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Introduction

Froedom

Expense management

Fraedom is the expense management system used by Flinders University for
our Purchasing Cards.

Expenses are acquitted either through the desktop version of Fraedom,
available through Okta, or through the mobile app. This guide includes step-by-
step instructions on how to use Fraedom.
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A valid tax receipt/invoice should have:

Name of supplier

GST clearly shown

Amount

Tax receipt/invoice mentioned

Examples of valid tax receipts/invoices:

***TAX INVOICE***
Adelaide Airport

Receipt 057123
Casual Parking Tiﬁkct

Loni Term Car Par
078659

il
D $66. 09

*R%G383

60.00
s36.00

Valid Tax Receipts/Invoices

viernes 06-07-18 07:14

32,044
wart

1.25¢
150
0.70 ¢
08¢

125 ¢

Inport

0.35¢ W
ant onb Tarseta |1

=€ @ 1a UIFI de la tenda el PIN ds:
= PIN VIFI: SDOKDO

ABN: 61 987 057 341
Furk Coffee + Food
6 WAB Eastern Pronenade Tenancy E21
Clovel Iy Park S4 5042
8374 2

TAX INVOICE
#014563 61 Torsley Store 30/07/18 11:20:40

11

3.9
PICCOLO LATTEX $:
FLAT WHITE na
-> DI IN CP
TOTAL

$7.80
GST Subtotal
GST Anount won
EFTPOS $7.80

(A

tonsleyfurkcof feefood. con. au

ToanTas CHTIRTIINTS
ROOM NO: & ) .
° i icket Itinerary, Receipt and Tax Invoice [rrer——
DEPARTURE 2v/07718 .
10307
CASHIER . Important information
TA REC LOCATOR:  BDC-1360704506 . Thaiey ¥
INVOICE DATE 21/07718 et s copy oryourrecrts.
CONFIRMATION NO: 4555978 =+ Eaenps ch gl .
-
Toeto. Tsausa Tewst Toar
TAX INVOICE 7678 PAGE (S) Lofi 08 Aug 18 ma%
Tt Totaitor i passangars* 0zse
oae pescurTion RereREnce osar_ceorr e sssaen
T3/07/18 Depost Transter ot Check n 500 —
/07718 CC Surcharge 5.0 amung staun Fogntinromaton
15/07/28  Depost Transter 2t Check n 115400
1507118 Actommadstion w0 R
16/07/18  Accommodation 219.00
17/07/18 Accommodation 219.00
i e = e
19/07/18 Accommodation 199.00
20/07/18_accommdtion 1a8.00 _
3 PaymentTyps Ratarsnes “amaunt:
TomaL 1ie00  3,16900 s
1 agres that 1 am personally lisble for the payment . - e A 18 viss ees -
of the foregeing statement and if the person, N T a3 3ERCaN B2 MRS FANSACEn: on Jeur el card statement
iy or association indicated by me 25 being TOTAL CHARGES 1,169.00 “Your Receipt Dealie
Fecponcnia for payment of the same does not o4, . L0628
that my liabilty for such payment shall b joined TOTALINCLUDES 65T — e — ol
and several with such person, company or BALANCE 0.00 GST INCLUDED Canpamentree =
Sszcastion
otat & mountpayabie: st P st

T 1 * INDICATES NON-TAXABLE SUPPLY
GUEST SIGNATURE —————————

Please make payment to:
Account Name: Abode The Apartment Hatel Narabundan Pry Lt ATF Abode
rabundan Unit Trust
Bank: Commonweaith Bark of Australia
BSE No: 062 800
Account No: 1020 6453
Abode Narrabundan
ABH: 62 636 245 307
61 Jemabomberra Avenus NARRABUNDAH ACT 2604
PO Box 4513 KINGSTON ACT 2604
Phane: 02-6130 0650, 1300 1 ABODE (22633)
Email: reservatiansabodehotels.com.au
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What is not a valid tax receipt/invoice?

e Merchant transaction slips that only show a transaction has been paid by EFTPOS
e Not enough information
e Not a tax receipt/invoice

ANZ S
ANZ CUSTOMER COPY

FlUMK COFFEE & FOOD -
Fuby. COFFEE PG FO0

CLOUELLY PRk
TERMINAL 1D 08185239701
UISA {C» CR
7764
PLR D $7 .80
MNAB Uisa Credit
AlID AOOO0C00031010
TUR COQOOC0000

APSH 00 POOOO7 ATC 0028
APPROVED AUTH 325405

STa 045843
30,0718 11120
ror VEIE E0¥ron

PLERSE RETSMFOR Y OUR RECORD

Lost Dockets

If you lose your receipt, you will be required to fill out a Lost Docket form for each individual transaction and
upload it instead of the receipt.

The form can be found by going to the Flinders University services website www.flinders.edu.au/services
and searching for ‘missing credit card invoice’.
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Set Default Code

If you only use one cost centre/project in your coding, or if you use one more than others, you can set up a
‘default code’ to be loaded automatically for each transaction. This code can be changed in the coding
screen of a transaction if necessary.

1. Click on your name in the top right corner of the screen and click on ‘Personal Settings’.

Image Library

Language

Personal Settings

Password
Help

Mobile App

Log Out

2. Click ‘Default Codes’ in the menu on the left.

3. Click on the arrow next to the account number fields.

Charge Groups Charge Codes

Report Groups Reports

Approval Roles Approval Rules
Personal Details Employee CC/Project Expense Code

Account Management _ 01.872.00207 3601 ®_ 3

] 5

2 —( Default Codes )

Exp es

Approval Delegation
Customise Views
Audit History
Regional Settings
Motification Management

Mobile Devices
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4. Search for your account in the drop-down boxes, and then click save.

Charge Code Settings - Microsoft Edge = O X

a Fraedom Holdings Ltd [GB] control.fraedom.com/Settings/settings_cd1.asp?defauli_id =1 &

Default Charge Codes - Personal

[Project Expense Code
| V| |

Your default code has now been set. This will appear automatically against all future transactions
and can be edited in the coding screen if required.

Reset Save
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Coding via. Desktop

Coding via the Okta Fraedom app can be completed on your computer by following the instructions below:

1. Click on the ‘Expenses’ tab.

Administration v

Froecdlom™  vome

B3 Card Expenses

523
T4 Approvals

ADMINISTRATOR

Accounts * Approvals v Reports v Analytics

# Pinned

To show your favourites herg, try pinning
items in menus by clicking ﬁ)

Transactions

National Australia Bank «

Total Coding Required
4163 2603
Transactions Debit (AUD)
4163 794,068.60

@ View full transaction summary

Recent Periods

06 Oct 2018 to 05 Nov 2018

Pending Approval

912

Credit (AUD)

937,284.27
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2. Atransaction list will appear with all transactions for all the cards you have access to. If you
are a delegate coder, you can sort the transactions by card holder by clicking on the drop-
down box labelled ‘All delegates’ and picking the relevant name.

@
F|’ dOln Home Administration v Accounts Expenses e Approvals v Reports v Analytics

ElN Expenses

shaow Filters
W .
|| delegates > 1 filters set [ x] Find Q

€) Qantas Airw 535.27 auo B NAI
Yellow Cab Sa 132227 25.64 aup B NAI
Independant 132211 42.73 aup B NAL
Act Cabs 42.00 aup B NAI

3. Click on the ‘Details’ link to open the coding box on the right-hand side of the screen.

@
Fr dorn Home Administration Accounts Expenses Reporis v Analytics x Jessica v

+ | Expenses

E) | i— O s a

) selectall [# Code selected expenses
O » I 1,545.00 aun S 01 Dec 2020
0O » I 28.30 aun =l 17 Nov2020 [ Beras
O - I -4,245.80 o =il 06 Nov 2020 Details
O« I 210.00 aun ST | 27 0ct 2020 Detalls
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Searching for a code manually

1. Click on the box in the ‘CC/Project’ field. If you have set a favourite code/s, they will appear as a list
for you to choose from. If you need to pick another code, select ‘Search codes’ at the bottom to

bring up the search screen.

Dete Issuer
10 0ct 2018

Coding

National Australia Bank (2808)

3 sesscaw

Service Fee:
Linda Humphrys

Link receipt

Details

Select Spend Wizard |

Expense template

| avp CC/Project

Expense Code

AUD

Senace Fees Fraedom Pry Lid

Mo favourite codes found, Click Search codes and add codes
favourites 50 you tan quickly access them here.

