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1.1

Installation

Files on the installation CD:

Setup.exe — installation file

SetupExtrem.bat — command file for quiet installation

Import Templates — directory containing templates for files to be imported into the database
Extrem.doc — the user manual

CreateExtremDatabase.sgl — script to create the “Extrem” Database

Use the Setup programs to install EXTREM program and files in the directory you want (ex:
C:\ExtremSoft\). After installation, this directory should contain the following files:

ExtremSoft.EXE — main program

ExtremSoft.INI - initialization file

ExpFiles — subdirectory for Expense reports files, which contains:

- Expense.xls - Excel form for the expense report.

- TravelRequest.xls — Excel form for the travel request

- DueCompanyModel.rtf - Word document used as a template for printing employee notifications
(money due to company message)

- NonReportedAdvancesModel.rtf - Word document used as a template for printing employee
notifications (non reported advances message)

- ReimbursementModel.rtf - Word document used as a template for printing employee notification
(automatic reimbursements)

- RejectedExpenseReportModel.rtf — Word document used as a template for printing / mailing
employee notification for rejected expense reports.

- SignExpenseReportModel.rtf — Word document used as a template for sending mail to approvers
informing them that Expense Reports are waiting for their approval.

- SignTravelRequestModel.rtf - Word document used as a template for sending mail to approvers
informing them that Travel Requests are waiting for their approval.

- Invmodel.xIs - invoice file model. This is just the model of the Excel file containing vendor invoices
which can be imported by EXTREM (see “Vendors invoices’ for more information).
TranslateFiles — subdirectory for translation files, which contains:

- language.txt

- translat.txt

Install the SQLServer database:

install SQLServer software on a Windows 2000 server (let’s say it’s IP address is 150.125.60.214)
create a user “adminextrem” with a password “extrempassw”

create a catalog for your database (ex: EXTREM)

add the user “adminextrem” as this database owner

modify the initialization file (EXTREM.ini) to reflect this configuration:

[Database]
DataBaseType=SQLServer
DataBaseName=EXTREM
NetWorkLibrary=dbmssocn
Server=150.125.60.214
QueryTimeOut=300

Create the tables and views on SQLServer, using the database creation script
(CreateEXTREMDatabase.SQL).

EXTREM SOFTWARE
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1.2 Configure the companies

After the program installation, the first time you run ExtremSoft, you’ll see the following screen:

r
[
|
EXTREM: Configur
Y
/General ™ Travel and|
"\ [ EnmpqnjesJ [ Cunencies ] Vendors WaT Tupes
[ Departmetts ] [ 1 [ Expenze T_I,Iﬁpes ] [Eities and I;ou_nties
[ Lategories ] r Frojects 1 [PEISDI"IF;HEHp_EDSE..ﬁ:"D..J [Accaunting T ables
[ElectmnicBanlsTransfeJ [ Feport Headers

/II

Emplovess | [Au_:u;_ounti_ng Distributior ]
System Connected Users Period Cut OFF
[ Farameters 1 [ Uzers and Secunty ] [ See Lonnected Lsers ] IE,:;pt_:ns_e. Pernod Cut D[f]
( Esi ]

Companies

Print ][ - Encel ] [ [rpairt ]

1 - Extremn Sobware Uza
Language 2 - Extrem Romania
3 - Extrem France

360 - Extrern Marzeille

- Estrem Informatique
E=TREM FRAMCE Englizh 230 - Grenohle Difice

EXTREM BELGIUM English 220 - Lille Office

ExTREM MORTH ELIROFE E niglizh 310 - Lyan Commercial Office
ExTREM MEW YORE. English 300 - Pariz Office

ExTREM EMGIMEERIMNG EOS E niglizh +- d - Extrern Belgium

ExTREM DEVELOPMEMT HO English +- 5 - Extrem Morth Europe
TECHMICAL SUPPORT DiALLs Enaglizh
ExTREM ENGIMEERIMG BOS Englizh

b other
Comparny

EXTREM SOTWARE LIS, English

Compary

mber Company M ame

EXTREM ROMANIA English 250

Enter here the information for the company:

Company Number — a number that identifies the company
Company Name — the name of the company

Mother company — the company that owns this company
Language — default language for employees in this company

EXTREM SOFTWARE
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You need to create at least one company to be able to use the program.

- Show departments
Prints the company list
— Export to Excel

mport | — Imports company list from excel file

EXTREM SOFTWARE
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1.3 Configure the employees and users

Next thing to do is to configure one or more employees in the ‘Employee List’.
Click on the “Employees’ option and the program will display the screen for employees configuration.

This screen will be explained in detail in the chapter “Configuration - Employees”. For the time being, all
you have to do is to enter your employee number and employee name. The system will fill in some of the
other columns with default data.

You can add one or more employees at this moment, as you wish.

96258 VANDENE, PHILIPPE

Automat
NEmEér Emploves Mame Hei:'ﬁbur Bank Mame Bank Mumber [1] Bank Mumber [£] Bank Mumber [3]
zement
1133 ALBIM, ILHAM Ou  BMF 12345 zefzf eI
| z084 AMDRIES, ALAIM Oui BMP PARISBAS 1234 45454045 1234567840
11588 A0550, MARIELLE Oui CAMARSEILLE LE 44 45ETF 1234567840
- |11s7r ARBAGIC, BATIR Oui  CEILE DE FRAMCE 44 4867 1234567840
11527 AMAR, RACHID Oui  5GS0GEFRFPP 44 4567 1234567840
11085 Asza, Seed Ouw  CLPUTEAL= L& 44 4567 1234567840
11512 Zuet, Frangoiz Ouw  5G PARIS POMT MELIF 44 4567 1234567840
B REE Zanzibar, Geta Ouw C.ERHOME ALPES 44 4567 1234567530
11314 Wwillw, Grand Oui  BMF MAMTERRE 44 45ETF 1234567840

Click “Exit” when you finished, you will return to the previous screen.
The next thing to do is to configure one or more users in the ‘Users List’.

For this, click on the Jsers and Security|' button and the screen for the user’s configuration will be
displayed.

This screen will be explained in detail in the chapter ‘Configuration - Users and Security’. For the time
being, the minimum to do is to configure one user, among the employees already entered in the *Employee
List’.

Enter the company and employee number, validate by hitting “RETURN’ or by changing the column, and
type ‘Y’ (Yes) in the column “Is Admin’ (Is administrator). This will give this person access to all the
program options. You don’t need to type the employee name, the program will do it for you.

[ Display: Expense Rights ]
11246 Baveur, Michel

| Can C C C C Can Do CanD C
Loy . [zer Mame EHp;ﬂSE g I:arj g Ac:;s Ac:;:SS Ac:;s Acc?gss Eﬁpgnse Accaonuntlijng .-’-'«cc?gss
Number | Number Admin. Expense | Reimb. Tips |Advances| POz | Inwoices Period Distribution | Cash

Clogure

Report

200 1133 ALBIM, ILHAM Cui Man Mok Cui Mok Man Mon Man Man Man
]300 4095 AUBRY, WALERIE Cui Maon Ol Maon O Cui Ol Cui Cui Cui
D0 B 1126 [Ove Micha “Won | Non | “on | Non | on | Mon | Nen | “Non | Hon | Non |

300 10982 Beier, Philippe Man Man MHan Man MHan Hian Han Man Man Hian
 |z00 11661 BLaUMAY, OLIE Mon Man Mok Man Mok Man Mon Man Man Man

Be sure to have at least one administrator in this list (ISExpenseAdmin=Yes).

Passwords: At the beginning, you can log-in without a password. Please change it immediately after the
first log-in by using the ‘Change Password’ menu.

EXTREM SOFTWARE
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2.1 Configuration - Departments

The following screen is used for Departments configuration:

Departments

EOX

][ > Excel ]

[ | mport ]

Print
710 1 B Seli= ol 014 General Management
#-[] 2 - Extrem Romania
L EEo o] o B
; p| 300 ~ M4 General Management LALREMT F
[ 350 - Extrem Informatique = ] )
[ 320 - Grenable Dffice ] 0o 024 | Techrical Management Cooperfield John
[ 320 - Lile Office 200 205 T Services Penta, Cost
[ 310 - Lyon Cammercial Office 200 211 General Accounting Guinness, Book
- Pariz Office | =00 214 Receivables Sccounting Ferguzzon, Alice
+ [ 4 - Estrem Belgium | 0o 217 | Pavables Accounting alta, Regine
S EILEEE e | 200 220 Software Development Taran, Yivi
T 300 221 Saftware Implementation Stevenzon, Bill
| =00 222 Feaszability Studies Gareth, Liza _
| 3o 225 | Eshtimation Cornwell, Patricia
5] hd

Check one or more companies in the company list on the left of the screen to display people belonging to

these companies.

Click on the right button to hide/display the company list.

Enter here the information for the department:

» Company number

> Department number — code of the department
> Department name — department description
> Department Manager — name of the department manager

EXTREM SOFTWARE
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2.2 Configuration - Employees

The following screen is used for employee configuration:

96258 VANDENE, PHILIPPE

Automnat
ic

R eimbur

zement

Emp

. Bank Mame Bank Mumber [1] Bank Mumber [2] Bank Mumber [3]
Murnber

Employes Mame

1133 ALBIM, ILHAM Oui  BMP 12345 sefzf SEITT
2084 AMDRIES, ALAIM Oui  |BMP PARISEAS 1234 45454545 1234567330
| |115es A0550, MARIELLE Oui  CAMARSEILLE LE 44 4567 1234567330
11577 ARBAGIC. BATIR Dui | CE ILE DE FR&MCE 44 4567 1234567330
i AMAR, RACHID Du  5GSOGEFRFF a4 4567 1234567330
" |110es Azza, Seed DOui | CL PUTEALLS La a4 4567 1234567330
B EE Zuet, Frangoiz DOui  5GPARIS POMT MEUF 44 4567 1234567330
B REE Zanzibar, Geta Qui |C.ERHOME ALPES 44 4567 1234567330
1134 Weilly, Grand DOui  BMP MAMTERRE 44 4567 1234567330

Display options:

| employees - displays all people, present or not
Present employees| - displays only present people
Wi‘th eards| - displays only people who have company cards (column HasCard=Yes)

Check one or more companies in the company list on the left of the screen to display people belonging to
these companies.
Click on the right button to hide/display the company list.

The employee information has been split in four major groups, described below:

General information

Company number

Employee number

Employee name

Present - if the employee is present or not

Date In - the hire date

Date Out - the date when he left

Make Expense Report — this employee makes expense reports

Department Number — employee department number

Productive — (Yes or No) — Productive or Unproductive

Employee type — one of the employee type that you have defined (see Employee types”)
Approver Company, Number, Name — person who will sign the expense reports and travel requests
Part Time(Yes / No) — for HR only

Male / Female (M or F) — for HR only

Classification, Function — for HR only

Email Address - employee email address, as configured in your Email system. Ask your Email
administrator.

Language — language for this employee

VVVVVVVVYVYVVVVYVY

Y
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Ex
>

>

YV VY

VVVVYVYYVY

pense Reports information

Automatic reimbursements - if the employee can be reimbursed by electronic bank transfer, enter Yes,
otherwise enter No

Cash balance - displays the amount that represents the employee balance (due to employee or to
company). This information is calculated by the system.

