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Expectations of Approvers

e Ensuring card holders comply with the
procedures

e Transactions are legitimate and for University
purposes

* No personal expenses

e Transactions are not split to avoid
credit/transaction limits

e Transactions are coded correctly, including GST
and FBT requirements

e Documentation attached is correct (the right tax
receipt or lost receipt form).

— OCR module should assist here if the App is used for
Image Capture

A key thing to remember is that the money is
already spent!
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Approving - In Practical Terms

e Not every transaction needs to be looked at in-
depth, just make sure they appear reasonable.

e Look at a random sample of transactions and
spend more time on the ones that don't fit normal
spend/card holders transaction patterns.

e Check that GST is coded correctly, especially for
transactions that may have FBT implications or
Duty Tax.

e |f the expense is for Gift Cards, or gifts for staff,
are the appropriate approvals
attached/mentioned in the expense description?
If not, query the transaction.

e Clear out transactions requiring approval

regularly, rather than waiting and doing them all
in bulk.

e You'll get weekly emails from Fraedom advising
you of actions.
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Things to look out for

e Split transactions — multiple transactions to the
same vendor on the same day or over a

short period of time. This could be someone
trying to get around their transaction limit

and should be queried.

e Transactions from unusual places or at unusual
times — such as bottle shops and

weekend transactions.

e Transactions that don’t fit the cardholders
spend pattern — if someone usually buys

coffee and parking, and then suddenly, they’re
spending money on something

obscure.

e Interstate or overseas transactions when the
cardholder hasn’t been travelling.

e High value transactions.

e Anything that looks unusual.
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Tax receipts — what is an
acceptable receipt?

A tax receipt needs to show the following
information:

e Name of supplier

e GST clearly shown
e Amount

e Tax invoice/receipt
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Examples of acceptable receipts:

NeanTas [T

E-Ticket Itinerary, Receipt and Tax Invoice
_’J Important information

+ This Is your E-Ticket inerary & Receipt Tax Involce. You must bring R with you to the airport for check-in, and It s recommended you
retaln 3 oDy for your records.
« Each passenger ravelling needs a prined copy of tis dacument for airport securlty checks
+ PlEase [aMIANEE YOUTSET wilh INe ksy Conaltions of Camage, DIngerous GO gUIss and oiner INMaMmanon Jtacned.
Pazsanger Ticket Information

Passangar Nams Fraquent Fiyer No. Tickst No. Issuad Tickst Total*
| | 08 Aug 18 a2sd
Tickst Total for il passengera* 40234

“Armwants are dispiay=d In AUD [AUD}

Your itinerary
ﬁaﬂ 61 887 057 1
Ei tnvn Promena enancy
- T — oo gt
PH: 08 8374 2
LN N

#014563 61 Tonsley Store 30/01/18 11:20:40

Payment Datalls B
Dats. Payment Typs Rafarsnca Amount* e e e e Saon2
02 Aug 13 isa 00000 FE53 e
iz may sppear 11
‘Your Recelpt Dstalla 4,80
Tickst Charges: Charges GST Total pICCOLO LATTE® $3.
Tofar 3155 $3.90
Car Payment Fee. 245 FLAT WHITE® .
Total Amount Payable® 36831 =63 40294 -> DINE IN CIF QEETCrIe
“rclude: TanzsFessicarer Charmes 7 m
Tax Information TOTAL $
gﬂma = s mm:’m 08 Aug 18 51 80
s an
T Subtotal
— et 0.
'Hi' - Elﬂm;‘ﬂm ®I = Ernr:;:.ly:;:zmm n .uﬂ-.‘ n EFTPOS $7. 80
— " cantes aprineed copy or s - enoughtime to completenecessary - choose the check-n option best
document when Sawelling. efeck-n, securty screening and, Toryou
« Label your bags Insige and oue for Intemationa fights, customs and
With your niame, address and immigration.
‘cOntact Pumpar 2t your + FamiEacs yoursa with e chek- lmmm“‘mmmmmm
| cesraton - mmmmmmm;;'m“
checked bamane StoNanoes a6 In e Travel Information eection tons|eyefurkcaf feefood. con. au
restriczions apoly. atachea
Fars tothe special conditions may apply
Addtional Fess: Fees may apply Detas
—
% 7
AIF: BEEST3221
***TAX INVOICE*** C/. VRLENCIA, 227
Adelaide Airport BARCELONA - 08007