Seareh codes

Expense Description *

F|" dor‘r‘f Home Aoministration v Accounts Expenses  Approvals v Reports v Anacs
o Expenses L
Amount
BR crov  Unoatumphns v Al v Todo v S 474474 AUD
9 Flinders Uni Sa 100.00 sue
ESNAR(2808) | 1602018 Coding *
9 Flinders Uni Sa 200.00 aup
ESNAB(2808) | 1602018 o
% Smartsheet 480.00 auo a744.74
¥ EONAB(2808) | 1602018 SRS
10% GST
e Qantas Airwa0812994367583 761.99 auo N
FSNAB(2808) | 11 Oc2018
=4 split
. Conference Online Pt 397.80 au
ESNAB2808) | 110c2018 &
Gl B | merchant Detais
e Service Fees 4,744.74 pup
ESINAB(2808) | 1002018
@ Phil Hoffmann Travel 16.50 aup
ESHAB(EDS) | 100c 2018
\ Fraud Reversal 7.04 s |
ESNAB(0545) | 30Jul 2018

|cmn;me | savedratt | Descripsionis reguires

Options

2. You can search for a code by typing it in the ‘Code Value’ box with the format XX.XXX.XXXXX, or you

can search by description.

Service Fees

Linda Humphrys

Search codes

Amount Date Issuer

4,744.74 AUD 10 Oct 2018 National Australia Bank (2808)
Coding

Coding *

‘ Select Spend Wizard H Expense template |

AUD | CCiProject

v |

Expense Code
AUD |

| Tax Code
10% GST

13134

=4 split

Merchant Details

Service Fees Fraedom Pry Ltd

Expense Description *

Save draft Description is reguired.

[

Arequired code is missing.

I

Arequired code is missing.

CC/Project

Code value

Description

Show valid co

‘ Search |
01.001.01200
001 operating Office of the Vi

01.001.08577
VC- Leadership Support

01.002.34205
Centre for Science Education

01.002.34438
M Westwell Cons Fund

01.002.34439
D Panizzon Cons Fund

01.002.34981
DECS School to Work program

01.002.35308
SSABSA Critical Analysis Physi

01.002.35987
DECS anline exam pilot M Wes

01.003.03354
Merchandise

01.003.03356
Alumni & Development Reunions

01.003.03338
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3. When you have found the code you wish to use, you can click on it to bring up the options menu.
Either click ‘Select’ to enter the coding or click ‘Favourite’ to add the code to your favourites list.

T+ ox S_ennce Fees x Search codes
Linda Humphrys
Amount Date Issuer CC/Project
4,744.74 AUD 10 Oct 2018 National Australia Bank (2808)
Code value
Coding 01.872.00207 ‘
Descriprion ‘
Coding * L
Show valid codes only

‘ Select Spend Wizard || Expense template |

‘ Search

B 01.872.00207

Bank Charee
s7an7a AUD | CUProject
474474 |: @ Seclect W Favourite D Info
Tax Code. o | Arequired code is missing.

10% GST
- Expense Code
- AUD |

431.34 Arequired code is missing.

4 split

Merchant Details

Service Fees Fraedom Pty Led

Expense Description *

-| Save draft | Description is required.

You can do the same with the Expense Code, or you can use a Spend Wizard to help pick the correct code.

P S_emce Fees x Search codes
Linda Humphrys
Amount Date Issuer Expense Code
4,744.74 AUD 10 Oct 2018 National Australia Bank (2308) .
Code value |
Coding | 3601

| Description |
Coding ™ :

Show valid codes only

‘ Select Spend Wizard H Expense template |

| Search

B 3601
Bank Charges
4’74'4'74' AUD | CC/Project

Tax Code - | A required code is missing.

10% G5T
Expense Code
h AUD |

431.34 Arequired code is missing.

=2 split

Merchant Details
Service Fees Fraedom Pty Ltd

Expense Description *

- ‘ Save draft ‘ Description is required,
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Coding an expense code with a Spend Wizard

Spend Wizards are available to help with coding expenses. Instead of searching for an expense code, you can
choose an applicable Wizard and the expense code will be entered automatically. The Spend Wizards can be
searched for common expenses, such as ‘parking’ or ‘coffee’, to make picking the correct Spend Wizard even
easier.

1. Inthe coding box, click on ‘Select Spend Wizard’ in the top left.

=l

Amount Date Issuer Merchant category group
-7.04 AUD 30Jul 2018 National Australia Bank (0545) £ Misc Store
Link receipt
Coding Details
Select Spend Wizard Exgnse template
o AUD CC/Project | + ‘
P— Arequired code is missing.
108 GST M
Expense Code | + ‘
0oa AUD
0 Arequired code is missing
4 split
Verchant Details
Credit Voucher Fraud Reversal
Expense Description *
Complete Save draft Description is required Options

2. Alist of available Wizards will appear. Either select the required Wizard, or search by expense type
in the search bar up the top.

=

Amount Date Issuer WMerchant category group
-7.04 AUD 30])ul 2018 National Australia Bank (0545) £ Misc store
Link receipt
Coding Details
< Back

What was this expense for?

Type in keywerds like otel Q

Admin/Office

Admin/Office - expenses related to the running of the office. This includes stationery, printing, postage, couriers and phone and internet e..

Domestic Travel

Travel - Domestic covers travel expense items incurred by an employee while travelling domestically. Including Accommodation, Air Fares, Par..

Equipment (Non capital)

Equipment (Non capital) - IT related equipment and furniture or other equipment under $10000, such as leasefrental equipment, desktop PCs, m...

Information Technology

Information Technology - expenses relating to IT consumables, server maintenance, software, digital, audio costs, mobile phone charges, inte.

International Travel

Travel - International covers travel expense items incurred by an employes while ravelling internationally. This area should only be used ..
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3. Allocate the expense to the correct category within the Spend Wizard. If you click into one of the
fields, you will be able to click ‘Allocate remaining balance’ to allocate the whole transaction.
Otherwise, you can manually enter an amount into the field. Then complete any required fields (e.g.
number of employees/guests, description of expense), and click ‘Next’.

=

Link receipt

Amount Date Issuer Merchant category group

-7.04 AUD 30Jul 2018 National Australia Bank (0545) £ Misc Store
Coding Details
< Back

Domestic Travel

Travel - Domestic covers travel expense items incurred by an employee while travelling domestically. Including Accommodation, Air Fares, Parking,
Car Hire & Taxi

Airfares

Accommaodation

Car Hire/Taxis

Public Transport

© Allocste remaining balance (7.04 AUD)
Meals & Incidentals

&P Link employees Employees: 0, Benefit count: 0

&P Link employees Employees: 0, Benefit count: 0

NEXT

4. The correct expense code will automatically be entered on the coding screen. You will still need to
enter the correct CC/Project, if it hasn’t already been entered.

=

Amount Date Issuer Merchant category group
-7.04 AUD 30)ul 2018 Mational Australia Bank (0545) &> Misc Store
Link receipt
Coding Details
P
Coding
Select Spend Wizard Expense template

Domestic Trave|
Domestic Travel - No. Travelling Empl

.04 AUD CC/Project ‘ +

Tex Code A required code is missing.

10% GST v
Expense Code Travel Expenditure- domestico @
0.64 AUD

=2 split

Merchant Details

Credit Voucher Fraud Reversal

Complete Save draft Arequired code is missing. Options
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Favourite a Spend Wizard

You can favourite a Spend Wizard that you use often, so that it always comes to the top of the list. While in
the Spend Wizard screen, click the star icon on the right-hand side of the screen.

< Back

What was this expense for?
Type in keywords like 'travel’ or ‘hotel Q

Admin/Office

Admin/Office - expenses related to the running of the office. This includes stationery, printing, postage, couriers and phone and internet e...

Domestic Travel

Travel - Domestic covers travel expense items incurred by an employee while travelling domestically. Including Accommaodation, Air Fares, Par...

Equipment (Non capital)

Equipment (Non capital) - IT related equipment and furniture or other equipment under $10000, such as lease/rental equipment, desktop PCs, m...

Information Technology

Information Technology - expenses relating to IT consumables, server maintenance, software, digital, audio costs, mobile phone charges, inte...

International Travel

Travel - International covers travel expense items incurred by an employee while travelling internationally. This area should only be used ...