Employee Account - if you need a separate account number for each employee in your accounting
system, enter it here, if not, leave it blank. See the chapter ‘Configuration - Account distribution’ for
more information

Bank name - the name of the employee bank

Bank number (1),(2),(3),(4),(5)- several numbers representing the employee bank account number -
needed for electronic bank transfer configuration (see ‘Configuration - Electronic bank transfer’ for
more information)

Has card - if the employee has a company card or not (Yes or No)

Card Number — number of the card

Card Bank Name - name of the bank that keeps the card account

Car Type — type of the car for this employee

Car Description — description of the car

How to use this screen:

New employees - Use the last (empty) line to enter new employees - be sure the employee number is
not already in the list (display ALL PEOPLE) and check using the filter option

Delete - select the entire line by clicking in the leftmost column, then press the ‘DELETE’ key
Update data - type directly the new information

Save modifications - click on a different row in the grid or click the button

Cancel modifications - press ‘ESCAPE’ to cancel modifications for the current cell. Press ‘CTRL Z’
or press the button to cancel the whole row.

Sort ascending - click on a column header

Press F11 to go to the beginning of the list

Press F12 to go to the end of the list

If you click on the small button in the “employee name” cell, a menu will roll down, as shown below:

300
300
300
300

300
anmn

~ | Oui [ Ou | 214
11571 Baudocq [ ER— ] Oui  0B/1/2002 Oui O 205
10868 Baut, Le b Oui Oui Oui 217
11245 Baveur, [ bedical File ] Oui Oui Oui o4
11523 Bean, Je : Oui | 24/04/2002 Oui Oui 222
10982 Beier, Phi [ Emp. Profile ] Oui Oui Oui 024
1173472 Pallz PiarraFfa Min Min Min A7

Passports| — see chapter “Configuration — Passports and Other Documents”
Medical Fille] - see chapter “Configuration — Medical File”

mp. Profile| — displays the employee profile, as shown below:

EXTREM SOFTWARE
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Employee

Company private

Employee Profile

Number: 300-11238 Name: Bares, Bernard
Ciompany: 300-Paris Office Emp. type: Permanent Birth Date:
Departraent: 214 Receivables Accounting Funchion:
Contract Type: Date In: 11/06/2003 Date Ot
Emall Address: bogdan.palada@wanadoo. fr Mationality:
Approver: 300-1000 Harant, Patrick
Home Address:
Fhones
Cell Fhones
Fanes
Documents Visas
Doc. Humber Description Validity _
456 My pass 10072010 |Belgigue WORK 010452003 01072003 |Bruxeles
Belgicue TOURIST 04 2003 01082003 |Ligge
a9 Second pass Inited Kingdotr WORK 010452001 01072001 [London
Fomania WWORK, 0107200 01052001 |Bucarest
Medical File
Country Checkup Hame Ch[?:t‘;u" Validity Comment
France Wisite Médicale annuele 050452003 | 05042004 | Chague année, médecin du travail
Malay sia Wiste médicals Malaizie 011052003 01102004 [Malaisie
Malayzia Waccin Figwvre jaune 010452002 10052003 [Welow fever
Last Trips
City Country From Date To Date Trip Humber Place
T |Marzeils France 10072004 15/0772004 1865
T|Lyan France 01 /072004 05072004 18960
T|London United Kingdom 010652004 10062004 1951

Importing Employees

- importing from an excel file:

Prepare an Excel file using the supplied template
EmployeeList.xls

Click on the WApOXt| button.

importing from an external source

Click on the Emml M| button, and then double-click on the employee you want to import

EXTREM SOFTWARE
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2.3 Configuration - Clients

The following screen is used for client configuration:

~ Clients B(=1E9
[ Frint ] [ -+ Excel ] [ Import ]
Client List
Clignt Mumber Client Mame Address [1] Address [2] City ‘ Country ‘ Postal Code Wat Ni‘
» S6010 STUSRT LTD 10, Downing Street Londaon GE WAT 4564
56020 DEEPSEALTD AUSTRALIA 101, Manway Avenue 45B0X 2 Sidney ALSTRALLA

56100 STUART PARIS
56220 SELEMA TAROM

56231 SMALC ATHEMES .
j_‘
S—

The information to be entered is:

Client Number - client code

Client Name - client name

Address (1) - address (first part)
Address (2) - address (second part)
City - city

Country - country

Postal Code - postal code

VAT Number - VAT number

Buttons on this screen:
- Print the client list

| Export client list to Excel

- Import client list from Excel table

EXTREM SOFTWARE
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2.4 Configuration - Projects

The following screen is used for project configuration:

X

e ] Cingor |
300-MMO03 Technical Documentation

Specific
Date Out  |Employes| Eillable
List

Job Degcription Client Mame Client Job Mumber

Contract Cui 25/06/1938 Man Mo ATOGP ATOMIC INTEGRATED ATOGP-0000
Proposal O 01/04/2001 Mo Mon | AxE ACSA LE-R253
GEMERAL Cui 01/07/1938 Mar Mar

GEMERAL Cui | 01/07/1935 Mar O

2 T e A

Site Development
300 R253 Feazability study ET PRO
300 k00T EXTREM Business

a00 MkO0Z Business development

W Technical Docurmentatiorn

The information to be entered here is:
Company Number — the company to which the project belongs
Job Number — your job number
Job Description — the job description
Job Type — 3 possibilities:
- Contract — job is a contract
- Proposal — job is a proposal
- General — overhead
Is Open — if job is open, people can charge expenses on it
Date In — date when the job was first open
Date Out — date when the job was closed
Specific Employee List — if yes, you can define a list of people authorized to charge on this job
Billable — job is billable (future use)
Client Number - code of the client
Client Name — name of the client (automatic, no need to enter it)
Client Job Number — client reference for this job
Buttons on this screen:
Print | - Print the client list

| Export to Excel

@I - imports projects from an Excel table
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2.41 List of Authorized people

This form will allow to define a list of employees who are authorized to charge on a specific project:

Billing

[ SeeJobs ] | | [ See Employees ] [ Print ] [ -5 Excel ]
300-T0803 FRAIS DEPLACEMENTS VOITURES
Employees 11527 AMAR, RACHID
v
E:gﬂ;i Dor;‘ﬂooi BEI::::;gg NEuDrTIfér NE“;';E[ Emplaves Mame C ognT:bany Job Description Enabled
Companies =

+ [#] 1 - Extrem Satwares Usa ﬂ AMAR. RaCHID FRAIS DEPLACEMEMTS

+ [v] 2 - Extrem Romania 200 11238 Bares, Bemard 200 FRA&IS DEPLACEMEMTS Yex

=[] 3 - Extrem France I =L 71244 PALARAN, BO 300 FR&IS DEPLACEMENTS Yes
360 - Extrem Marseille ¥
P A0 Fodeeen lafme i e —

First, choose the job for which you want to define authorizations. You can do that either by calling this
window from the project list, or by selecting a job with the See Jobs button, or by typing the job number in

the text box near this button.
Then, you can begin adding employees to this list.
Several ways to do this:

1 - Type the employee number in the corresponding column, and then hit TAB or click on another
column or row. If the number is correct, the program will fill the rest of the columns.

2 — Type the first letters of the name in the corresponding columns, and then hit TAB or click in
another columns or row. The program will look for the corresponding employee and, if found, will

fill the rest of the columns.

3 — Press the Select Employees button, and then choose an employee in the displayed list.

Lo

% Choose Employees

S[(=/e3

1133 ALBIN, ILHAM

W [
Comp. Emp.

Mumber | Mumber Employes Name

ALBIM, ILHAM
AMAR, RACHID
AMDRIES, ALAIM
ADS50, MARIELLE
ARBAGIC, BATIR
Agza, Seed
Agume, Malain
Attira, Minar

Ay, Ahmed
Barbe, Bleu
Barez, Bernard
Baudocque, Alain

Employes
Type

Permanent
Permanent
FPermanent
FPermanent
Fermanent
FPermanent

Fermanent

Permanent
Permanent
Permanent
FPermanent
FPermanent
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2.5 Configuration - Users and Security

The following screen is used to enter users and access rights:

DiSpIaY: General Rights Expenze Rights ]
11246 Baveur, Michel
Can Can Do
Compary Ugzer User M E ls Approve | Can Do AEan AEan AEan ACan Expenze & Lan Dtl':l hCan
Hurber | Humber SEr Hams ;58’.‘39 Expenze | Reimb. .FC.ESS Adccess ;EESS | CCEEE - Parind D?thgnt'mg Eceﬁs
ik, [ fipz vances 3 Moices | mpoe e | Distibution az
300 1133 ALBIM, [LHAM Oui Fian MHar O MHar Hion Han Fian Fian Hion
300 4095 AUBRY. WALERIE Cui Man Clui Man Clui Cui Ol Cui Cui Cui
> JEN - | Baveur. Michel | Non | MNon | Mon | Non | Non | MNon | MNon | MNon | Mon | Non |]
300 10982 Beier, Phiippe MHan Mon MHarn Mon MHarn Hon MHaon Mon Mon Hon
300 T1EE1 BLALIMAY, OLIE Man Man MHan Man MHan Han Han Man Man Han

The data to be entered is:

>
>
>

Company Number-the company number
User Number-the employee number
User Name — automatically entered by the program, when validating the employee number

Expense Rights

>

VVVVVYVYVY

A\

Is Expense Admin - this user is an administrator for the expense reports system, which means that he
has all the rights - If “Yes’, this information supersedes all the others

Can Approve Expense reports - user has the right to approve expense reports

Can Do Reimbursements - user has the right to do reimbursements

Can Access Trips - user has the right to enter trips

Can Access Advances - user has the right to enter advances

Can Access POs - user has the right to enter purchase orders (company paid expenses)

Can Access Invoices - user has the right to enter vendor invoices

Can Do Expense Period Closing - user has the right to do closures

Can Do Accounting Distribution - user has the right to access accounting distribution (see chapter
‘Miscellaneous - Accounting distribution’)

Can Access Cash - user has the right to access cash position/ History/ transactions (see chapter
‘Miscellaneous - Cash position / History’)

Can Access Employees - user has the right to do employees configuration (see chapter ‘Configuration -
Employees’)

Can Access Vendors - user has the right to do vendors configuration (see chapter ‘Configuration -
Vendors’)

Can Access Expense Categories - user has access to the expense categories configuration (see chapter
‘Configuration - Expense categories’)

Can Access EBT Configuration - user has access to the Electronic Bank Transfer Configuration (see
chapter ‘Configuration Electronic Bank Transfer’)

Can Access Accounting Distribution Conf. - user has access to the Accounting Distribution
Configuration (see chapter *‘Configuration Accounting Distribution’)

Can Access Accounting Tables Conf. - user has access to the Accounting Tables Configuration (see
chapter *Configuration Accounting Tables®)

Can VAT Types - user has access to the VAT types Configuration (see chapter ‘Configuration VAT
Types?)

Can Access Report Headers Conf - user has access to the Report Headers Configuration (see chapter
‘Configuration - Report headers’)

Can Access Mobile PC Conf. - user has access to Mobile PC Configuration - see chapter ‘Configuration
- Create / Update database for Mobiles’)

EXTREM SOFTWARE
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» Can Access Expense Reports - user has access to expense reports

> Expense Reports List — list of reports that can be accessed by this user.

