;E:rd“:'”” fight to

Accomnting Totals for:
Parind

Expense report activity logging
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nter
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izco Expense Tracker - IBM Lotus Notes

[CR&E~

| Addiess

E

Welcore |{55] Workepace ¢ | [ Bizca Evpense Tracker |

EgNEWREpurI (@ Payperiod (G Submitter @s‘gm T

~ Employee. Emie
Deell Inspiron laptap

Posters for rade show

¥ Sales. Sally
Visit with DOH. discuss our
product uparades
Copies of feature shests for
tradeshow

800.00 12/04/2006 - 12410/2005 Auwaiting Approval — Sent to Victor Vicepresident for apy

12000 12/04/2005 - 12/10/2005 Awaiting Approval — Sent to Hannah HR for approval

730,00 12/04/2006 - 12/10/2005 Awaiting Approval — Sent to Boris Beancounter for appre

E TRACKER - - -
Status|Submitter | Trip [ ™ Amount Period Status ‘Workflow Message
¥ Employee ~ DISAPPROVED
@ v Accounting ~ Employee. Emie
Inbor Visiting IBM ofices, discussing 4000 12/04/2005-12/10/2005  DISAPPROVED  Disapproved by Hannah HR
Outbox e product bensfits
A Expenss Reports ¥ APPROVED
B ~ Computer, Carlos
» Reports Help Widgit Inc. with product roll 38200 12/04/2005- 12/10/2005 APPROVED  Sent ta Accounting for pracessing
ﬁ out
ki Mew router for K office 21000 12/04/2005 - 12/10/2005 APPROVED  Sent to Accounting for pracessing
@ Report An lssue
~ PROCESSED
=i b Computer. Carlos
= b User, Joe
i A ng Approval
=
4

11000 12/04/2005-12M10/2005  Awaiting Approval  Sent to Ashley Admin for sppioval

b User, Joe

tes

Q- O x@ & ) seanch 5o Favartes 2)

Adress (€] hp:iflocahost Tracker Default htm

- 2] vl|seachwenr - &

Google - v [C search -+ gP PaeRak Ehes pocked  “% Adtolink +

- - @ | Cfvyweb~ IMal - @My vahoo! ~ ) Shopping - gyGame

v | EYGo ks ”
[ options otTable Field List ®

Drag items ta the PivokTable list

Bilable Al
Reports: o Employee
&« Tracker DataWarehouse: Activity Ledger Report Employes Cost Center
[l Project Reports Employee Task
[ Activity Ladger Select Date Range: Htp Url
[ Budget vs. Actual From: [12/1/2005 | To: [12/29/2005 | QR [ManthtoDate | | Reguer Project Cost Carter

[J Budget vs. Actual - De

Project Name

[l Expense Fie [ Save Hew Report Seftings | [ savein "My Reports” |

[ Project Histary Graph
[ Project Mew. Comp. Pef
[ Project Portfalio
[ project Update

wiEl Y Y EE R

Time
Income v

[Caddto ] [Rowarea v

[ Time Pie

[ weekly activity Plannir| BEoreck Hame

~ |Activity Date v Employee

Administration Staff
Custorners

Bronwyn Amalgamated Server Upgrade

B Marksting Staff

E12/17/2005 |Moses Marketer *

B Vacation

Resource Management

12/12/2005

12/19/2005

Support Issues

B Widget Assembly Process Improvement

ists
Other Reports

E12/11/2005  |Jos User

E12/15/2005  Joe User

E12/16/2005  |Joe User

12/22/2005

1272372005

~ |Time Total Expenses Total Incorne Total
:_ & 107.5 o
26 [ i

0 2638.75 i

8 0 i

8 [ i

o a o

8 0 i

8 o 0

8 a o

= 8 [ i

[
|

Project Information: Number of Active Projects (monthly change) 40 NC ... Number of Comp 2 |

€] Done
-4 start
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Activity ledger reports in the Tracker Data Warehouse
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