This will move the Spend Wizard to the top of the list, and it will remain there for all future transactions. You
can un-favourite a Wizard by clicking on the star again.

< Back

What was this expense for?
Type in keywords like ‘travel’ or "hotel’ Q

Information Technology

Information Technology - expenses relating to IT consumables, server maintenance, software, digital, audio costs, mobile phene charges, inte...

Admin/Office

Admin/Office - expenses related to the running of the office. This includes stationery, printing, postage, couriers and phone and internet e...

Domestic Travel

Travel - Domestic covers travel expense items incurred by an employee while travelling domestically. Incuding Accommodation, Air Fares, Par...

Equipment (Non capital)

Equipment (Non capital) - IT related equipment and furniture or other equipment under $10000, such as lease/rental equipment, desktop PCs, m...

International Travel

Travel - International covers travel expense items incurred by an employee while travelling internationally. This area should only be used ...
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Linking Employees through the Spend Wizard

For some transactions, you will be given the option to link employees (e.g. meals and entertainment
transactions). Please note: you will only be able to link employees who are already in the Fraedom system.

¢ Back

Meals, Entertainment, Conferences

Entertainment covers expenses in relation to entertaining employees their families and clients. Entertainment provided to employees and their
families is subject to FBT.Meals entertainment - entertainment by way of food and drink including catering, drinks, coffee, morning tea, nibbles or
lunch and celebration cakes.Other entertainment - includes golf days, team building exercises, theatre shows etc that are attended by employees or

guests and visitors

or Domestic Confer @ Allecate remaining balance (7.04 AUD)

Meal Entertainment

Orther Entertainment

'ou are travelling please use the International or Domestic wizard. International Conference

Employees: 0, Benefit count: 0

( h as Christm: Alu... More
T h as Chrisom: Alu_ Mare
isito onsume foad or drink ork pramizes

AUD Mo. Empl & Spouses

If you click on the ‘Link Employees’ button, you will have the option to look employee’s up by their name or
their FAN. You can then click the ‘link’ button next to the employee’s name to link them to this transaction.

Coding Details

< Back to Meals, Entertainment, Conferences

Forename, surname, or e
harr0567
Filter by company unit
| search |

Jessica Harrison

Employee ID: harr0567

Employee linking

*Q Linked employee(s)

O
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GST

You can change the GST code using the drop-down box if required e.g. overseas transactions generally do
not attract GST, so you would pick ‘0% GST'.

3 x Www.Ingogo.Mobi Taxi P
David Paterson E
Amount Date Issuer Merchant category group
-26.52 AUD 07 Dec 2018 National Australia Bank @ Transport
Link receipt
Coding Details

Coding *
| Spend Wizard | | Expense template |

;."5-:5'.,-: - AUD ‘ CC/Praoject 01.032.01518 Finance & Procurement Services €

ax Code ‘v Expense Code 2022 Travel Expenditure- domestico €

{ 10% G5T )
B

10% G5T

0% GST

Input Tax
M
Cre Duty Tax
Ey NA

For more information regarding GST, please refer to the Tax Information page on the Flinders University
website.

https://www.flinders.edu.au/finance/tax-information/tax-information home.cfm
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Submitting a transaction

Once your coding is complete, the GST is correct, a receipt has been uploaded and a description has been
entered, you will be able to click the ‘Complete’ button. This will submit your transaction to your approver.

Www.Ingogo.Mobi Taxi P

David Paterson

Amount Date Issuer Merchant category group

-26.52 AUD 07 Dec 2018 National Australia Bank & Transport g N
Coding Details

Coding *

‘ Spend Wizard || Expense template |

__;'5'.;- -: AUD | CC/Project 01.032.01518 Finance & Procurement Services @
26.52
Tax Code - Expense Code 2022 Travel Expenditure- domestico €@
10% G5T
e AUD |
=4 split

Merchant Details
Credit Voucher Www.Ingogo.Mobi Taxi P

Expense Description "

H
{ Credit for incorrect taxi charge 1
i |

L

‘.' Update | Description is required. | Options |
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Expense Templates

If you have a recurring charge on your card, such as a subscription or a membership that needs to be coded
the same each time, you can set up an Expense Template to do the coding for you.

There are two ways you can set up an Expense Template, either directly when coding a transaction, or
through your personal settings.

While Coding:

1. Click on ‘Expense Template’ in the top right of the screen.

Amount Date Issuer
10.00 AUD 14 May 2020 National Australia Bank (
Coding

v

CC/Proj
10.00 AUD ‘ role

( Tax code |
10% GST v ‘
) ) Expense
Y AUD ‘
4 split
2. Click ‘Create expense template’ in the top right of the screen.
Ltd x Select an expense template
category group My templates
store ) ;
‘ Find Q ‘

<§ Create expense template >

Fraedom Bank Charges

A required code is missing

A reauired code is missing
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3. Give your template a name and enter all the coding details such as cc/project, expense code, GST,

description. You can also split the coding across multiple accounts if required.

Create expense template

Template name

Percentage o
100 | CC/Project

Tax code Expense Code

No default tax code v |

+ Add expense line

Total percentage: 100% Allocate percentage evenly

Merchant Details

Expense Description

Done | Cancel ‘

4. Click ‘Done down the bottom to save your template.

Personal Settings:

1. Open your Personal Settings

Image Library

Language

Personal Settings

Password

Help

Mobile App

Log Out
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Personal Details

Account Management

Management Codes

Default Codes

Expensze Templates

Approval Delegation

Customise Views

2. Click on ‘Expense Templates’ on the left.

Personal Details
Management Codes
Default Codes
Approval Delegation
Customise Views
Audit History
Regional Seftings
Mofification Management

Mobile Devices

3. Click ‘Create New Template’.

Charge Groups
Report Groups

Approval Roles

Expense Templates

Fraedom Bank Charges

Charge Gro
Reaport Gro

Approval R

Jessica Harr

Employee ID
Username
Company Unit
Phone Mumber
Email Address
Date Added
Date Modified
Date Departing

Receipt Uplo
jhar.a.hqwpt.y45p»

Manager Def

Manager

Manager 2
Manager 3
Manager 4
Manager 5
Manager 6

Charge Codes
Reports

Approval Rules

Set Preferred Expense Template

Account

Template

Edit ..

Create Mew Template
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4. Enter the template details: Template Name, the coding details, and an expense description, then
click ‘Save’.

Fraedom - Microsoft Edge = u} X

@ Fraedom Holdings Ltd (GBI~ control fraedom.com/Coding/CodingTemplates/Createzlegacy=true

Create New Expense Template

Template Name

Line CC/Project Expense Code Percentage Tax Code

1 \" ‘ v| ‘[De’aul{] ~

(] @

Merchant Details

Expense Description

| sae | cancel

You will now be able to select your expense templates when coding transactions. If you are a delegate coder,
the expense templates of the cardholder will be shown.

Humble Grounds Pty Ltd x Select an expense templaty
te Issuer Merchant category group My templates
-May 2020 Mational Australia Bank & Misc Store
Coding Find !
r —~y o Cr
Expense template |)

Fraedom Bank Charges

Milk purchases

FERES O iDrniart
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Editing/Deleting an expense template

1. Click on the ‘Edit’ button next to the template you wish to edit/delete.

§ AR IOV AL E I R G RIS BAF § IR A AT e AEIA §ILAIILA T APE FTTEE el I AR BT, B8 AR DI YA SN AU R I A FEREL AR e
Charge Groups Charge Codes
Report Groups Reports

Approval Roles Approval Rules

Personal Details Expense Temp|a[es
Account Management
Fraedom Bank Charges
Management Codes
Fraedom Bank Charges Edit _.
Default Codes

Expense Templates Create New Template

Approval Delegation
Set Preferred Expense Template

Customise Views

PR Arcnnnt Tammnlata

2. To edit the template, change the required fields and then click the ‘Save’ button down the bottom.

Fraedom - Microsoft Edge = O x

a FEL RSl I AR B (e]:) I ntrol.fraedom.com/Coding/Coding Templates/Edit/31957legacy=true]

Edit Expense Template - Fraedom Bank Charges

Template Name o

o Fraedom Bank Charges

Line CC/Project Expense Code Percentage Tax Code

1 01.872.00207 - Bank Ct v| |3601 - Bank Charges v‘ | 100% | ‘0% GST v| [x]

o
“’ o

Merchant Details

Expense Description
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3. To delete the template, click the ‘Delete’ button down the bottom instead. Click ‘Ok’ to confirm.

| Fraedom - Microsoft Edge

This site says...