General Rights

Can Shut Down System - user can stop all EXTREM programs

Is Approver - user is an approver, which give him the right to sing expense reports and travel requests
Can Do Configuration — has access to the configuration screen

Company access (NO, RO, WR) — access to company list (NO access, Read Only, Write)
Department access (NO, RO, WR) — access to department list (NO access, Read Only, Write)
Employee access (NO, RO, WR) — access to employee list (NO access, Read Only, Write)
Client access (NO, RO, WR) — access to client list (NO access, Read Only, Write)

User access (NO, RO, WR) — access to user list (NO access, Read Only, Write)

Parameter access (NO, RO, WR) — access to parameters (NO access, Read Only, Write)
Currency access (NO, RO, WR) — access to currency list (NO access, Read Only, Write)
Company list — list of the companies accessible to this user (comma separated, * for all).

VVVVVYVYVYVYYVYVY

Click on one or more companies in the company list on the left of the screen to display people belonging
to these companies.
Click on the right button to hide/display the company list.

How to use this screen:

= New users - Use the last (empty) line to enter new users - be sure the employee number is not already
in the list

= Delete - select the entire line by clicking in the leftmost column, then press the ‘DELETE’ key

= Update data - type directly the new information

= Save modifications - click on a different row in the grid

= Cancel modifications - press ‘ESCAPE’ to cancel modifications for the current cell. Press ‘CTRL Z’
to cancel the whole row.

= Sort ascending - click on a column header

= Press F11 to go to the beginning of the list

= Press F12 to go to the end of the list

= Export to Excel - click the button - (Excel has to be installed on the computer in order for
this to work)

= Click on the W button to display the employee list:

&% Choose Employees

Employee Type

1133  ALBIN, ILHAM

Comp.
M umber

Ermp.
M umber

v Aszignes
v| Permanent

Employes Mame

ALBIM, ILHAM
AbAR, RACHID
300 2084 AMDRIES, ALAIM
300 11588 AOS550, MARIELLE
300 11577 ARBAGIC, BATIR
300 11085 Azza, Seed

300 11003 Azyme, b alain
300 1135 Atftira, Minar
ALUERY, WVALERIE

Present
M| Fresent
MHat Present

Companies

+ [] 1 - Extrem Satware Usa
+[] 2 - Extrem Raomania

F12 Cubrmen Crminmn

Double click on the desired employee to add him / her to the user list.
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2.6 Configuration - Currencies

The following screen is used for currency configuration:

Currencies
e

[ ta
Currencies

B - e Cash Current Cazh Initial =
Currency Country Currency ¢ Drezcription Fate to Baze | Last Updated Balance Balance Petty Cash Accaunt Cash Log Account
[vez/Mo) Currency

p| AED EM. ARABES UMIS MHon DIRHARM 0259646 1641242003 EO0.00 0.00 EmployeeCompany & . 1050 EmploveeCompany & 107
| aDa ANGOLA Mon KN ZA, 0016362 1611242003 EmployeeCaompary & " 1050 EmployesCompany & ".107
| azM AZERBAIDIAN Man MAMAT D'AZARBA 0.000197 1841242003 0.00 0.00 ErplayeeCampary & 1050 EmployesConmpany & 107
| cHF swissE Maon FRAMC SUISSE 060423 16/12/2003 25375 558.95 EmployeeCompany & " 1050 EmploveeCompany & 1071
| CH¥Y CHINE Mon CHIME *YlJAMN 0115206 03/0242003 B20.50 18550 EmployeeCompany & ' 1050 EmployeeComparny & " 1071
| czx |TCHEGQUE [Rép.] Man COUROMME TCHE 0.031E69  03/02/2003 2120.00 67000 ErmplayeeCompany & " 1050 EmplaveeCampary & 1071
| DKE  DAMEMARE Mon COUROMME DAMC 0134611 03/02/2003 EmploveeCompary & 1050 EmployeeCompany & 107
" | D20 | ALGERIE MNaon CIM&R ALGERIEN 0.0115931 ) 03/02/2003 0.00 0.00| EmployeeCompany & " 1050 EmployesCompany & " 1071
| EGP EGYFTE MNan LIYRE EGYPTIEMM 0.211434  03/02/2003 0.00 0.00 EmplayeeCompany & " 1050 EmployeeCompany & " 1071

GEP  ROvALME-UMIS MNaon LIYRE STERLIMNG 1537273 03/02/2003 - 20000 E.00  EmployeeCompany & 1050 EmployeeCompany & 107

| IRRIR&N Mon DIMAR IRAMIEM nooma 030252003 1 000 000,00 EmployeeCormpany & " 1050 EmplovesCompany & 107
| k2T |KAZAKHSTAN Mon Tengue 0008174 0340242003 4 000.00 0.00 ErnployeeCompary & 10580 EmployeeCompany & 107
| o LYRIE Maon DIMA&R LYBIEN 0781067 03/02/2003 144.00 14400/ EmployeeCompany & " 1050 EmploveeCompany & 1071
| MAD MaROC Mon DIRHAM MARDCA 0093985 030242003 EmployeeCaompany & " 1050 EmployesCompany & 107
| MOK |MORVEGE MHon COUROMME MORY 0137448 0340242003 ErmployeeCompary & 1050 EmployeeCompany & 107
: PLW  POLOGMHE Maon FOLAMD ZLOTY 0.248694  03/02/2003 434.70 204.70 EmployeeCompany & " 1050 EmploveeCompany & .1 D?Iﬂ

The GREEN row represents your ‘Base Currency’.

The information needed is:

» Currency Code - international currency code (three characters)

» Country — the currency country

> Base Currency (Yes/No) - “Yes’ if it is your own currency, ‘No’ if not. Only one currency can be the
base currency at a certain moment

» Exchange Rate to your Currency -

» Cash Current Balance - actual cash balance for this currency - how much cash do you have in this
currency (read only, calculated by the system)

» Bank Current balance - actual bank balance for this currency - how much do you have in your bank
account in this currency (read only, calculated by the system)

» Cash Initial Balance - initial balance in cash for this currency

> Bank Initial Balance - initial balance in your bank account for this currency

» Bank Account Number - account number used in your accounting system for this currency

> Petty Cash Account Number - account number used in your accounting system for cash for this

currency
» Cash Log account — account to log the cash transactions
» Last Updated - date when the last update was done

How to use this screen:

= New currencies - Use the last (empty) line to enter new currencies - be sure the currency code is not
already in the list. Press the Post Cuktencies| button after adding a new line.

= Delete - select the entire line by clicking in the leftmost column, then press the ‘DELETE’ key

= Update data - type directly the new information

= Save modifications - click on a different row in the grid

= Cancel modifications - press ‘ESCAPE’ to cancel modifications for the current cell. Press ‘CTRL Z’
to cancel the whole row.

= Sort ascending - click on a column header

= Press F11 to go to the beginning of the list

= Press F12 to go to the end of the list

EXTREM SOFTWARE
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= Export to Excel - click the EXCEL| button - (Excel has to be installed on the computer in order for
this to work)
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2.7 Configuration - Vendors

The following screen is used for vendors’ configuration:

MNOWVOTEL  MOVOTEL HOTELS —

SNCF SNCF IHAIN -
| v

he information needed is:

Vendor Number - Vendor Id

Vendor name — name of the vendor

Vendor type — information saying what it sells (user defined)
Email Address - vendor email address

Vendor Account - if you use a specific account number for each vendor in your accounting system (see
‘Configuration - Account distribution’)

Address (1), (2) - Vendor address - 2 parts

Zip Code — postal code

City — vendor’s city

Country — vendor’s country

Contact - the name of your contact

Phone — vendor’s phone

Vendors
Vendor List
r‘:ﬁ;i?; Yendor Mame ‘ Yendor Type ‘ Email Address ‘ “endor Account Addrezs (1) ‘ Address (2] |Zi|3 Code|-=
p |AF AlR FRANCE PLAME j AF45E.255

_AMEX Amencan Express VEHCIOI' TYPES

A5 CAR REMTAL
" |BUDGET C4R RENTAL ‘Yendor Type Description
fow Carlsan Wagon Lit | [CtRRENT  Rentalcar

EUROPCAR CAR REMTAL - HOTEL Haotel, Matel, et
o Hindas TRAVEL AGENT HaWAS ﬂ PLAME Air line Company
" |HERTZ CAR BENTAL | |TRaIN Train Company

HOIN HOLIDAY INN HOTELS || Traveldgent  Travel agent

IEIS IEIS HOTELS | %]

—_—
[
Y

—

YVVYY

YVVVYVY

How to use this screen:

= New vendors - Use the last (empty) line to enter new vendors - be sure the vendor code is not already
in the list

= Delete - select the entire line by clicking in the leftmost column, then press the ‘DELETE’ key

= Update data - type directly the new information

= Save modifications - click on a different row in the grid

= Cancel modifications - press ‘ESCAPE’ to cancel modifications for the current cell. Press ‘CTRL Z’
to cancel the whole row.

= Sort ascending - click on a column header

= Press F11 to go to the beginning of the list

= Press F12 to go to the end of the list

= Export to Excel - click the button - (Excel has to be installed on the computer in order for
this to work)
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2.8 Configuration - Expense Categories

The following screen is used for Expense Categories Configuration:

Expense types
L —

Expense Types
Description Categony ngthuo?lt d;:;;’d Cornment =
BaC Bank Account Commizzion  OTHER
BREAEFAST Breakfast OTHER 10 Man Qi
DHL DHL OTHER Man Dui
DIMMER Dinrer OTHER Mon Oui 25| Justification over 25
EXCHAMGE Exchange rate OTHER Han Qi 0
GIFT Small gift OTHER Mon Qi ]
Gt Group Meals OTHER ] _ Dl 0 Allvwance 50 per perzon
GF Gaz / Petrol OTHER Mon Oui ]
HOTEL Hatel HOTEL 40 PINTE  Oui 20 Lirnit=40 by night, justification over 20
INTERWIEW Interview OTHER Mon Oui ]
LAIMDRY Laundry OTHER Maon Dl ]
LUMCH Lunch OTHER Man Dui 25
MISC Mizcellaneaus OTHER Mon Ol ]
MOIMG M aving OTHER Han Qi 0
ot Other Tranzportation TRAMSPORT Mon Ol ] e
PARKING Parking OTHER Maon Dui 0
FERSCAR Ferzonal Car OTHER Mon Ol ]
PLAME Plane fare TRAMSPORT Maon Dui 1]
RECEFTION Customer / Supplier Receptiol OTHER Han Oui 0
REWTCAR Rertal car CARRENTAL PoE  oui 0
SEMIMARS Seminars OTHER Mon D 0 ﬂ

The information needed is:
» Code - expense category code
> Description - expense type description
> Category - expense category, that can take the values:
- Transport — all transportation: plane, train, bus, ets
- CarRental — car rental
HOTEL - hotel, motel
-  OTHER - all others
All these categories are used by the program and MUST be configured in the database.
You can add new categories using the following window:

EXTREM SOFTWARE
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Expense categories
e

Expense Types
Dezcription Category Lw;thuﬂ?lt Caomment il
BaC Bank Account Commission  JTHER j MHan
BREAKFAST Breakfazt EXPEHSE Categories
DHL DHL
. Expenze e
DINMER Dinner Cetommmy Description
EXCHAMGE Exchange rate CARRENTAL  [Rentacar
FC Farf. Compl. HOTEL Hatel, Matel, Other accomodation
FDO Forf. Dinner : MEWw niew Category o
FH Forf, Hatel |__|OTHER &l ather expense bypes
FL Farf. Lunch | |TRANSPORT  Plane, Train, Bus, Other bransportation
GIFT Small gift *

> Amount limit — all expenses exceeding this amount will generate a warning when saving/ approving an
expense report

> Limit Per Unit — if the limit is for one unit (one person, or one day or one night) (ex: for group meals
it’s the limit for one person, for hotel the limit for one night, for car rental the limit for one day for one
day, etc.)

