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Web TimeSheet Quick Start Guide
Entering Expenses
An expense is a cost incurred for work-related tasks and/or purchases (for example, for travel, food, or office supplies).
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	Expense features are only available to users who have been assigned a seat for the Expense module.


To enter expenses:

1. Create a new expense sheet
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2. Enter expense sheet details
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	Tracking Number
	This automatically-assigned expense tracking number will display when you save the expense sheet for the first time. Use this number to easily identify and refer to the expense sheet.

	Description
	Describe when expenses were incurred. This will help you identify the expense sheet when generating expense reports. 

	Date
	Enter today’s date – you will enter the date when expenses were incurred later.

	Reimbursement Currency
	Select the project’s default reimbursement currency.

	Total Reimbursement
	The amount owed to the expense sheet owner is calculated automatically and displayed here.


3. Use the filter to limit which projects will be displayed (Project & Billing Edition only)
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	Filter by:
	Filter the list of projects available to select from. This is useful is you’re involved in a lot of projects.

	Project:
	Select the specific project for which you have incurred expenses

	Client:
	For bucket method projects only, select the specific client you would like your expenses entered against.


4. Add expenses:

Each row represents one expense. To add an expense, enter the appropriate values in each field of one row.

[image: image5.png]Menu Date Incurred Description Type Bill Client Reimburse: Amount® Expense Rec

0w OO0 % wirzzon [ reumngn  Arare - UsDS[E] 14900 Uploas
00 OO $ wizzon [ supper Meais = Usos[E] 2674 Uploas
00 OO $ wizzon  [H parang Pang [ UsS[E] 1000 Uploag
e OO T surz2om ot CarRental [ usDs [+ 13054 Upload
000 OO % wizzon  [H breasst | Meals 5 Usos[z] 1875 Uploas
Asingle expense





	[image: image6.png]



	Refer to the section entitled Working with Expense Sheets below for more information on adding expenses.


5. Submit the expense sheet:

	At the bottom of the expense sheet itself, select Submit:
	OR


	On the Expense Sheets for… list page, enable the check boxes next to the sheets you want to submit, then select Submit:
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Web TimeSheet will submit the expense sheets to your assigned expense approver or approvers.
	[image: image9.png]



	Select the Save button to save changes you have made to the expense sheet without submitting it.
If you have submitted your expense sheet and then discover it contains an error, you may be able to unsubmit (click Unsubmit), correct it, and resubmit.
If your expense sheet is Rejected, it will be returned to you to correct and resubmit. A [image: image10.png]


 icon will display next to Rejected in the Expense side menu if a rejected expense sheet is waiting.


Working with Expense Sheets 

While adding expenses, you may need to perform the following tasks:

Customize the expense sheet

· To add rows, select the Add button
· To delete a row, select the [image: image11.png]


 icon next to that row

· To delete all expenses for the project, select the Delete button

· To select which fields will display in the expense sheet, select the Settings button and enable the check boxes next to the columns you would like displayed. The available options are:

	· Task

· Date

· Description

· Expense Type

· Bill Client

· Reimburse
	· Quantity

· Rate

· Payment Method

· Net Amount

· Tax Codes
	· Amount

· Exchange Rate

· Reimbursement Amount

· Expense Receipts


Add projects

Each expense sheet can contain expenses incurred for multiple projects. To add a new project to the expense sheet:

a. Select the Add Project button.

b. Specify project filters, as described in Step 3 above.

c. Enter expenses incurred for that project.

To move an expense to another project, select the [image: image12.png]


 icon next to that expense.

View key information

To view key information you have entered for an expense, select the Detail button next to that expense. An Expense Details window will display.

Attach a receipt image to an expense
Receipts can be attached to expense sheets, as illustrated below:
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Add rate-based expenses
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Additional Resources

For further information on this topic, refer to the Web TimeSheet online help, or contact Replicon Customer Support using one of the following methods:

Direct Phone: 
403-262-6519 ext 2
Toll-Free Phone:


North America: 
1-877-862-2519
Europe/New Zealand: 
00-800-8622-5192
Australia: 
0011-800-8622-5192
E-mail: 
support@replicon.com
Web-Based Form:
www.replicon.com/Support/RequestHelp.aspx
Fax: 
403-233-8046
� Available as of 8.24.13, with a Project & Billing license only.
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