Are you sure you want to delete this expense template?

Cancel
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Uploading Images

It is now a requirement that each transaction has an image associated with it. This image can either be a tax
receipt or a lost docket form. You can also attach any backing documentation relating to the transaction,
such as additional approval.

Fraedom uses OCR (Optical Character Recognition) to attempt to match receipts that are uploaded to the
correct transactions as they come through.

There are three ways to upload an image into Fraedom.
Use the Smartphone App

You can use the app to take a picture of your receipt as soon as you receive it.

1. Inthe app, open the menu and click the ‘Receipts’ tab.

ol LpIUE e a8 am W L .

e =
¥

B Accounts
I¥] Approvals (326
(@ Contact
£ Settings
[ Logout
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2. Your image library will open and show all your unmatched receipts. To add a new receipt, click the
plus symbol in the top right of the screen.

wil Optus = 11:44 am < O G5%

— Receipts

W
WLATLE
5

¥

letal Irballing 357
Tata) Swvirgn

3. Totake a picture of the receipt, choose ‘A receipt using the camera’. You can also upload a picture
you already have in your phone by choosing ‘A receipt from the gallery’ instead.

What would you like to add?

A receipt using the camera

A receipt from the gallery

Cancel
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4. Your camera will open on your phone, and you can take a picture of the receipt. If you need to take
the picture again, choose ‘Retake’ in the bottom left. When you are happy with the picture of the
receipt, choose ‘Use Photo’ in the bottom right.

Frets and Sti

ption Ext.
Nk POLISH CLOTH 305400
e RS V5.8

$5.95 % 1 .55

‘ Retake Use Photo ’

5. Your receipt will now be uploaded into your image library, and you will be able to see it in both the
app and through the desktop. The OCR will scan the receipt (as depicted by the hourglass in the
bottom left, showing the process is running), and when the transaction flows through from the bank
it will attempt to auto-match the receipt for you.

wll Optus = 11:46 am “ @ 65% )

= Receipts +

B2
1 95,95
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Upload an image via. your computer

You can also scan a copy of the receipt and save it to your desktop. You can then upload it when coding the
transaction through the desktop.

1. Inthe coding screen, click on the ‘Link Receipt’ button in the top right.

Druse ety
4,784,774 AUD 190 Okt 208 Matiorsl Australla Bank (2808)

Coding Detais

Sedect Spend Wizard Expense lemplate

574 AL ClProge 01 BT 200007 Eaardc (Farpen =]
¥ et i Expanis Code b ) Bar (hargm {a]
R G5T
ALD
=L
Merchant Deda
Servie Fees Fraedom Pry Lod
p . i
Expenice Descriptior
Complete 1 1 Duriripmn o redquined Cranions

2. This will bring up your image library. Click on the ‘Upload’ button in the top left and browse to the
place on the computer that you have saved your receipt. Double click on the file to upload it.

sowitcon Il Loginio

" Frsedom - Mieresch Eege - o x
v accounts 6 (B Fresdom Holdings id 168]  controlfrasdomcomymageManagement imagalinkingnsactiond=H 101 1201810 Wnkcscesudisdransac 3 sesscav
Image Linking
Linked images | Image Livary

Mational Australia Bank: 10 Oct 2048 Amount: $4, 744 74 AUD

@ upeas  upiosdvia Eman

T R v B SeaenThibC
E: o
" Folders (6)
Dasktop 22 Docurments
m E
J oevanss J\ Mie
[Bes o

= P . Videes e (-]
£ 110Mindepdisd | Devices and drives (1)
ek eds | Windom @)

i (it - L)
L [ T
B hor587 e X
= Shore (el * Network locations (7) )
= Tranter (prate R ®
= rett ooy v
| Fierame | <] s v
[ o
16.50 sun
-7.04 aun
| compete “ Save dralt | Descraionie el Options
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3. The image will now be automatically linked to your transaction.

Fraedom - Microsoft Edge

National Australia Bank: 10 Oct 2018 Amount: 54.744.74 AUD

& Upload Upload via Email

H ﬂ Fraedom Holdings Ltd [GB] control.fraedom.com/ImageMar /ImageLinking?transactionid=H101120181010xkcsccswd8itransactionimagesView=false&accou

Image Linking —_—

o o -

— [m] x

Detai

07 Ban

474874 a0 N

=] Expense Description i
16.50 auo
-7.04 auo :
Camniatatl | oo draft | Necrrinrion ic remived

Email the image through to your unique Fraedom email

1. Inyourimage library, click on the ‘Upload via Email’ button to obtain the unique email address for
the card holder that the transaction relates to. If you are a delegate coder, you will need the email
address for each of your card holders. It may be a good idea to save these to your address book.

N
| Fraedom - Microsoft Edge

Image Linking

National Australia Bank: 10 Oct 2018 Amount: §4 744 74 AUD

& Upload Upload via Email
"

P

= = s

E ﬂ Fraedom Holdings Ltd [GB] control.fraedom.com/ImageManagement/imageLinking?transactionld=H101120181010xkcsecswd &transactionimagesView=false&accou

—
Linked images Image Library

Invoice_BKG207273_481072_5912.pdf 52 [l invoice_BKG207277_481071_2814 pf GE Invoice_BKG207273_480407_4820.pdf [

4748 T4 o W .
= Expense Description

16.50 aup
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2. You can then email attachments through to this email address and they will automatically be
uploaded into your image library. The OCR will scan them and attempt to auto-link them to your

transactions, or you can go through and manually link them.

5” i Fraedom Holdings Ltd [GB] control fraedom.com/ImageManagement/imageLinking?transactionld=H101120181010xkesceswdBdransactionimagesView=Talsegeaccou

Upload via Email

To upload receipts to your account via email, please send your
receipt to the email address below:

o your contact list or
email adaress every time.

=l Expense Description "
Linking an image already in your library

button to manually link it to the relevant transaction.

E‘ @ Fraedom Holdings Ltd [GB]

Image Linking

| @ upioao | |7 Upload via Email

| Linked images -
National Australia Bank: 10 Oct 2018 Amount: $4,744.74 AUD

=te

e

Invoice_BKG207273_481072_5912.pdf X
S Q

[ We scanned s receipt but  dosstlook ke its & match
Hor this expense.

@Link Delete |
|

Bank Charges

Bank Charges

If your image is already sitting in your image library, you can click on it and then click the ‘Link’
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Unlinking an image from a transaction

e Ifyou link the wrong image to a transaction, you can unlink it. You can switch between your ‘Image
Library’ and ‘Linked Images’ in the top right. Click on ‘Linked Images’, and then click on the receipt

image. You will then get the option to ‘Unlink’.

Fraedom - Microsoft Edge

Image Linking
National Australia Bank: 10 Oct 20716 Amount: §4,744.74 AUD

& Upload Upload via Email

00000471.pdf
s oa

E oDate Summary
100ct 2018  Service Fees

Linked images Image Library

07

474474 a0 1

= i
E] Expense Description

16.50 aup
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Accessing your image library

You can access the receipts in your image library via the desktop and the mobile app without having to go
through the transaction screen.

Desktop

1. Click the ‘Expenses’ tab at the top of the screen.

®
F|" dorn Home  Administration v Accounts Approvals v Reporis v Analylics

BE Card Expenses B  sominisTRATOR
T4 Approvals
Transactions 06 Oct 2018 to 05 Nov 2018

# Pinned National Australia Bank +

To show your favourites here, try pinning

items in menus by clicking S?

Total Coding Required Pending Approval
Transactions Debit (AUD) Credit (AUD)

4163 794,068.60 937,284.27

[ View full transaction summary

Recent Periods =

2. Click the ‘+ Add’ icon on the left-hand side of the screen, and then click ‘Receipt’.

3. Your image library will appear. You can upload images of receipts from here as per the previous
instructions.

=1 Home Administration v Accounts 8
rl d(]h ! ' ' ' FI‘ don"] Home Administration w Accounts
Xpenses
Show A w To do

Receipt
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Mobile

1. Click the menu button in the top left of the screen.

46 10:45 am 7 @ 74% W)
My Accounts Q
National Australia Bank (... Available (AUD)
Purchasing Card 4,80000
2. Click ‘Receipts’.
k
=| "
B Accownts
Expenses e
@Eceipts >
IEI Approvals o
(@ Contact
£ Settings
[ Logout

3. Your image library will appear. You can upload images of receipts from here as per the previous
instructions.
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Splitting lines

If you need to code an expense to multiple codes, or if only part of the expense includes GST, you will need

to split the coding across multiple lines.