» Justification needed(Yes / No) — receipt / invoice.... has to be joined to the expense report

» Justification over — justification (if needed) must be joined if expense exceeds this amount

» Comment - Comment

How to use this screen:

= New expense types - Use the last (empty) line to enter new category - be sure the expense code is not
already in the list

= Delete - select the entire line by clicking in the leftmost column, then press the ‘DELETE’ key

= Update data - type directly the new information

= Save modifications - click on a different row in the grid

= Cancel modifications - press ‘ESCAPE’ to cancel modifications for the current cell. Press ‘CTRL Z’
to cancel the whole row.

= Sort ascending - click on a column header

= Press F11 to go to the beginning of the list

= Press F12 to go to the end of the list

= Export to Excel - click the 2EXCI
this to work)

button - (Excel has to be installed on the computer in order for
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2.9 Configuration — Personal Expense Allowances

The following screen is used for Personal Expense Allowances:

=, Personal allowances E| [E| [‘S__<|

E it Emplopess ||300-71244

Personal Allowances

Employee | Employes
Company | Mumber

Emplayes Mame Expenize Code Experize Description Cateqgory ﬂmﬁ:ﬂnt Lw;:'fhuo?t I:IJ :;t;;.d Jg:gfr Caormrmant

p| 300 71244 PALARAM, BO BRE&KFAST Breakfast OTHER 1] Nar Oui 25
300 71244 PALARAN, BO DIMMER Dinner OTHER 0 Nor Oui 25
300 71244 PALARAN, BO LUMCH Lurnch OTHER 100 Nor Oui 150

Expense Types

Expense Code Expense Description | Category Amfnﬂnt Lw;sfhuo?lt F]J:esggd JDu:g[ ‘ Comment =l
BREAKFAST Breakiast DTHEH Man O 10 Alowance 10, Justification over 10
" |oHL DHL OTHER Mon Oui i] o
| |omnER Dirrer OTHER Man Oui 25 Justification over 25
: ExCHANGE Exchange rate OTHER Mon Clui 1}
| |GIFT Small gift OTHER Mon Oui 1]
- Gk Group Meals OTHER 50_ Cui 0 Allwance b0 per person
GF Gas / Petrol OTHER MHan O 1]
| |noTEL Hatel HOTEL o NEE o 20 Limit=40 by right, justification aver 20
| |INTERVIEW Interview OTHER Man Oui 1}
| |Launory Laundry OTHER an Oui 0 j

1 — First choose an employee for whom to define personal limits
2 — Add expense type to his list by double-clicking in the expense types table
3 — Configure the amount limits and justifications for this person

The information needed is:

> Code - expense category code

> Description - expense type description

> Category - expense category, that can take the values:
- Transport — all transportation: plane, train, bus, ets
- CarRental — car rental
-  HOTEL - hotel, motel
-  OTHER - all others

> Amount limit — all expenses exceeding this amount will generate a warning when saving/ approving an
expense report

> Limit Per Unit — if the limit is for one unit (one person, or one day or one night) (ex: for group meals
it’s the limit for one person, for hotel the limit for one night, for car rental the limit for one day for one
day, etc.)

» Justification needed(Yes / No) — receipt / invoice.... has to be joined to the expense report

» Justification over — justification (if needed) must be joined if expense exceeds this amount

» Comment - Comment

EXTREM SOFTWARE
Page 22



EXTREM User Manual

How to use this screen:

New expense types - Use the last (empty) line to enter new category - be sure the expense code is not
already in the list

Delete - select the entire line by clicking in the leftmost column, then press the ‘DELETE’ key
Update data - type directly the new information

Save modifications - click on a different row in the grid

Cancel modifications - press ‘ESCAPE’ to cancel modifications for the current cell. Press ‘CTRL Z’
to cancel the whole row.

Sort ascending - click on a column header

Press F11 to go to the beginning of the list

Press F12 to go to the end of the list

Export to Excel - click the button - (Excel has to be installed on the computer in order for
this to work)

Update information - click the button - (this will update the personal list with all the changes
of the expense types list)
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2.10 Configuration - Electronic bank transfer

The following screen is used to configure the electronic bank transfer:

Electronic bank transfer configuration

Exit |Fir5t record -

Field Dezcription Addrezz  Length Content
Record Code | z |03
Operation Code 3 2 02
Emitter Code 13 & 328062
Execution Date 28 5 Date+4
Company Name 31 24 EXTREM SOFTWARE
Creation date 55 5 Date
Other G0 2 PO
Eura &1 1 E
Code guichet a7 o 1234
Account Number g2 11 1234557880
Bank Code 150 5 30004
Blank 155 & Blank

This configuration consists in the description of the Electronic Bank Transfer file.
What you need to configure is:
> Field description — brief description of the field
» Address - the position of the first character of this field
» Length - field length
» Content - content of the field -
Special Key Words for the field content:
= DATE - will be replaced with the date when the file was generated - you can use also simple
formulas (ex: DATE+3 represents three days after the file was generated)
= BLANK - field is filled with blanks
=  EmployeeName - field will contain the employee name
= BankName - field will contain employee bank name
= Bankl, Bank2, Bank3, Bank4, Bank5 - field will contain the respective numbers configured in
the employee configuration (Bank Number (1), (2),(3),(4),(5))
=  Amount - field will contain the amount to be paid to the employee, multiplied by 100, without
decimals
= TotalAmount - field will contain the sum of all the amounts

Three types of records have to be configured:
First record - usually contains information about the company and the company bank
Middle records - usually contains information about the employee and the amout to be paid to the
employee
Last record - usually contains the total amount to be paid
Don’t forget to click the button after modifying one of the records.
Check with your bank for the exact format of the file.
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2.11 Configuration - Accounting Distribution

Account Distribution Configuration

Accounting Distribution
Employee p Job Expenze g S
Cape PaidBy e Jaob Murmber | Job Type |Acc? Code| Acc2 Type | Acc3 Code | Acc3 Type e Accaount Debit [formula)
» * Ermplopee * * General # * * * FLAME EmployeeCompany & Acc2Cade & .9900.7310" ErmployeeCe
Eriployes = * General # = * = TRAIN ErmployeeCaonipany & Acc2Code & 99007310 EriployesCe
Employes = * General * = * = FERSCAR EmployeeCompany & AccZCode & " 3300, 7311" EmployesCc
Employes = * General * = * = REMTCAR EmployeeCompany & AccZCode & . 3300, 3620" EmployesCc
Employes = * General * = * = GF EmployeeCompany & AccZCode & . 3300, 3630" EmployesCc
Employes = * General * = * = FaREING EmployeeCompany & AccZCode & " 33007311 EmployesCc
Employes = * General * = * = Tl EmployeeCompany & AccZCode & 33007311 EmployesCc
Employes = * General * = * = aT EmployeeCompany & Acc2Code & " 33007311 EmployesCc
Employes = * General * = * = HOTEL EmployeeCompany & Acc2Code & '.9300.7312" EmployesCc
Emploves = * General * = * = LaUMNDRY EmploveeCompany & Acc2Code & " 3300.7312" EmplovesCc
Employes * * General # * * * BREARFAST EmployeeCompany & Acc2Code & 9300731 3" EmployeeCc

* Employes * * General * * * * LUMEH EmployeeCompary & Acc2Code & ".3300.7313" EmployesCc
| Y Sl
This configuration tells the program what accounting distribution to generate for each transaction type. The
transaction types are:
¢ CashExpense - any expense
PurchaseOrder - a company paid purchase (plane or train ticket, hotel, taxi, etc.)

Invoice - invoices received from the vendors

TakenAdvance - advance taken by an employee

ReportedAdvance - advance reported on an expense report

Cashln, CashOut - cash transactions (in / out) (see chapter ‘Miscellaneous - Cash position/ History/
Transactions’)

¢ ReimbToEmployee - reimbursement paid to employee

¢ ReimbToCompany - reimbursement paid by employee to company

* & & o o

The accounting distribution configuration for each of these categories, is explained below:
¢ CashExpense
= PaidBy - Either ‘Company’ or ‘Employee’
= Job Company, Job Number, Job Type — job information
= Acc2Code, Acc3Code - accounting codes 2, 3 - this data appears on the expense reports in the
three columns before the last one (see image below)

Posted  01/07/2000 FEXPENSE REPORT: 11-10054-01070

Employee: " MName : Alby, Cay
Trip# 10054 Trip date: 017072000 Alby, Cay Scope: Test report
acc ACCE  ACC3
. Expense ;Curre Price Amount VAT “at Exch. rate Paid :MNumbe Code Code
[ate Paid b Km Amournt FRF “endar Code
¥ detail ncy PHm i (WAT Incly | % | Amount to FRF with r Job Mo Dept. | Project
“iMumber i Cost
1 i 0072000 { Emploges | Sdvance FRF Oooon:  BO0 26,00 1.o00000 - 0000
2 1 00072000  Emplogee : Adwvance FRF 100000: 600 a0.00 1.o00oog -1000.00
o | 010742000 { Employes i HOTEL FRF 1600.00; 500 75.00 1.000000 1600.00 5§ AMER S20000 0z ULz
4§ 010742000 : Employee : REMTCAR | FRF 2000.00f  &.00 100.00 1.000000 2 000.00 4 AMEK 30000 103 ULz03
5 | 010742000 | Company {PARKING FRF 2500.00; 500 125.00 1.000000 2 500.00 AMER S40000 104 ULz04
g 000742000 : Company :PERSCAR | FRF J00000f 50O 160.00 1000000 3 000.00 AMER AROO00 105 LLa0s
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= Acc2Type, Acc3Type - accounting type 2, 3 - type of the accounting information, as defined in
the accounting tables (see ‘Configuration - Accounting Tables’)
= EXxpense type - the expense type, as written on the expense report (Hotel, Plane, Dinner, etc.)(see
also ‘Configuration - Expense Types)
= Account Debit, Account Credit - the account numbers debit and credit - here you can use Excel like
formulas with some key words that are explained below:
=  EmployeeAccount - the employee account number, as defined in the employee configuration (see
‘Configuration - Employees’)
= VatAccount - account number for VAT, as defined in the currency configuration (see chapter
‘Configuration - Currencies’)
= AcclCode, Acc2Code, Acc3Code - accounting codes 1, 2, 3 - these data appear on the expense
reports in the three columns before the last one

= Amount - the amount to be used - you can use the following key words:
=  VatOnly - the VAT amount
=  VATExcluded - the amount without VAT
=  VATIncluded - the amount including VAT