Tel. 93 252 99 04

HATHERIH viernes 06-07-18 07:14 . ;
e o
352,044 DEPARTURE: 21/07/18

CRSHIER: 10307

Receipt 057123
Cnsun Parking Ticket
Loni Term Car Park

TInport TARECLOCATOR:  B0C-1360704506
INVOICE DATE: 21/07/18
ﬂt W . “ es P CONFIRMATION NO: 4555978
; 1.25¢
1.50 € TAX INVOICE 7678 PAGE (S) 1ot
0.70 € DATE__DEScIPTION REFERENCE oeaIT creoIT
0.80 ¢ 14/07/18 Deposit Transfer at Check In 15.00
i 14/07/18 CC Surcharge 15.00
oA AR, 15/07/18 Deposit Transfer at Check In 115000
15/07/18 Accommodation 149.00
4 25 £ 16/07/18  Accommodation 21900
. 13/07/18  Accommadation 21900
18/07/18  Accommodation 21900
19/07/18 Accommodetion 189.00
20/07/18  Accommodation 149.00
ToTaL 1169.00 1,180.00
it om persanaty gl for the payment
of the foregoing statement and &
pany or association \ndl:a\edlwmeashzmﬂ TOTAL CHARGES 1,169.00
responsibie for payment of the same doss ot 5o,
that my liability for such payment shall be joined TOTAL INCLUDES GST roezs
203 Severa with Such petsan, company o BALANGE 0.00 GST INCLUDED
association.

+ INDICATES NON-TAXABLE SUFPLY
GUEST SIGNATURE

Please make paymer
Iccount Nome: Aboce The Apariment Hotel Norabundan Pty Lid ATF Abade
Harrabundah Unit Trust
Bank: Commonwesith ank of Australia

e Narrabuncan
635

&1 Jerrabomberra Avense NARRABUNOAY ACT 2604

PO Box 4519 KINGSTON ACT 2t
Phone: 08130 0850, 1300 1 ABDE (22633)
Email: reservatians abodehotels com.au
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What is not an acceptable tax
receipt?

Merchant transaction slips that only show a
transaction has been paid by EFTPOS.

e Not enough information.

* Not a tax invoice/receipt.

AﬂZs’r
ANZ CUSTOMER COPY

FuUN< COFFEE & FOOO -
Fun COFFEE 0 Foo0

OLELLY PRk

TERMINAGL 1D 08185239701
UISAH (C>» CR
7764

PLUR D $7.80

MNAB Uisa Credit

=D AO000000031010
TUR QOQOCOOO00

APSH 00 POOOO? ATC 0028
APPROVED AUTH 325408
STaN 045843
3007718 11:20

ror VIR E0¥rcn

PLERSE RETSEN FOR YOLR RECORD
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Approval Guide - Desktop

1. Go to Approval tab in Fraedom.

Fr dorT]" Home Administration v Accounts Expenses Approvals Reports v Analytics

B3 Card Expenses 162 ADMINISTRATOR
T Approvals m

Transactions 06 Mar 2020 to 06 Apr 202
# Pinned

National Australia Bank ~

2. This will bring up a list of all transactions that need to be
approved, broken down into each cardholder.

L]
F" dor’n Home Administration v Accounts Expenses Approvals Reports v Analytics

Approve expenses

Approval status Show expenses up to Filters. -
T?J do v 08 Mar 2020 ] Mo filters selected = Find
Think-Cell 1,548.81 AUD 5 NABI
Grind And Press Coff 15.00 AUD 5 NABI
Cafe Alere 7.60 AUD 5 NABI
o Vistapr*vistaprint.Com 5.00 AUD = NABI
o Vistapr*vistaprint.Com -5.00 AUD = NABI
Smartsheet 480.00 AUD 53 NAB|
Grind And Press Coff 5.00 AUD &1 NAB/(
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3. Click on a transaction to bring up the approval screen on
the right.