1. Inthe coding screen, click the ‘Split’ link. This will bring up a panel on the right-hand side of the

screen.

Amount Date Issuer

-7.04 AUD 30 Jul 2018 National Australia Bank

Coding

*

Select Spend Wizard Expense template

. AUD CC/Project

Tax Code
10% GST v
Expense Code

lerchant Deta
Credit Voucher Fraud Reversal

Complete Description is required.

Merchant categery group AUD "

 Misc Store 3.52 50.00
AUD 3
3.52 50.00
+ Add line

Split evenly

[

A required code is missing

[

A required code is missing.

Balance: 0.00 AUD

Split Cancel

2. If you need to split the transaction 50/50, you can just hit the ‘Split’ button down the bottom.
Otherwise, you can manually type the amounts in.

Amount Date Issuer
-7.04 AUD 30 Jul 2018 National Australia Bank

Coding

*

Select Spend Wizard Expense template

7.0 AUD CC/Project
Tax Code
10% GST v
Expense Code
.64 AUD
L split
erchant De
Credit Voucher Fraud Reversal
- -
cxpense Descr I
Complete Save draft Description is required.

Merchant category group
£ Misc Store

+ Add

splic evenly

-

A required code is missing.

-

A required code is missing.

Balance: 0.00 AUJ
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3. If you need to, you can add more lines by clicking the ‘Add line’ link, to split the transaction more
than two ways. When you’ve added all the lines you need, click ‘Split" down the bottom.

Amount Date Issuer Merchant category group AUD % o
-7.04 AUD 30 Jul 2018 National Australia Bank & Misc Store 1.50 21.31
. AUD L
Coding 454 64.49 @
~odine * AUD %
Coding 1.00 14.20 °
Select Spend Wizard Expense template + Add line 3

Splic evenly

o AUD CC/Project

A required code is missing.

Tax Code
10% GST v
Expense Code
- AUD
0.64 A required code is missing,
4 split
Merchant Details
Credit Voucher Fraud Reversal
- . *
Expense Description
Balance: 0.00,
Complete Save draft Description is required. Cancel

4. Your coding will then be split into the two or more amounts that you specified, and you can code
them to different accounts or with different GST codes if necessary.

Arequired code is missing.
Tax Code q &

10% GST v
Expense Code | +
014 AUD K .
. A required code is missing.
4 split
4.54 AUD CC/Project | + |
[ - A required code is missing.
10% GST
Expense Code | + |
.41 AUD R .
- A required code is missing.
4 split
1.00 AUD CC/Project | + |
P A required code is missing.
10% GST v
Exoense Code | + |
Complete Save draft Description is required. Options
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5. If you need to delete one of your coding lines, you can click the cross in the top right of that line. The
remaining amount will be automatically added into one of the other coding lines, so you may need
to split them again to correct this.

154 AUD CCrproject | N |
Tax Code - A required code is missing.
10% G5T
Expense Code | + |
0.41 AUD ___
e Arequired code is missing.
4 split
1.00 AUD CC/Project | ¥ |
Tax Code - Arequired code is missing.
10% G5T
Expense Code | + |
0.09 AUD PR
o A required code is missing.
~4 split
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Changing Coding

If you have submitted a transaction for approval and then realise you need to change the coding, you can
still access the transaction to amend it.

1.

Fr

&

L
dOl'T] Home Administration Accounts Expenses e Approvals v Reports v Ani
Expenses
Shaw Filters )
All delegates Y 1 fiers set © Find Q
- Duration . Status i
All v | { Todo v | Card expenses e
| | _ -
| To do
' ‘ Apply | Reset E
o ‘ Pending approval '
o Independant 132211 Completed 42.73 aub &
O Actcabs 42.00 o g

In the ‘Expenses’ tab, click on the ‘Filters’ drop-down box and change the status to ‘Pending
approval’, and then click ‘Apply’.

and then click the ‘Update’ button.

Ty ox
Amount Date Issuer
720.00 AUD 19 Dec 2018 National Australia Bank (7764)
Coding
Coding
Spend Wizard Expense template

n Publications/Subscriptions/Print Materials - Subs & Membership

720.00 AUD CC/Project
Tonaer v
65.45 AUD

4 split

Merchant Details

Purchase Cpa Australia Ltd

Expense Description *

CPA registration for 2019

|

Cpa Australia Ltd

Merchant category group
& Professional Services

01.032.01518

Details.

2. Click on the relevant transaction to bring up the coding screen. Make any changes that are required,

Publications/Subscriptions/Print Materials

Finance & Procurement Services @

Options
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Deleting Coding

To delete your coding, click the ‘X’ button on the right of the code:

*

Coding

Select Spend Wizard Expense template

- AUD CC/Project 01.872.00207
Tax Code v Expense Code 3601
10% GST
0.64 AUD
4 split

Credit Voucher Fraud Reversal

N *
ptior

Bank Charges

Bank Charges

If you have used a Spend Wizard to enter the expense code, you will need to clear the Wizard by clicking on

the ‘X’ in the top right, next to the name of the Spend Wizard:

Coding

Select Spend Wizard Expense template

Admin/Office - Consumables =1k

S AUD CC/Project 01.872.00207
Tax Code
10% GST v
Des AUD
-4 split
Merchant Details

Credit Voucher Fraud Reversal

Bank Charges
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Responding to queries

If your approver returns a transaction to you for more information or for amendment, you will need to first
action their query, and then respond to them. You will receive a notification from Fraedom whenever you
have transactions that are being queried.

1. To access their query, go to the ‘Expenses’ tab. The transactions with queries on them will show a
speech bubble next to them. Click on one of the transactions to open the coding screen.

Oaks Plaza Pier 53.80 auo EINAB 12 Aug 2018
B
=
B
=

0 Qantas Airwa0812485600251 819.00 sup ENAB 09 Aug 2018
Oaks Plaza Pier 633.50 aup ESNAB 08 Aug 2018
0 Virgin Aust 7952149344831 1,061.01 aup ENAB 07 Aug 2018

0 Qantas Airwa0812485512647 378.61 aup ENAB 07 Aug 2018

2. Inthe coding screen, scroll down to the ‘Approval Rules’ section to view the comment from your

approver.
Coding Details
Information required
65.45 AL A
4 split
Merchant Details

Purchase Cpa Australia Lrd

~ _..-.._-...‘
pense Descriptior

2020 CPA Subsciption fees

Authoriser Approval

Test

essica Harrison 10 Mar 2020, 12:09 AM

| Ask a guestion or add a comment...

Comment is required.
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3. Make any changes required in the coding screen, and then reply to the query in the text box and
click ‘Complete’.

e L g e

£ split

Merchant Details
Purchase Cpa Australia Lud

[ - - ) TR
Expense Description

2020 CPA Subsciption fees

Authoriser Approval

Test

Jessica Harrizon 10 Mar 2020, 12:09 AM

! Response| |

{
Complete Update ‘ Options

4. The transaction will now disappear out of your queue and return to your approver.
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Disputing a transaction

If you see a transaction on your account that you do not recognise, or if you require more information about
the transaction, you can dispute it directly with the bank through Fraedom.

1. Inthe coding screen, click on the ‘Options’ button down the bottom, then click ‘Dispute’.

=

Amount Date Issuer Merchant categary group
[ -7.04 AUD 30)ul 2018 National Australia Bank (0545) £ Misc Store
Link receipt
Coding Details
Coding *
select Spend Wizard Expense template
o AUD CC/Project +
—— . A required code is missing.
10% GST
Expense Code +
0s AUD
0.64 A required code is missing.
= split
Vlerchant Details

CreditVoucher Fraud Reversal

Expense Description *

test

Complete Save draft

Arequired code is missing.

Advanced coding

Dispute

| Options |

2. A pop-up window will appear on the right of the screen. Click the ‘Dispute’ button again down the
bottom of the screen to open the Dispute Form.