= Currency - the currency to be used - you can use the following key words:
= Currency - use the currency of the transaction
= DefaultCurrency - use your base currency

= Subledger - the subledger number - you can type a number, like “456.XXX.789”, or you can type an

Excel like formula using the following key words:

=  EmployeeAccount - the employee account number, as defined in the employee configuration (see
‘Configuration - Employees’)

= VatAccount - account number for VAT, as defined in the currency configuration (see chapter
‘Configuration - Currencies’)

=  EmployeeNumber - the employee number, as defined in the employee configuration (see
‘Configuration - Employees’)

= Subledger Type - the subledger type - a number enclosed into “”, like “789.LMK.45678”
= Ledger Type - the ledger type - a number enclosed into “”, like “789.LMK.45678”
= Other information - 2 columns - a number enclosed into *”, like “789.LMK.45678”

Examples: Assume that the employee number 12345, having an employee account of ‘EMP.12345’, made
an expense report as follows:

Paid Expense | Currency Amount Vat% Vat Paid With Accl Acc? Acc3
by detail Amount Code Code Code
Employ | Hotel usD 550 10 50 112233 8888 9999
ee

Assume also that the VAT account for the USD currency is ‘VAT.USD’ , your base currency is ‘FRF’ and
the exchange rate from USD to FRF is 6 (500 USD=3000 FRF)
If the accounting distribution configuration is the following:

Paid Accl | Accl | Acc2 | Acc2 | Acc3 | Acc3 Expense | Account debit Account Credit Amount Currency
By Code | Type Code Type Code | Type category

Emplo | * * * * * * * “454577” “292929” VatExcluded | Currency
yee
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EXTREM will generate the following distribution

Account debit

Account credit

Amount

454577

292929

500 (USD)

If the accounting distribution configuration is the following:

Paid By | Accl | Accl Acc2 Acc2 | Acc3 Acc3 Expense | Account debit Account Credit Amount Currency
Code | Type Code | Type Code | Type category
Employ @ * * * * * * * VATAccount | EmployeeAccou | VatOnly Currency
ee nt
Employ @ * * * * * * * “454577” EmployeeAccou | VatExclude | Currency
ee nt d
Employ | * * * * * * * %292929” “454577” VatExclude | DefaultCu
ee d rrency
EXTREM will generate the following distribution
Account debit Account credit Amount
VAT.USD EMP.12345. 50 (USD)
454577 EMP.12345. 500 (USD)
292929 454577 3000 (FRF)
If the accounting distribution configuration is the following:
Paid By | Accl | Accl | Acc2 | Acc2 | Acc3 | Acc3 Expense | Account debit Account Credit Amount Currency
Code | Type Code Type Code | Type category
Employ | * * * * * * * VATAccount | EmployeeAccou | VatOnly Currency
ee nt
Employ @ * * * * * * * “454577” EmployeeAccou | VatExclude | Currency
ee nt d
Employ | * * * * * * * LEFT(AcclCo | “454577” VatExclude | DefaultCu
ee de,d) & d rrency
XXX &
Acc2Code
EXTREM will generate the following distribution
Account debit Account credit Amount
VAT.USD EMP.12345. 50 (USD)
454577 EMP.12345. 500 (USD)
1122.XXX.888 454577 3000 (FRF)

¢ PurchaseOrder

The configuration is similar to that for CashExpense - If nothing is configured here, EXTREM will
use the same configuration as for CashExpense

¢ Invoice

= Account Debit, Account Credit - the account numbers debit and credit - here you can use Excel like
formulas with some key words that are explained below:

= VendorAccount - the vendor account number, as defined in the vendor configuration (see
‘Configuration - Vendors’)
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= Amount - the amount of the invoice - here you can use Excel like formulas with some key words
that are explained below:
= Amount - the amount of the invoice

= Currency - the currency to be used - you can use the following key words:
= Currency - use the currency of the transaction
= DefaultCurrency - use your base currency

= Subledger - the subledger number - you can type a number, like “456.XXX.789”, or you can type an

Excel like formula using the following key words:

=  EmployeeAccount - the employee account number, as defined in the employee configuration (see
‘Configuration - Employees’)

= VendorAccount - the vendor account number, as defined in the vendor configuration (see
‘Configuration - Vendors’)

=  EmployeeNumber - the employee number, as defined in the employee configuration (see
‘Configuration - Employees’)

= Subledger Type - the subledger type - a number enclosed into “”, like “789.LMK.45678”
= Ledger Type - the ledger type - a number enclosed into “”, like “789.LMK.45678”
= Other information - 2 columns - a number enclosed into *”, like “789.LMK.45678”

¢ TakenAdvance
= Account Debit, Account Credit - the account numbers debit and credit - here you can use Excel like
formulas with some key words that are explained below:
=  EmployeeAccount - the employee account number, as defined in the employee configuration (see
‘Configuration - Employees’)
= CashOrBankAccount - the cash or bank account, as defined in the currency configuration - Cash
account will be used for advances paid in cash, bank account will be used for advances paid
by check, bank transfer, etc. (other than cash)
= Amount - the advance amount - here you can use Excel like formulas with some key words that are
explained below:
= Amount - the advance amount
= Currency - the currency to be used - you can use the following key words:
= Currency - use the currency of the transaction
= DefaultCurrency - use your base currency
= Subledger - the subledger number - you can type a number, like “456.XXX.789”, or you can type an
Excel like formula using the following key words:
=  EmployeeAccount - the employee account number, as defined in the employee configuration (see
‘Configuration - Employees’)
= CashOrBankAccount - the cash or bank account, as defined in the currency configuration - Cash
account will be used for advances paid in cash, bank account will be used for advances paid
by check, bank transfer, etc. (other than cash)
=  EmployeeNumber - the employee number, as defined in the employee configuration (see
‘Configuration - Employees’)
= Subledger Type - the subledger type - a number enclosed into “”, like “789.LMK.45678”
= Ledger Type - the ledger type - a number enclosed into “”, like “789.LMK.45678”
= Other information - 2 columns - a number enclosed into *”, like “789.LMK.45678”

¢ ReportedAdvance
= Account Debit, Account Credit - the account numbers debit and credit - here you can use Excel like
formulas with some key words that are explained below:
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=  EmployeeAccount - the employee account number, as defined in the employee configuration (see
‘Configuration - Employees’)
= Amount - the advance amount - here you can use Excel like formulas with some key words that are
explained below:
= Amount - the advance amount
= Currency - the currency to be used - you can use the following key words:
= Currency - use the currency of the transaction
= DefaultCurrency - use your base currency
= Subledger - the subledger number - you can type a number, like “456.XXX.789”, or you can type an
Excel like formula using the following key words:
=  EmployeeAccount - the employee account number, as defined in the employee configuration (see
‘Configuration - Employees’)
=  EmployeeNumber - the employee number, as defined in the employee configuration (see
‘Configuration - Employees’)
= Subledger Type - the subledger type - a number enclosed into “”, like “789.LMK.45678"
= Ledger Type - the ledger type - a number enclosed into “”, like “789.LMK.45678”
= Other information - 2 columns - a number enclosed into *”, like “789.LMK.45678”

¢ Cashln, CashOut
= Account Debit, Account Credit - the account numbers debit and credit - here you can use Excel like
formulas with some key words that are explained below:
= CashOrBankAccount - the cash or bank account, as defined in the currency configuration - Cash
account will be used for advances paid in cash, bank account will be used for advances paid
by check, bank transfer, etc. (other than cash)
= Amount - the transaction amount - here you can use Excel like formulas with some key words that
are explained below:
= Amount - the transaction amount
= Currency - the currency to be used - you can use the following key words:
= Currency - use the currency of the transaction
= DefaultCurrency - use your base currency
= Subledger - the subledger number - you can type a number, like “456.XXX.789”, or you can type an
Excel like formula using the following key words:
= CashOrBankAccount - the cash or bank account, as defined in the currency configuration - Cash
account will be used for advances paid in cash, bank account will be used for advances paid
by check, bank transfer, etc. (other than cash)
= Subledger Type - the subledger type - a number enclosed into “”, like “789.LMK.45678"
= Ledger Type - the ledger type - a number enclosed into “”, like “789.LMK.45678”
= Other information - 2 columns - a number enclosed into *”, like “789.LMK.45678”

¢ ReimbToEmployee, ReimbToCompany
= Account Debit, Account Credit - the account numbers debit and credit - here you can use Excel like
formulas with some key words that are explained below:
=  EmployeeAccount - the employee account number, as defined in the employee configuration (see
‘Configuration - Employees’)
= CashOrBankAccount - the cash or bank account, as defined in the currency configuration - Cash
account will be used for advances paid in cash, bank account will be used for advances paid
by check, bank transfer, etc. (other than cash)
= Amount - the transaction amount - here you can use Excel like formulas with some key words that
are explained below:
= Amount - the transaction amount
= Currency - the currency to be used - you can use the following key words:
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= Currency - use the currency of the transaction
= DefaultCurrency - use your base currency

= Subledger - the subledger number - you can type a number, like “456.XXX.789”, or you can type an

Excel like formula using the following key words:

=  EmployeeAccount - the employee account number, as defined in the employee configuration (see
‘Configuration - Employees’)

= CashOrBankAccount - the cash or bank account, as defined in the currency configuration - Cash
account will be used for advances paid in cash, bank account will be used for advances paid
by check, bank transfer, etc. (other than cash)

=  EmployeeNumber - the employee number, as defined in the employee configuration (see
‘Configuration - Employees’)

= Subledger Type - the subledger type - a number enclosed into “”, like “789.LMK.45678”
= Ledger Type - the ledger type - a number enclosed into “”, like “789.LMK.45678”
= Other information - 2 columns - a number enclosed into *”, like “789.LMK.45678”

How to use this screen:

New lines - Use the last (empty) line to enter new configuration

Delete - select the entire line by clicking in the leftmost column, then press the ‘DELETE’ key
Update data - type directly the new information

Save modifications - click on a different row in the grid or click on the “‘Save’ button

Cancel modifications - press ‘ESCAPE’ to cancel modifications for the current cell. Press ‘CTRL Z’
or click on the button to cancel the whole row.