Approve expenses X Uber *trip |

[ — oy | s =
¥ omar2020 B Nofikers selected = | Find Q Amount Date Issuer Type Merchant category group
11.70 AUD 30 Dec 2019 NAB Purchase Transport
Soliter wenworun 47054 AU
B3 NAB(9917) | 19 Dec2019
Workflow Additional information

Y Qantas Valet Parking A 93.92 AUD
B3 NAB (9917) | 20 Dec 2019 E Merchant Detalls
Purchase Uber *trip =
Suburban Taxi 131008 1235 AUD Expense Description
B NAB (9917) | 30Jan 2020 8 Personal Uber Fare accidentally booked to Uni card. Reversed to personal card - credit following.
Georges On Waymouth 38.40 AUD Coding

B NAB(9917) | 30Jan 2020

Domestic Travel - Car Hire/Taxis Dormestic Travel

X Amoun 11.70AUD 2022 Travel Expenditure- domestic o
Virgin Austr7951855609027 70.00 AUD
© e pusrastasson: 4 i o oo
™ 1.06AUD
0 Virgin Austr7951855609026 70.00 AUD
£ NAB (7764) | 24 Dec2019 E
. Approval rules
Uber *trip 11.70 AUD
£ NAB (7764) | 30 Dec2019 B
> & Authoriser Approval E: Approval required |
Q Cpa Australia Ltd 720.00 AuD
£ NAB (7764) | 02Jan 2020 E
Jotform Inc. 27.70 AUD Approve ‘ Options ‘

4. Open the receipt by clicking on the image in the top
right so that it can be checked against the transaction
details in Fraedom.

@ 70321976 - Google Chrome - o X
& control frazdom 70321976 :
o</ Uber *trip |
tssuer Type Merchant category group
NAB Purchase Transport
Open in Acrobat Additional information
e Bececrs P
{susines] Your uesdy moring 1 wih Uber
Monday, 13 Jauzry 2020 10:55:24 A1
T T p
Totak AS11.70 Uni card. Reversed to personal card - credit following
L] Tue, Dec 31, 2018
Thanks for riding,
We hope you enjoyed your ride Domestic Travel
this morning.
2022 Travel Expenditure- domestic o
CProjec 0103201518 Finance & Procurement Services
We refunded A$11.70 to your card ending in *s++ 7764 and switched
payment for the trip to card ending in «++ 8371
2020 .
> % Authoriser Approval B Approval required ‘ . ‘

15.00 AUD
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5. The coding can be checked here:

Workflow Additional information
Merchant Details S
Purchase Uber *trip '

Expense Description
Personal Uber Fare accidentally booked to Uni card. Reversed to personal card - credit following

Coding

Domestic Travel - Car Hire/Taxis Domestic Trave

11.70 AUD 2022 Travel Expenditure- domestic o
10% G5T 01.032.01518 Finance & Procurement Services
1.08 AUD
Approval rules
> & Authoriser Approval E: Approval required ‘ ‘

6. If there are any policy flags against the transaction, they
will show in the approval screen. Currently, only
transactions coded as Personal Purchases will flag,
however more policies are coming soon. If a transaction
shows a Personal Purchase flag, make sure the receipt
for the repayment is attached to the transaction.
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0% GST 01.556.40962 NT RHMT

0.00 AUD

Policy alerts

> |4 Personal Purchase

Approval rules

> & Authoriser Approval E Approval required ‘ ‘

Approve ‘ Options ‘

7. If the transaction needs to be returned to the card
holder for more information (e.g. if a personal purchase
doesn’t have the repayment receipt, or if a description is
not sufficient), the transaction can be queried directly in
the Approval screen.

Click on the three dots next to ‘Approval Required.

59.01 AUD 2022 Travel Expenditure- domestic o
10% GST 01.032.01518 Finance & Procurement Services
5.36 AUD

Approval rules

» & Authoriser Approval B Approval requirecl

Approve ‘ Options ‘

8. Select ‘Query’.
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Amount 59.01 AUD Expense Code
Tax code 1096 GST CC/Project

Tax amount 5.36 AUD

Approval rules

> & Authoriser Approval

2022

01.032.01518

Travel Expenditure- domestic o

Finance & Procurement Services

ol

]

E Approval required EI
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9. Enter the query in the comment box and click ‘Send’.
This will send the transaction back to the card holder for
more information. Once they have responded to the
guery, the transaction will come back for approval.