Amount Date

-7.04 AUD 30Jul 2018

*

Select Spend Wizard

Tax Code
10% GST

4 split
lerchant Deta
Credit Voucher Fraud Reversal

Complete Save

Please use the attached NAB Disputed
Transaction form. Once completed fax to
NAB on 1300 788 350

Issuer Merchant category group
National Australia Bank (0545) £ Misc Store

Coding

Expense template

-

4 required code is missing.

I

A required code is missing.

AUD CC/Project

Expense Code

Arequired code is missing.

@ “
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3. The dispute form will pop up in a separate window. Fill this form out, then click the print button
down the bottom to get a copy of the form. Email this form to cardholder.disputes@nab.com.au.
The transaction will then be flagged with an ‘Expense disputed’ notification.

Dispute Form - Microsoft Edge

i@ Fraedom Holdings Ltd [GB] ~ control.fraedom.com/custom_dp/Cust ref=H
Purchasing / Corporate Credit Card m
Disputed Transaction Advice
Amount Date Issuer Merchan
Email To NAB Card Disputes Cardholder  Linda Humphrys ( 7.04AUD 30 Jul 2018 National Australia Bank (0545) D Misc
Email cardholder.disputes@nab.com.au Flinders University
Re Transaction Dispute Email linda. humphrys@fiinders.edu.au Coding

Phone 13948

Twish to dispute the following item, which has been charged to my card

T8 Expense disputed

Card Number 471527 0545

Transaction Date 30 Jul 2018

Transaction Amount  Credit $7.04 AUD Select Spend Wizard | | Expense template

Merchant Name Fraud Reversal

Transaction Description ~ Credit Voucher Fraud Reversal

Your Reference Number 3
Dispute Type s AuD CCProject

Toccon . 3
Dispute Reason 108 GST
Expense Code
AuD

064

4 split

For Dispute Type "Fraud — Unauthorised Transaction”, please call the Fraud team
immediately on 1300 622 272 who will take all necessary actions in cancelling your card
and organising a chargeback. No further action is required in regards to submission of
this form.

For all other Dispute Types please save and email this form to Cardholder Disputes team
at cardholder.disputes@nab.com.au or Fax to 1300 788 350.

3 Close [ Save

TS Complete | Savedraft | Arequired code is missing.

4. You can also reverse a dispute on a transaction if required. Click on the ‘Options’ button again after a
transaction has been disputed and click ‘Undispute’. This will remove the disputed flag from the

transaction.

=l

Amount Date Issuer Merchant category group
-7.04 AUD 30)Jul 2018 National Australia Bank (0545) &£ Misc Store
Link receipt
Coding Details

=) Expense disputed
Coding *

Select Spend Wizard Expense template

T AUD CC/Project ‘
P— Arequired code is missing.
108 GST v
Expense Code ‘ + |
0o AUD
uo Arequired code is missing.
~Lspit
Merchant Details
Credit Voucher Fraud Reversal
- B
Expense Descriptiol
Advanced coding
Mandatory field
Undispute
Complete Save draft Description is required.

The NAB will investigate any disputed transactions they receive and will credit the transaction back if
required. The transaction will not disappear from the account, it will still need to be coded and
approved. When the credit is received, this will need to be coded to the same account as the original
transaction and approved as well.
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5. Pick one of your cost centre & projects, and code the disputed transaction like normal (including the
normal expense code). Attach a copy of the NAB disputed transaction form to the transaction, and in
the description note that this is a disputed transaction and should be credited by NAB.

Other Credits

Amount Date Issuer

-88.40 AUD 05 May 2020 National Australia Bank S oo o
[E] Manage
Coding Details
| Spend Wizard H Expense template |

i AUD ‘ CC/Project

‘ Expense Code

0.00 —— ‘

-2 split

01.872.00207 Bank Charges Q

3601

'
g
a
2

Bank Charges (<]

Merchant Details

Other Credits Cc Account Rebate

{ Disputed transaction|

Complete | Update ‘ Description is required. | Options |

6. Once the credit comes through on your account (this can take up to a few months, depending on
how quickly it is actioned by the bank), it will need to be coded. Credits are coded in the exact same

way as a normal transaction. Code this credit to the exact same GL account as the original
transaction.
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Credits

Coding a credit in Fraedom is the same as coding a normal transaction. Generally, you would code the credit
to the same cost centre/project and expense code as the original transaction, to ensure they are applied
against each other in the Finance System.

A credit transaction does not need a receipt attached to be completed, however if you have any
documentation relating to the credit (such as an email trail or a credit note), this should be attached to the
transaction for record keeping purposes.
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Setting up the Fraedom App

The Fraedom App can be used to capture receipt images and code transactions on the go.
Approvers can also use the App to approve transactions.

To get started with the App, you will need to link the app to your Fraedom account by following
these instructions:

e Download the App onto your mobile device/tablet.

e Loginto Fraedom via the desktop.
1. Click on your name in the top right corner of the screen.
2. Inthe drop-down box, click on the ‘Mobile App’ option.

counts  Expenses o Approvals v Reporisv Analytics 3 Jessia w

& Image Library
ADMINISTRATOR FLINDERS UNIVERSITY
" ADELAIDE* AUSTRALIA Language
Transactions 06 Oct 2018 to 05 Nov 2018 Personal Settings
Wl Announcements
National Australia Bank » Password
Important Note Help
We are pleased to advise you all of some
. great new changes and improvements to
o Total Coding Required Pending Approval the vray you acquit your purchase card ._
3191 2057 701 4penses Using Fraedom Log Out
Ve have introduced some new
technologies thaf should make the
acquittal process much more streamiined
These chianges will enable you fo code on
Transactons Deit (AUD) Credit (AUD) the go using the smart Phone App i that
suifs your needs.
3191 60733395  935465.91 THE CHANGES
+ A Smart phone App, for taking images of
(B0 view fu ransaction summary your invoices and for simple coding on the
0.
Recent Periods » + OCR (Optical Character Recognifion)
functionality that wil scan your invoice and
attempt o automatically match it to the
APPROVALS relevant transactions and code GST

+ & new Spend Wizards have been
introduced fo take the quess work out of
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3. Inthe box that pops up on the screen, click the ‘Get QR Code’ link to generate a

unique QR code for your account.

Fraedom Expenses

Meet your spend management challenges head-on

L Download en the ETITON
@& AppStore P> Google Play

Scan the QR code below to log in to your account. Freedom

Get QR code

L 80[:
Srrith
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4. Open the App on your phone.
e C(lick the ‘Use QR Code’ button.
e The camera will open on your app — use this to scan the QR code on your
computer.
e You will then be asked to enter a pin number for future log-ins.

Your app is now linked to your Fraedom account, and you’ll be able to log in with your pin in future.

il Optus. 4G 9:49.am

Freedom

Username

Password

Remember me o

Use your existing username and
password, or get a QR code at the
Fraedom website.

Contact
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Coding via. Smart Phone App

1. When you open the app and log in, the first page you see should be the ‘Expenses’ page. If not, click
on the menu button = in the top left, and then choose ‘Expenses’.

Pes® 1057 am $ sz

© = Expeanses + a ¥

B scouns 840%

[E] Expenses ()

Bl relEm
@ Comtact
£ Sorings

B Llogout

2. You will then see a list of all outstanding transactions waiting to be coded. Click on any one of these
transactions to enter the coding screen.

ull Optus = 10:20 am 70 71% )
= Expenses + QY
Uber Trip Dwrxw Help.Uber Mﬂ'g
B 07 Dec 2018 19
Todo
Www.Ingogo.Mobi Taxi P AUD
52
B 07 Dec 2018 '26
To do
Www.Ingogo.Mobi Taxi P AUD
B 07 Dec 2018 2652
To do
Black & White Cabs (Nsw) AUD
29
8 05 Dec 2018 54
Todo |_]
Adora Handmade Choco AUD
B 05 Dec 2018 600
To do ]
Www.Ingogo.Mobi Taxi P AUD
B 05 Dec 2018 367°
To do
Www.Ingogo.Mobi Taxi P AUD
79
B8 05 Dec 2018 —36

To do
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3. If yourreceipt hasn’t been auto-linked, you will need to link it manually. Click on the ‘Receipt’ button
in the top right to open your image library.

< Expenses

Uber Trip Dwrxw

Help.Uber

Transport

Description is required.