Sort ascending - click on a column header

Press F11 to go to the beginning of the list

Press F12 to go to the end of the list

Export to Excel - click the button - (Excel has to be installed on the computer in order for
this to work)
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2.12 Configuration - Accounting tables

The accounting tables are look-up tables used to check the accounting codes written on the expense reports.
There are two accounting tables, named Account2 and Account3.
For example, if the expense report is:

Posted  01/07/2000 FEXPENSE REPORT: 11-10054-01070
Employee: T-10054 Name : Alby, Cay
Trip#: 10054 Trip date: 07072000 Alby, Cay Scope: Test report
00 ACCD ¢ LCCE
. Expense :Curre Price ; Amount WAT Vat Exch. rate Paid iMNumbe Cocle Code
Date Paidl b Km Amourt FRF Wendar Code
b detail ncy PEm AT IRl ¢ % ¢ Amount to FRF with r Job o Dept. | Project
“iMumber i Cost
1§ 0WOFEZ000  Employes | Advance FRF Bo0ani 500 25.00 1.000000 - 500.00
> | 0M07iz000 | Employes | Advance FRF 1000.00; 500 50.00 1.000000 -1000.00
3 1 OWO7I2000 | Employes {HOTEL FRF 150000 500 7R.00 1000000 1500.00 5 AMEX 20000 0z Lanz
4 | OM0O7I2000 {Employes IREMNTCAR | FRF 200000; 500 100.00 1000000 2 000,00 4 AMEX 0000 103 Lans
5 I OWO7I2000 | Company (PARKING | FRF 2E00.00F 500 12500 1000000 2 500,00 AMEX 40000 104 Land
g | 0072000 | Company iPERSCAR | FRF 3000000 500 150.00 1000000 3 000.00 AMEX 50000 05 LE0s

The system will look up the codes 102, 103, 104, 105 in table ‘Account2’ and the codes UL802, UL803,
UL804, UL805 in table “‘Account3’.
The screen used for this configuration is the following:

Accounting Tables Configuration

Department -

Department

Change Table Hames

Code Drezcription Type Open

bl anagement

22 Accounting Clui
023 Salez Clui
1 Technical banagement O j

The information to be configured is:
» Code - the accounting category code
» Description - the accounting category description
» Type - the accounting category type
» Open - ifitis still valid or not (type Y for “Yes’ and N for ‘No’)
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How to use this screen:

= New lines - Use the last (empty) line to enter new configuration

= Delete - select the entire line by clicking in the leftmost column, then press the ‘DELETE’ key

= Update data - type directly the new information

= Save modifications - click on a different row in the grid or click on the *Save’ button

= Cancel modifications - press ‘ESCAPE’ to cancel modifications for the current cell. Press ‘CTRL
Z’ or click on the Cancel| button to cancel the whole row.

= Sort ascending - click on a column header

= Press F11 to go to the beginning of the list

= Press F12 to go to the end of the list

= Export to Excel - click the button - (Excel has to be installed on the computer in order
for this to work)

= Change table - select the desired table in the combo box above.

= Change table names - click on the ‘Change table names’ button; the next window will be displayed:

Accounting Tables Configuration

Department -

Department
Code

Change T able Mames

Dezcription Open

kM anagement

Technical management Yes
121 Yes
130 Acccuntlng Names Ves
150 MHurnber M arme Table es
20 ] 2 | Departrent Acocount? 'es
285 3 Activity Code Account3 Yes
444 [ Yesz
555 | Yes

You can change the names of these accounting tables. The system will automatically change the
names in the combo box above the grid and the corresponding columns caption in the *‘Purchase
Order’ screen, the travel request screen and the Expense report.
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2.13 Configuration - Report headers

You can change the text displayed in the expense report headers, by using the following screen:

Expense Report Headers

————

Expense Report Headers

Calurin
Hurnber
2 E [rate

3 Paid by

4 Expenze detail

5 Currericy

G K.m

i Price & K.m

g Armount AT [ncl]
9 WAT %

10 Wat Aot
11 Wat Type
12 Euch. rate to ELIR
13

14

15

16

17

14

19

Colurmn Header

Amount ELIR

M urnber

Wendor

Job Mo,

Drept. Mumber
Project Cost Code
Comment

&

The information to enter is:
» Column number - the number of the column in the expense report
» Column header - the text you wish to be displayed

According to this configuration, the expense report header will be as shown below:

FFEECT
Cost Comm
Lne

Expenze {Curre m Price Amount | VAT Wat Exch. rate Amourt FRF Paidl Mumber endor | Job o Dept.

Date 1 Paidby | " otal | noy fKm (VAT InGl) | % | Amount | toFRF with Mumber

1
z
3

Attention: You can only change the columns caption, but not the columns meaning.

How to use this screen:

= New lines - Use the last (empty) line to enter new company

= Delete - select the entire line by clicking in the leftmost column, then press the ‘DELETE’ key

= Update data - type directly the new information

= Save modifications - click on a different row in the grid

= Cancel modifications - press ‘ESCAPE’ to cancel modifications for the current cell. Press ‘CTRL Z’
to cancel the whole row.

= Export to Excel - click the button - (Excel has to be installed on the computer in order for
this to work)

EXTREM SOFTWARE
Page 33



EXTREM User Manual

2.14 Configuration - Parameters

Before you start doing expense reports, you need to configure some parameters. The following screen will
show you what:

System Parameters
Date Format [dd/MM iy | | Change | { Expense Input Permitted
Default Language  [Engish | [ Change | @ Accounting Permitted
@ Check Job Number (Accounting 1)
@ Check Accounting 2
@ Check Accounting 3
@ Track Cash Position
@ Track Bank Position
@ Use Vendor Invoicing
@ Use Expense Report Sighature
@ Stop General @ Send Mail for Expense Report Signature
@ Stop Local @ Use Travel Request Signature
@ Send Mail for Travel Request Signature
DATABASE Accounting users

Expense Input permitted: should be always green. Input is blocked at the beginning of some sensitive
operations (ex: closures) and released when finished. If, for any reason, Input remains blocked, use this
screen to unblock it.

Accounting permitted: should be always green. Accounting input is blocked at the beginning of some
sensitive operations (ex: automatic reimbursements) and released when finished. If, for any reason,
Accounting input remains blocked, use this screen to unblock it.

Check Job Number, Accounting2, Accounting3 — specify here which of the three accounting information,
if any, you want to use.(See: Configuration: Accounting tables for more information about this).

Track Cash Position, Track Bank Positions: If green, the program will keep track of all transactions
affecting the cash/Bank accounts in different currencies. See ‘Cash positions/history’ for more details.
The following transactions affect CASH position for the respective currencies:
- advances paid in CASH
- manual reimbursements paid in CASH

The following transactions affect BANK position for the respective currencies:
- advances paid by check or bank transfer
- manual reimbursements paid by check or bank transfer
- automatic reimbursements

Use Vendor Invoicing: If yes, the program allows users to input invoices for each purchase order (See
‘Vendor Invoicing’ for more information)

Use Expense Report Signature: If yes, electronic signature will be required before the expense report is
submitted to accounting department for approval.

Send Mail For Expense Report Signature: If yes, a mail will be sent to the employee’s approver each time
an Expense Report is POSTED (submitted by an employee for approval).

Use Travel Request Signature: If yes, electronic signature will be required for each travel request.
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Send Mail For Travel Request Signature: If yes, a mail will be sent to the employee’s approver each time
a Travel Request is POSTED (submitted by an employee for approval).

Accounting users: the number of the accounting module users. If more than one, the program implements a
protection mechanism to prevent them from doing duplicate operations, such as reimbursements.

Date Format: either European format dd/MM/yyyy, or American format MM/dd/yyyy

Default language: type the default language (ex: French or English) then press the Change button.
Stop General: stops the whole system, all locations.

Stop local: stops the system for the current location.

Data Description

Table Mame | FieldMame | Short Description | Long Description -
p |Emplovess Otherl Parents] Mom des Parents
Employess Otherl
Ermployess Other? T ailles: Tailles Battes et Combinaizon
Ermployess Otherd Aéropart; Aéropart proche domicile
Ermployess Otherd j

This window allows to configure additional fields (at your disposal) in the employee table. There are 10
fields (Otherl, Other2, ... Other10) that you can use as you wish.

Fill the “Short Description” and the “Long Description” fields to make them appear in the “Employee
List”.
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2.15 Configuration — VAT Types

The following screen will allow the configuration of the VAT Types:

VAT Types
Wat Type D'escription Wat Account =)
Ca, Canadian WAaT 00456789, TV
GE German WAT A00.BERZ22. T
s LISAWAT 300123456, TV

French WaT 300.456739.T

The information to enter is:

» Vat Type — the code you want to give to this VAT type
» Description — description of the VAT Type

» Vat Account — account number for this Vat type

You can enter the Vat Type in the expense report, before or after approval, in the correspondent column

and then press the Save VAT Type| button.

Dite Paidl by Expen;e Curre Kim Price Amourt | VAT Wat Yat | Exch. rate Amount ELIR Mum “endar

detail Mcy fHm | (WATInSL) | % | Amourt | Type| 1o EUR ber

1| 202003 | Employes | Sduvance uso f00.00 0976563 - 48828

| 200012003 | Employes | MISC EUR ool 1000 042 FR 0976563 483

A | 220012003 | Employes | MISC EUR 400 10.00 032 FR 0976563 341

4 | 200012003 | Employes | MISC EUR 24( 10.00 0sdf FR 1.000000 h29

§ | 20d012003 | Employee | MISC EUR TEZ( 10,00 o0va| FR 04976563 T34

5| 200002003 | Employee | G EUR 3546 10.00 2E82| FR 0.97ERES ME3| 2

7| 2iizo0z |Employee | MISC I uso 1 E.00 0.ATEEES b6

g | 220012003 | Employes | MISC EUR T.rh 1.000000 Trh

How to use this screen:

= New lines - Use the last (empty) line to enter new vat types

= Delete - select the entire line by clicking in the leftmost column, then press the ‘DELETE’ key

= Update data - type directly the new information

= Save modifications - click on a different row in the grid

= Cancel modifications - press ‘ESCAPE’ to cancel modifications for the current cell. Press ‘CTRL Z’
to cancel the whole row.

= Export to Excel - click the button - (Excel has to be installed on the computer in order for

this to work)
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2.16 Configuration — Cities and Countries

The following screen allows configuring cities and countries, useful for the Travel Module.

Cities and Countries

COUNTRIES
Colnk
ESQ;}' Countkry
i
BE Belgique
CH Suizze
DE Allernagre
FR France
IT [talie

RO Romania
LFK. [Inited Eingdom
154 United States

HEEZEHHHBEBEMA

First enter the countries, then click on the + sign and enter the cities in the new window:

Cities and Countries

COUNTRIES

Countmy
Code County

3 i FR France
FR France

B

b [Cannes FR

*1 [ uie FR
N Lyan FR

[ |Marseile FR

[ |Mantes FR

[ [Mice FR

[ |Paris FR
|5t Mazaire FR

How to use this screen:

= New lines - Use the last (empty) line to enter new countries or cities

= Delete - select the entire line by clicking in the leftmost column (the gray one), then press the
‘DELETE’ key

= Update data - type directly the new information

= Save modifications - click on a different row in the grid

= Cancel modifications - press ‘ESCAPE’ to cancel modifications for the current cell. Press ‘CTRL Z’
to cancel the whole row.

= Sort ascending - click on a column header
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2.17 Configuration — Medical File

The following screen allows you to enter the medical information for each employee, such as: vaccines,
medical check-ups, etc.

Ernplovees Refresh List Import

!salHarant, Patrick

seild E'gﬂsgiye Erﬂ.ﬂ?g:? Ermployee Mame Egzg? Cauntry CPE.Ck CheckUp Name CheckUp Date Walidity D ate Canment
[f;T: » 300 1000 Harant, Patrick FR France 1 Vigite médicale 01,/01 /2002 01/01,/2003
300 1000 Harant, Patrick IN India 2 |Waccin Figvre jaune 01/01./2001 01/01/2002  Wellow fever
\erci 300 1000 Harant, Patrick IM India 3 Maccin Rage 01/01/2001 01/01/2002  Rage
300 1000 Harant, Patrick IM India 4 Wigite médicale 01404200 01,/01/2002 | Awant de partir
300 11238 Bares, Bemard FR France 1 Wisite Médicale annuelle.  05/04/2003 05/04/2004  Chaque année, méd:
ope 300 1238 Bares Bemard b b alayzia 2 Wigite médicale Malaisie | 071/10/2003 01/10/2004 | Malaizie
200 11238 Bares Bemard b I alapzia 3 Waccin Figvre jaune 01/04/2002 10052003 ellow fever
#*

The information to enter is:

» Employee company, number and name — you can enter only the beginning of the name, and the system
will look for it in the database

Country code, country — country for this medical line

Check UP Name — Vaccines, medical checkup, etc.