Approval rules

v &1 Authoriser Approval = :
GEemesi e Ei Approval required

saction Type | |

Approvers: [ Richard Porter

Approve | Options

10. Once you’'re happy with the transaction, click the
‘Approve’ button down the bottom, or click the three
dots and choose ‘Approve’.

Domestic Travel - Car Hire/Taxis

59.01 AUD 2022
10% GST 01.032
5.36 AUD

Approval rules

» &1 Authoriser Approval
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Approval Guide — App

1. When you open the app and log in, the first page you
see should be the ‘approvals’ page. If it is not, click on

the three lines in the top left = and then choose
‘Approvals’.

ull Optus 4G 12:26 pm 5 0% 74% mm)

43 Jessica Harrison —

C

(B8 Accounts i

[Z] Receipts c

B

o E
||  Approvals

(@

(@ Contact 9

E

€& Settings 5

v

[ Logout i

©
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2. You will then see a list of all transactions sitting with you
for approval. Click on any one of these transactions to

see more information about it (receipt image, coding
etc.).

ol Optus 4G 12:26 pm 7 @ % 74% )

= Approvals O, S Y

AUD

Jbhifi.Com.Au 13900
B 11 Apr 2018 o
Better World Arts 5980

B 05 May 2018

D
Dulwich Bakery 1 3 80
B 08 May 2018 =

AUD

@ Virgin Mobile Hfo 1900

B 14 May 2018

E— :
9 Pelican Airlines Pty 45854
B 14 May 2018
Aroma Cafe 28 50

B 18 May 2018

AUD

Apple Itunes Store 1 49
B 24 May 2018 =
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3. You can see all the information about the transaction in
this screen:

ull Optus 4G 12:26 pm + @ % 74% )

( Approvals

Retail

Amount of
tra nsa ctlon = Purchase: 08 May 2018
Receipt
Coding
Spend Wizard
Meals, Entertainment, Conferences View
13.80 AUD Allocated
Amount incl: 13.80 AUD
Meals,
Entertainment,
Spend Wizard: Conferences -
Catering/Light
CC/Project: 01.341.42389 NCGRT Schullt
Beq Operating
xpense Code: Light Meals
. 2051 Thian:CRTY
Coding
Approve
SHELRS UL L)
GST Merchant Details
Purchase =%
xpense Description
Research Meeting with Inside Infrastructure
Approval rule Description
Authoriser Approval
of expense
Comment Send
Approve
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4.You can enter a comment in the field at the bottom of
the screen and click send. This will send the transaction
back to the cardholder pending more information.

Meals, Entertainment, Conferences View
13.80 AUD Allocated

Amount incl: 13.80 AUD

Meals,
Entertainment,
Spend Wizard: Conferences -
Catering/Light
Meals
CC/Project: NCGRT Schultz

01.341.42389
Gl Beg Operating

Expense Code: Light Meals/

2003 Snacks (Non:FBT)

Tax code: 10% GST
Merchant Details
Purchase Dulwich Bakery

Expense Description

Research Meeting with Inside Infrastructure
Approval rule

Authoriser Approval

-

5. The query will show up down the bottom of your screen,
and it will stay in your queue until approved.
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Purchase Skybus Coach Service
Sky bus to get from ShingWing office in

Melbourne city to the Airport

Authoriser Approval

Travelling alone or multiple?

|

6. When you’re happy with the transaction, click the
‘Approve’ button down the bottom.

ol Optus 4G 12:27 pm 79 % 74% mE)

{ Approvals

Meals, Entertainment, Conferences View
13.80 AUD Allocated
Amount incl: 13.80 AUD

Meals,
Entertainment,
Spend Wizard: Conferences -
Catering/Light
Meals
CC/Project: NCGRT Schultz

0135142389 Beg Operating

Expense Code: Light Meals/

=02 Snacks (Non:FBT)

Tax code: 10% GST

Merchant Details
Purchase Dulwich Bakery
Expense Description

Research Meeting with Inside Infrastructure
Approval rule

Authoriser Approval

Send
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Contacts

Jodie Blight — Administrator
74219151

David Paterson — Associate Director,
Procurement Services
08 8201 2224
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