19" -

National Australia Bank )
Receipt

B3 Purchase: 07 Dec 2018

Goding

Your coding needs editing Edit

Merchant Details
Purchase Uber Trip Dwrxw Help.Uber

Expense Description

Enter description

Approval rule ~

4. You will then see all the images that have already been loaded into your library. You can click on any
of these images to see a larger copy of the receipt, or you can click on the link button (1) to link it to
the transaction immediately.

If you need to add a new image, click the plus sign in the top right (2) to take a picture using the
camera, or to choose a picture from your gallery.

e 5 am
& Back Receipts 2

TAX INVOICE
#014563 61 Torsley Store R01/18 N2
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5. After clicking on the relevant image, click the link button in the top right to link it to the transaction.
Once a receipt has been linked, either manually or automatically with the OCR, you can complete
the coding.

Fal T 10:41 am
£ Back Receipt 1/1

Invoice #NV-1150242 n

20082018 Pad on 20062018 24700 AM UTC)

esmprer, Ssmesptinn Parend e Cuamiy -
Srammins vl (Tosee) s 1w smonn 1 FaLAD

Premmier Aees s Ackscrm! Semt (Tearm O oaans. iwomnis B ' BAD

esTum SmBAD

TolAL oA

Ehndiers Urwvarsiy, Imational Ofice FARCOpoR FRt Gl
GP0Box 2100

ADELAIDE

Sauth Austraia

s001

Austrsta

52085011

Usemame: FindersiO

How To Make a Payment

Paymant mare an
0082018 24700 AM (UTC)

Payment Method: VISA
Card Number{last 4 digits}: 5640

Srmphirney Burcpm L
2 i s, 20 P, Sk sl BAKEH Dkl .
O A T M Nurse {40 i 3000 090 387

R ——

6. Click the ‘Edit’ button to enter the coding screen.

<{ Expenses

Uber Trip Dwrxw

Help.Uber

Transport

Description is required.

19
1919up =

National Australia Bank .
Receipt

B Purchase: 07 Dec 2018

Coding
Your coding needs editing

Merchant Details
Purchase Uber Trip Dwrxw Help.Uber

Expense Description

Enter description

Approval rule v
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7. If you have a default CC/Project, the account will be loaded in automatically. Otherwise, you will
need to manually search for the correct account. You can also change your default code if necessary.

To search for an account, click on the CC/Project field. Your favourite codes appear in a list, and you
can click on one of these to use it. Otherwise, search for a code by typing it into the search bar with
the format XX.XXX.XXXXX. Click on the relevant code to enter it for that transaction.

€ Back Coding < Back Coding

Haw do you want to code? How do you want to code?

Select Spend Wizard Select Spend Wizard
nse Template Apply Expense Template

Amount In Amount Incl

19,0 19190

Tax code Tax code

10% GST 10% GST z

- None
01.032.01518
Finance & Procurement Services Favourites

01.032.01518 Finance & Procurement...

Expense Code

A required code is missing.

Save

8. You will then need to code the expense code, either by clicking the ‘Select Spend Wizard’ button at
the top of the screen (1), or by manually searching for the code by clicking on the ‘Expense Code’
field (2) and following the same steps as above.

£ Back Coding

2

How do you want to c

Select Spend Wizard

Apply Expense Template

Amount Incl

1919AUD

Tax code

10% GST

CC/Project
01.032.01518

Finance & Procurement Services

Expense Code
A required code is missing

Sa
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9. You can amend the GST if necessary, by clicking on the ‘Tax code’ field.

£ Back Coding

How do you want to code?

Select Spend Wizard

Apply Expense Template

Amount Incl

1919AUD

Tax code
10% GST

CC/Project
01.032.01518

Finance & Procurement Services

Expense Code

A required code is missing

Sa

10. Once all the coding has been completed, and a receipt has been attached, the transaction will be
sent to your approver, and will disappear from your queue.
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Coding using a Spend Wizard

1.

o 10:41am

£ Back Choese a Spend Wizard

84000 84000

Q
Admin/Office
rumning of the office. This i arioner
d by
Equipment {Non capital)
Equipment iNen capital) - 1T reiated quipment and furmituro of other equipment under $1
fea sipment, C
Information Technology
: "

Infa N TEChNOlony - eXpensas relating Lo IT consumaies, Server mainte:
sts, mobile shone charges

International Travel

Personal Spend in Error
Personal Spend in Error covers accidental purchasea made on company crecit Gare
b reimbursecd by the cordholder

Publications/Subscriptions Print Materials

Publications/Subs rial
memberships, publ i

In the coding screen, click on ‘Select Spend Wizard’. This will bring up a list of relevant Spend
Wizard’s. You can then pick the relevant one, or search for the type of expense in the top search bar.

+ e -

2. You may be asked to enter some additional information, such as a description of the expense or to

confirm that a Travel Diary has been completed.

3. Click on the ‘Add Amount’ link in the bottom left to allocate the transaction to a sub category.

< Back Allocate amounts

Allocated Remaining

26.52 26.52

Domestic Travel

Travel - Domestic covers travel expense items incurred
by an employee while travelling domestically. Including
Accommodation, Air Fares, Parking, Car Hire & Taxi

Travel Details

AND it includes a private component

nat | am required to complete
vel Diary within 14 calendar days of return from
ravel within Australia of 6 nights or more duration

it

@ Click on the link to download a Travel Diary

& Per diem rates
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4. Pick the relevant category. You will then need to allocate the correct amount to this category. You
can manually type the amount (e.g. if you need to split the transaction across two different
expenses), or you can click the arrow below to allocate the full amount.

£ Back Allocate amounts
{ Back Select amount

Allocated Remaining

1919 1919
Airfares

The Airfares component covers the costs of your
domestic tickets that are included within this
transaction item. If booking travel outside of a TMC Add a comment
you are reminded of the University OHS&W

requirement to have detailed itineraries for all staff.

This is to ensure they can be contacted in the event of

an emergency or the need to advise them of important

matters relating to their personal health and safety

Travel Details

Accommodation | understand that | am required to complete and submit
a Travel Diary within 14 days of return from

The portion of the expense that relates to the room International Travel.

rate for overseas accommodation.

Car Hire/Taxis

Taxi or car hire charges incurred when

. & Click on the link to download a Travel Diary
travelling overseas.

Public Transport B Per diem rates

Public transport charges incurred when
travelling overseas

O
1
g
i
z
@
3
.
=,
w
=

esincurred when

Meals & Incidentals
Meals and incidentals of the travelling employee such

as breakfast, lunch and dinner. Expenses are limited to AUD
the daily amounts set by the ATO. 4. 19.19 AUD

Other Expense

Inmidantal fravallina avianene ciinh e laindeg Add Amount Apply

5. Once the transaction is fully allocated, click the ‘Apply’ button in the bottom right. This will complete
the expense coding.

wll Optus 4G 11:11 am 0 70% W )

& Back Allocate amounts

Allocated Remaining

26.52 0.00

Travel Details
Travel for meeting

| understand that | am required to complete and submit
a Travel Diary within 14 calendar days of return from
travel within Australia of 6 nights or more duration
AND it includes a private component

Yes
@ Click on the link to download a Travel Diary
& Per diem rates

Car Hire/Taxis [ ]
Taxi fares and car hire charges incurred by an
employee while travelling in Australia on University
business.

26.52 AUD

Add Amount @

Once you’ve added your receipt & entered your coding, your transaction will be automatically submitted for
approval.

53| Page



Splitting the expense — same Spend Wizard

1. To split an expense over multiple expense codes within the same Spend Wizard, you need to allocate
the first amount as per the instructions above, and then click the ‘Add Amount’ button again, down
in the bottom left. This will then allow you to choose another category.

a1l Optus 4G 2:41 pm < @ 49% W )

< Back Allocate amounts

Allocated Remaining

26.52 16.52

| understand that | am required to complete and submit
a Travel Diary within 14 calendar days of return from
travel within Australia of 6 nights or more duration
AND it includes a private component.

@ Click on the link to download a Travel Diary
@ Per diem rates

Car Hire/Taxis [}
Taxi fares and car hire charges incurred by an
employee while travelling in Australia on University
business.

10.00 AUD
1t 16,52 AUD

Add Amount Apply

2. Once you've finished splitting the transaction, click Apply in the bottom right to finalise your coding.

{ Back Allocate amounts

Allocated  Remaining

1919 0.00

| understand that | am required to complete and submit
a Travel Diary within 14 calendar days of return from
travel within Australia of 6 nights or more duration
AND it includes a private component.