Checkup date, Validity Date — date when the checkup was done and its validity

Comment — your comment for this line

YV VYV

Importing data from an EXCEL file:
Prepare an excel file with the following format:

Medical Files
Employes | Employves Country Checklp CheckUp -
Comparyy e . Employee Mame Code Courtry o CheckUp Mame Diate alidity Date Comment
300 1000 Hararit, Patrick FR France 1 Wisite médicale 010172002 0100172003 & refsire vite
IM Incliz 2 “accin Figvre jaune 01 0 /2001 0401/2002  Yellow fever
IM Indliz 3 Yacoin Rage 0 0 2001 01/01/2002 Rage
IM Indlia 4 Yisite médicale 0 0 2001 01/01/2002  Avant de partic
300 11238 Bares, Bernard FR France 1 Yisite Médicale annuelle 05042003 03042004  Chague année, médecin du travail
MY Malaysia 2 Wisite médicale Malaisie M M02003 © 01M02004  Malaisie
MY Malaysia ] Wwaccin Figvre jaune 010472002 10052003  Yellow fever

A model of this file is supplied on the installation disk, directory ... \ImportFiles\MedicalFiles.xIs.

EXTREM SOFTWARE
Page 38



EXTREM User Manual

2.18 Configuration — Passports and other Documents

This screen allows you to enter the documents (passports and visas, licenses, etc.) for each employee.

Jackson, Five

Ergﬂ;gﬁi ESE:B"':F Employes Hame Dlodc. Diocument Mame Diocument Mumber | Delivery Date W alidity Date Dielivered By
300 10124 Jackson, Five 1 Mypasz 456 01/05/2003 10/07/2010 | Police
300 10124 Jackson, Five 2 |Second pass 789 301241899 01241859

b
%]

Visas for : Jackson, Five Passport: (2) 789

F'aslsdport C'E:'ggg-"' Country Yiza Type From Date ToDate Flace Eamment

T 2 UK United Fingdaorm wORE 01,/04,/2001 01/07/20001  Londan Mo Cormrment
2 RO Fomania WIDRE 007 /2000 01A10/2001 | Bucarest Romania

The information to enter is:

» Employee company, number and name — you can enter only the beginning of the name, and the system
will look for it in the database

» Document Id — automatic number

» Document Name, Document Number — passport or other document and its number

» Delivery Date, Validity Daet, Delivered by

If the document is a passport, in the second table you can enter the visas for this passport:

Country code, Country — for what country was the visa

Visa type — what kind of visa

From date, To date — visa validity

Place — city, site that was visited

Comment — your comment

VVVYVYYVY

Importing data from an EXCEL file:
Prepare an excel file with the following format:

Documents (Passports and Visas, Other ...)

Documents Visas

Employes
Company

Employee
MHumber

Dac.
et

Delivery
Date

Couritry
Code

Place

Employee Mame (Chantier)

Document MNumber Document Mame Expiry Date Delivered By Courtry Commert

Yisa Type ‘ From Date ‘ To Date

300 10153 Carrie, Malcolm 1 456 My pass 0M05/2003 100772010 kjlkjl BE Belgicue WORK 010472003 01072003 Bruxelles Work Bruxelles
BE Belgicue TOURIST 01/052003 01082003 Ligge Wark Ligge
2 T8g Second pass (124 United KingdoWwORK 010472001 010772001 London Mo Cotmment
RO Romania WORK 01072001 01102001 Bucarest Romania

A model of this file is supplied on the installation disk, directory ...\ImportFiles\PassportsandVisas.xls.
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2.19 Configuration — Check List Template

This screen will allow defining a template for your trip check lists. You can use it as a model to define a
check list for every trip.

|'Che4:k List Template
Exit -+ Excel l
Check List Template Categories
Add To =l Category
Check Category Order What To Check Eten T Comment Humber Check Categomy
» [MEDICAL LI 10 Visite Medicale vl i 10 MEDICAL
MEDICAL 11 | Ordonnance - e || 20 EXPATRIATION
MEDICAL 200 BCG r 30 PAPIER CHAMTIER
MEDICAL 30 Vaccinz - 40 HNANTERRE
MEDICAL 40 | Certificat Movégian - || 50 & DOMMER
MEDICAL 50 Cate S0O5 I~ Obligatoire pour chague voyage Ed
EXPATRIATION 10 Mationalité r
EXPATRIATION 200 |Validité Paszeport -
FyPATRIATIAN M| iwret Tacnician — LI

On the right side of the screen, you have the check list categories, which you can define, as needed by your
company.

On the left side, you define your check list, line by line.

The information to enter is:

Check Category — enter here the category, as defined in the table on the right

Order — order number within the category

What To Check — description

Add To Each Trip — check this case if you want this line to be included in the Check List for every trip,
when the Trip is created.

Comment — your comment

YV VYV

A\
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3.1 The Expense Report
Here you’ll find how to make an Expense Report.

Expense reports for 300-11238 Bares, Bernard

Exit MNew Open Frintt, bail... Fiz Header || Add Pages ‘wiork, For
Al |
Company Name
EXPENSE REPORT:
Employee: Name: Rep. Desc.
Trip Z: Trip Scope:
oo | pstny | Eme [oore 1| Pt [amoatvat VAT vl | vl [ | vertr | 8 | somumoe | O | A58 [ commen
1
z
3
4
5
6
7
g
2
10
1
12
13
14
15
16
17
13
19
0
|
22
23
4
25
Total: Due To Employee
Total paid by company:

Ready

The data in the expense report is:

Employee - the employee company and number (ex: 300-71244: company=300, employee number=71244)
Name — employee name

Rep. Desc — expense report description

Trip nb. — trip number

Trip dates — trip departure and return date

Trip Scope — scope of the trip

Date — expense or advance date. Use the format: ‘dd/MM/yyyy’.
For the first line of expense, it is mandatory to enter a date.

For the next lines of expenses:
- Ifthe ‘Date’ cell is empty, the program will put the same date as the previous expense.
- Ifthe ‘Date’ cell contains “+” (or ““-*“), the program will put the date of the previous expense

plus 1 day (or minus 1 day)
- Ifthe ‘Date’ cell contains “++” (or “--*), the program will put the date of the previous

expense plus 2 days (or minus 2 days)
- Ifthe ‘Date’ cell contains “’1” or “’2” or “’3”..., the program will put the date of the previous

expense plus 1 day, or 2 days, or 3 days, etc.
The “Date’ cell will be filled when you press the “Check Errors™ or “Save” button.
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Paid By — “Employee” or “Company”

Expense detail — expense type, as defined in the database. Type one or more letters of the desired expense
type; the system will look it in the database and select the first corresponding code (for Advances,
type ‘Advance’ or simply ‘A’ (uppercase or lowercase does not matter).

You can also display the list of the expense types, by clicking on the small button in this cell or right-
clicking in the cell; the select the desired expense type by double-clicking on it.

The authorized expense limits and justifications are those defined for the person making the
expense report, if there are for this person; if not, they are the general limits defined for the

company.

EXPENSE CATEGORIES

Expenze Tupe Experze Description E:'t:':;;; Arnaunt Lirnit L'TI'H?E[ N‘Jeuesé'; 4 Justif, Qwer |2
B ank Account Commizsian OTHER Man 1]

BREAKFAST Breakfast MEALS Mon O 1]

DHL DHL OTHER Man O 1]

DIMMER Diinner MEALS Man O 15

ExCHAMGE  Exchange rate OTHER Haon Cluai 0

FR Forfait repaz MEALS 25 Oui M an 0

GIFT Small gift OTHER Mon O 1]

(BT Group Meals MEALS 20 Oui i 0 —

GF Gaz ¢ Petrol OTHER Maon O 0

HOTEL Hotel HOTEL a0 Oui O 1]

LalMDRY Laundmn OTHER Man i 0

LUMCH Lunch MEALS A0 Mon O 1]

MISC Mizcellansous OTHER Maon O 0

aT Qther Transportation TRAMSPORT Haon Cluai 0

PaREIMG Farking OTHER Maon O 0 j

Currency — currency for the expense / advance. Type the first letters, the system will find it in the database
and fill in the rest and the corresponding exchange rate.
You can display a list of currencies by clicking on the small button in this cell or right-clicking in the
cell; the select the desired currency by double-clicking on it.

CURRENCIES
Currerncy CoLnkry Exchanoge Rate =
EM. ARABES LMIS 0.25964F
Ald AMGOLA 0016362
AW AFERBAIDJAM 0.0001497
CHF  SUISSE NE0423
CHY  CHIME 0115206
CZk. TCHEQUE [Rép.) 00216639
DEE DAMEMARE 01346117
DZ0 ALGERIE 001191
EGF EGYPFTE 0211434
EUR  Europe 1
GEFP  ROvAUME-UMIS 1.537274
IRR A& Qo002
FZT  EAZAKHSTAM 000E174 -
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Qty. /Nb, Price / Unit — enter the Quantity and Unit Price, when necessary.
For personal car expenses: number of Km (miles) and the reimbursement unit price.
For Hotels: Number of nights and price per night
For car rentals: Number of days and price per day
For group meals: Number of persons and price / person

If you don’t know the unit price, enter the total amount in the ‘Amount’ column, and the quantity
/ number in the ‘Qty.” column, the system will calculate the unit price.

If you click on the small button in the “Price / Unit’ column, the program will display the list of
the car types and the associated reimbursement.

S Price J | Amount (VAT | WAT et “at | Exch. rate A
1. LImit Inl Y | Amourt |Type| to EUR
0315 + 1.000000
Types de voitures
Type 2o Frix per ki | «
woiture Description [Mile]
BCY B Chevaus 0.256

B Chewvau 0315

¥ Chevas
3 Chewvats 0543
ACw 9 Chevauys fizcaus 0.7ez

i t t t t Ij

To get the price / km (mile) for YOUR personal car, just press F11 on the corresponding line in
the expense report..

Amount (VAT Incl.) — The expense / advance amount, (VAT included for expenses) in the selected
currency. The program will automatically calculate the amount in your base currency.

VAT%, VAT Amount — VAT Percentage and VAT amount. If you enter the percentage, the program will
calculate the VAT Amount; if you enter the VAT amount, the program will calculate the percentage.

VAT Type — Reserved for accounting, don’t enter anything here, unless told otherwise by your accounting
department.

Exchange rate — exchange rate for the selected currency. This rate is given by the system, but you can
change it, if needed.
For Advances, this rate must be the same as the rate at the moment you took the advance; if not,
your expense report will not be approved.

Amount (base currency) — amount in the base currency, calculated by the program.