2 Click on the link to download a Travel Diary
B Per diem rates

Car Hire/Taxis [ ]
Taxi fares and car hire charges incurred by an
employee while travelling in Australia on University

business.

10.00 AUD
Parking Fee [ ]
Use for car parking

919 AUD

Add Amount
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3. If you've split the transaction between two or more expense codes, you can switch between them in
the coding screen by swiping left or right at the top of the screen.

Coding < Coding
© 10.00 ® 2.19
SWIpe for more Swipe for more
o e

Spend Wizard Spend Wizard

Domestic Travel — Car Hire/Taxis Edit Domestic Travel - Parking Fee edit
Amount Incl Amount Incl
1OOOAUD 919AUD
Tax code Tax code
10% GST 10% GST
Tax amoL T T
0.91 0.84
CC/Project CC/Project
01.032.01518 01.032.01518
Finance & Procurement Services Finance & Procurement Services
Expense Code Expense Code
2022 2107
Travel Expenditure- domestic o Car Parking
Save Save
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Splitting the expense — different Spend Wizards

1. To split an expense over multiple expense codes within different Spend Wizards, you need to
manually allocate the first amount as per the instructions above, and then instead of clicking
‘Add Amount’, click ‘Apply’ in the bottom right.

w1l Optus 4G 2:41 pm 7 @ 49% @

£ Back Allocate amounts

Allocated Remaining

26.52 16.52

| understand that | am required to complete and submit
a Travel Diary within 14 calendar days of return from
travel within Australia of 6 nights or more duration
AND it includes a private component.

@ Click on the link to download a Travel Diary
= Per diem rates

Car Hire/Taxis [ ]
Taxi fares and car hire charges incurred by an
employee while travelling in Australia on University
business.

10.00 AUD
1t 16,52 AUD

Add Amount

2. The screen will then come up with the remaining balance that needs to be coded. You can then
click ‘Select Spend Wizard’ up the top again to select a different Spend Wizard, or you can
manually enter an expense code by clicking ‘Expense Code’.

il Optus 4G 3:23 pm < @ 56% @ )
{ Back Coding
Swipe for more
oo
How do you want to code?
Select Spend Wizard

Amount Incl

21 52AUD

Tax code

10% GST

CC/Project
01.032.01518

Finance & Procurement Services

Expense Code
A required code is missing.

Save
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3. Once you've finished splitting the transaction, click Apply in the bottom right to finalise your
coding.

< Back Allocate amounts

Allocated  Remaining

1919 0.00

| understand that | am required to complete and submit
a Travel Diary within 14 calendar days of return from
travel within Australia of 6 nights or more duration
AND it includes a private component.

B Click on the link to download a Travel Diary
B Per diem rates

Car Hire/Taxis ]
Taxi fares and car hire charges incurred by an
employee while travelling in Australia on University

business.

10.00 AUD
Parking Fee []
Use for car parking

9.19 AUD

Add Amount

Pending/Approved Transactions
You can access transactions that you have already coded via the app.

If you click on the filter button in the top right of your transaction list, you can filter by transactions that are
still pending approval, and transactions that have already been approved.

Choose an expense status

To do

Pending approval

Completed
Cancel
b = |
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Statements

If you require a copy of a monthly statement, you can obtain this in two ways; through the ‘Accounts’ tab, or
through the ‘Expenses’ tab.

Statements are only available for a certain amount of time. If you require an older statement, please contact
a System Administrator.

Accounts

1. Click on the Accounts tab at the top of the screen.

Fr dorn" Home Administration v @ Expenses e Approvals v Reports v Analytics

B Card Expenses 444] ADMINISTRATOR
T4 Approvals
Transactions 06 Nov 2018 to 05 Dec 2018
# Pinned National Australia Bank ~

To show your favourites here, try pinning
items in menus by clicking %> -

Total Coding Required Pending Approval
1234 996 163
Transactions Debit (AUD) Credit (AUD)

1234 299,367.93 920,127.18

@ View full transaction summary

Recent Periods «

APPROVALS
2. Alist of your accounts will show up — if you are not a delegate coder for anyone, you will only see
your account. If you are a delegate coder, click on the card holder that you require a statement for.

3. You can choose which period you need by clicking on the ‘Current Period’ drop down box and 3
3 button to download a copy of the statement

selecting an option. Then, click on the

Delegated Accounts

Issuer Card Type Card Number
Show : Active v Q National Australia Bank Purchasing Card

Available Credic (AUD) |, Statement Payment Details

= I
Purchasing Card |
Show (I Current Period v Q
_ Available Credit (AUD)
B Available Crec™ falance (AUD) Credit Limit (AUD)

Purchasing Card |

Available Credit (AUD}

Purchasing Card |

Available Credit (AUD)

Purchasing Card |

Available Credit (AUD}

Purchasing Card |

Available Credit (AUD)

Purchasing Card |

Available Credit (AUD)

Purchasing Card |

Available Credit (AUD}

Purchasing Cerd |
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Expenses

1. Click on the Expenses tab at the top of the page.

(1]
Fr dorr] Home Administration Accounts * Approvals v Reports w Analytics

B3 Card Expenses €D  ADMINISTRATOR
T4 Approvals
Transactions 06 Nov 2018 to 05 Dec 2018
# Pinned National Australia Bank

To show your favourites here, try pinning
items in menus by clicking S? L

Total Coding Required Pending Approval
1234 996 163
Transaclions Debit (AUD) Credit (AUD)

1234 299,367.93 920,127.18

@ View full transaction summary

Recent Periods «

APPROVALS

2. |If you are a delegate coder, use the drop-down box to choose the card holder that you require a
statement for.

Expenses
o —
Show <wlegates/v> All v  Todo v Q
Coles 0430 200.00 aup ENAB
(©) uber Trip Ovrm 35.51 aup £S5 NAB
Stamford Plaza Adelaide 165.00 aup ES NAB
9 Service Fees 4,788.20 aup EINAB
() Adelaide Central Mkt 12.00 aup ENAB
Greentriangleelctroni 48.35 aup ENAB
0 Independant 132211 20.58 aup ESNAB
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3. Click on a transaction, so that the coding box opens on the right-hand side of the screen. Click on the
‘Options’ button in the bottom right, and then click ‘Advanced Statement’.

Coding Details
e template
AUD CC/Project 01.032.01518 Finance & Procurement Services €
- Expense Code +

A required code is missing.

AUD
Advanced coding
Advanced statement
Dispute
Description is required. | Options ‘

4. On the statement screen, click ‘View Statement Report’ to obtain a copy of the statement.

Amount Date Issuer
~
Statement - Microsoft Edge
ﬂ Fraedom Holdings Ltd [GB] control.fraedom.com/Main/bstatement_d_cd.asp?account_num=9
Account Statement -
il e
M 06 Nov 2018 to 05 Dec 2018
- NAB Account Sta
Bright Expense Templates
Select Template
[ ~] | Apply Preview
1da Pri
O Tran Date Supplier Amount Incl  Allocation
Hump|
O 06 Nov 2018 Coles 0461 200.00 View ¥
O 13 Nov 2018 Coles 0430 100.00 liew ¥ X
O 13 Nov 2018 Coles 0430 20000 View »a
Leimal
anage Receipt Images
View Statement Report
1 Staffc
Zovend
100.00 aup Complete Save draft Description is requi
rved

60| Page



5. If a previous statement is required, change the ‘All’ drop down box to the relevant period, and follow
the instructions above. You may also need to change the ‘To do’ box to Pending Approval or
Completed, depending on what stage your coding is at.

Expenses

Show  All delegates <

Coles 0430
0 Uber Trip Ovrrn

Stamford Plaza Adel

®

Service Fees

Adelaide Central Mkt

©

Greentriangleelctron

All

>

Last 0oy
Last 90 days
Oct 2018
Sep 2018
Aug 2018
Jul 2018
Jun 2018

May 2018

200.00 aup

35.51 auwp

165.00 aup

4,788.20 aup

12.00 aup

48.35 aup
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Contacts

General Enquiries

purchasingcards@flinders.edu.au

Jodie Blight — Administrator
742 19151

David Paterson — Associate Director, Procurement
Services
08 8201 2224
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