Vendor - enter the vendor code here, or right-click in the cell and the select it in the displayed list.
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VENDORS
;:;I Srrllgnerr YWendar Type Yendar Mame L
HOIM Haotel HOLIDAY INM HOTELS
IBIS Hotel IBIS HOTELS
MaAR Hotel b aniott Hotelz
MOYOTEL Hotel HOWVOTEL HOTELS
SOFITEL Hatel SOFITEL HOTELS
AF Flane AlR FRAMCE
B Plane Britizh Aifw aps
co Plare COMTIMEMTAL
DELTA Flane DELTA AIRLIMES
SOUTHEAST Flane SOUTHEASH AIRLIME ]
UNITED Plare IMITED AIRLIMES
A5 RENTCAR CAR REMTAL
HERTZ REMNTCAR CAR REMTAL

Job Company, Job Number — company and job number. Right-click in the column will display a list of
jobs, where you can select.

The 2 following columns represent accounting codes, defined by your company. They will be
different from one company to another. Check with your accounting department for a list of these
codes.
In this example, we took the ‘Department Number’ and the *Activity Code’.

Department Number — department number. Right-click in the column will display a list of departments,
where you can select.

Activity Code — activity code. Right-click in the column will display a list of activities, where you can
select.

Comment — comment or complement of information.

To make an expense report, take the following steps:
Click on the “New” button to begin a new expense report.
If there are trips for you, the system will display the list of your trips.

Trips for 300-11238 Bares, Bernard

ITRIPS

N Tig Date Description Uipls D estination Dep. Date Return Date | Job Comp. Job Murber Departrnert Activity Code =

umber Open
/0B “opage d'affaires & Marseile Oui Marseille 10/07/2004 1570772004

15960 01/07/2004  Mesting in Lyan Maon  Lyan 01/07/2004  O5/07/2004 MT215 444 100
1551 30/05/2004  Trip To London Mon  London 0140642004 10/06/2004 MT213
1545 15/04/2004  “oyage & Lile Oui  Lille 15/04/2004  18/04/2004
1544 01/05/2004  Réunion & Marszile Mon  Marseils 01/05/2004  05/05/2004 MT213 444 100
1532 07/04/2004  Visite bureau Le Havre Cui LeHavre 1040442004 15/04/2004 j

If the expense report is for a trip, then select it in the list, by double-clicking on it.
If the desired trip is not in the list, there can be two reasons:
1 - The trip was ‘CLOSED’. Display older trips by clicking on the “Go Back” button.
2 — The trip was not configured in the database. Click on “EXxit” and continue your expense report
without a trip number.
If your expense report is not for a trip, just click on the “Exit” button. The system will then ask for a scope
for this expense report.
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Travel |
Enter expenze report scope
Cancel |

London European meeting

Be careful: The TRIP NUMBER is very important if you took ADVANCES for this trip. If this is the
case, the trip number and the corresponding advances must be entered in the database before you can
make your expense report. If you took no advances, you can make your expense report without a trip
number. You can always add it later, but before the expense report approval.

To change the trip number, right-click on the corresponding case or click on the “Trip” button, the trip list
will be displayed again.

The expense report is given a number based on the employee number and the current date and time. This
number is guaranteed to be unique, since the same employee cannot do several expense reports at the same
moment.

Now you can begin entering your expenses or your advances. The order is not important.

To enter advances, click on the ‘Advances’ button, the system will display your taken advances for this trip,
and you will be able to select the ones you want to put on this report:

Advances for 300-11238 Bares, Bernard
All Advances

ADVANCES

Currency Fepart Murmber

29/06/2004 1963 EUR
23/06/2004 1962 EUR

1.000000

Several display options are available:

- All advances — display all advances, reported or not

- Non reported advances — display only non reported advances (this is the default option)

- All trips — if selected, display advances for all trips, if not, only the trip selected for the expense report
Anyway, whatever option is selected, you can only choose non-reported advances for this trip to be keyed
in your expense report

Double-click on the advance line; the program will automatically enter the corresponding line on the
expense report, as follows:
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Delete Check Errars Justif. Advances Print, Mail... [ Fix Header || Add Pages ‘whork For

Company Name 12/07/2004
4 AT . - - >
Work EXPENSE REPORT: 300-11238-120704!121830
Employee: 300-11238 Name: Bares, Bernard Rep. Desc.
Trip 2 1963 100072004 - 15/07/2004 Marseille FR Trip Scope: Voyage d'affaires a Marseille
X Expense |Curre | Gty S| Price [ | Amount (WAT | WAT et “at | Exch. rate Joby Dept. Activity
e | PREDS | "t | mmy | 0 | U Incl.) % | s | foEm || SOCRER | VR | oon (| SRR | o ocee | @ Caminsi
20M6/2004 | Employee |Advance | EUR 250.00 1.000000 - 250,00
29M6/2004 | Employee |Advance | EUR 125,00 1.000000 - 125.00

[= T N S R

These reported advances will be checked against the taken advances during the approval process, and if any
of this data is different (taken <> reported), the report will be rejected, so don’t modify any of it.

You can report fewer advances than taken on an expense report, EXTREM will suppose that the remaining
ones will be reported on a different report (an warning will be issued).

To enter an expense, fill in the columns “Date, expense details...” etc.

Don’t forget the Job Number, and the other two accounting columns. If this columns are left empty,
the program will look for them in the database, in the Trips list for the corresponding trip and in the
Travel Requests list; If found, the columns will be filled in with the corresponding data.

If the Job Number,... are different from those defined for the trip, enter here the real ones.

Saving the expense report
You can save your expense report anytime you want by clicking on the “‘Save’ button. You can open it
later and continue entering your data, if it is not yet finished.
When you click on the ‘SAVE’ button the system will also perform a check for errors, and, if any, will
display an error list. The same list will be displayed if you press the “Check Errors” button.

Errors

Row Col Col header Error Message

Expenze detail Limite dépaz=zés! Limite= 50

Job Number Mot authorized to charge on this JOB: 300-MT212
Job Number Mot authorized to charge on this JOB: 300-MT212
Job Number Mot authorized to charge on this JOB: 300-MT212
Job Humber Mot authorized to charge on this JOB: 300-MT212
Job Nurmber Mot authorized to charge on this JOB: 300-MT212
Expenze detail Limite dépazzés! Limite= 250

Job Number Mot authorized to charge on this JOB: 300-MT212

1
1
2
3
C

[«r A7

You can click on “‘Check Errors’ anytime during the keying of your report to see if everything is OK.
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If you click on an error in this list the system will show you where it comes from in the expense report.

Posting the report
When the expense report is finished and all the errors are cleared, you have to POST the report.
POSTING means that the report is finished, and it is submitted for signature and approval. Click on the
‘POST’ button to do this operation. When a report is posted, it is still possible to modify it, before it
was ‘Signed’ by the manager or ‘Approved’ by accounting.

The status of an expense report is displayed in red in the report header. It can take one of the values:

- Work - the report is not yet finished.

- Posted — the report is finished, submitted for approval

- Signed — the report is signed by the manager (the approver)

- Approved — the report was approved

- Rejected — the report was rejected (not approved). When the status is ‘Rejected’, you can display the
reject reason by right clicking on the status case.

Deleting the report
Click on the ‘Delete’ button if you want to completely delete this expense report from the database.
Signed, Posted or Approved reports cannot be deleted.

Clearing the report
Click on the “Clear’ button if you want to display a new empty form for an expense report. This action
will immediately discard all changes to the displayed report, unload the current report and display an
empty form.

Printing the report
Click on the “Print’ button’. Several options are displayed: (Print, Mail, Export to Excel, save as, Import
From File)

- W W
iF‘rlnt,hf Print E

M ail

Export to Excel
Save as

Impart From File

Import the expense report from file
This menu allows importing an expense report, made off-line on an Excel form. See the chapter
“Importing an expense report” in this manual.

Displaying more lines
By default, the expense report displays a first page having 25 lines. If you need more, click on the ‘Add
Lines’ button. The maximum is four pages, 100 lines.

Fixing the report header
Click on the “Fix header’ to fix the header when scrolling. If not fixed, the header will scroll with the
report.

Sending the report by email
If the mail system is available, you can send the report for approval via email, by clicking on the ‘Mail
report’ button. This action will send the report to a special user, whose email address is “Travel,
Expense’, who has to be configured in your email public address list.

Work For
This button will display a list of people that you can work for.
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Who | Can Replace

| Can Replace

Employes
Compar Hurnber

300 1000 Harant, Patrick
a00 1133 ALBIM, ILHAM
a00 1244 PaLaRAM, BO

Ermplopes

Ermployes Mame Fram D ate TaoDate

Select here the one you want to work for; you can then do an expense report for him / her.
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3.2 Expense reports signature (manager approval)

If you have selected the ”"Use Expense Report Signature” option in the “Parameters” screen, your expense
report needs to be “signed” by your manager before going to accounting for final approval.

Your manager will *“sign” your expense report by opening the following screen:

Expense Report

Exit Reports to sign Frint, b4 ail...

Company Name

EXPENSE REPORT:

Employee: Name: Rep. Desc.
Trip Z Trip Scope:
. Expenze |Curre | Giy X | Price ! | Amount (VAT [ WAT Wat Wat | Exch. rate Jiok Dept. Activity
BE || PR | e | mmg | wm | Incl) % | amm | toEmp || A ELR | WEREET || oo || D MREE | o e | G Eon

1

Click on the “Reports to Sign” button to open the list of expense reports waiting for your signature, and
then select the one you want to sign, by double-clicking on it.

Expense Reports To Be Signed

#-[] 1 - Extrem Satware Usa s f
& ]2 Estrom Farnaria “lExpense Reports to be Signed

Select

Mot signed reports Approved reports Signed reports Sign For...

Diis/pllayi:

=3 - Extrem France Employes Mame Fieport Mumnber ‘ Status | Status Date ‘ Diescription ‘ Sigred By ‘ Ap
[ 360 - Extrem Marseile
[ 350 - Extrem Informatique
[ 330 - Grenable Office Harant, Patrick 300-1000-200304111 0709 Posted 30/05/2004  Une nate de frais
[ 320 - Lille Dffice Harart, Patrick 2203 Posted | 24/05/2004 g
] g‘ng : ;PU_” g?f'_“me'c'a' OF T Harant, Patrick 300-1000-2506041135547  WMGRTLCR M 25/06/2004  This is an expense repart
rans e Harant, Patrick I00-1000-25060411 71512 GRECR N 25/06/2004  Thisis an expense report
-] 4 - Extrem Belgium b
: @ | o

The program will open the selected expense report:

Expense Report

Company Name 22/03/;
T AT . s X | ’
Posted  24/06/2004 EXPENSE REPORT: 300-1000-220304!14.
Employee: 300-70:00 Name: Harant, Patrick Rep. Desc. This is an expense report
Trip Z: 1924 01/04/2004 - 0504/ 2004 Lifte FR Trip Scope: Réuinion a Lilfe
. Expense |[Curre | Gy f | Price S | Amount (WAT | WAT Wt Wat | Exch. rate ok Depit. Activity
i
eis | PR Tioen | mmy | 6 | U Incl) % | comm | Tps| goER || EUR | VEREET | o || FERIEET | o mher | Ens
1 | m1/0442004 | Emplayes |DINHER EUR 0554 5.34 1.000000 5.34 300 MT219 100 100
7 | D1/04/2004 | Employes | HOTEL EUR | 2 50.00 1.000000 50.00 300 MT219 100 00
3 | D1/04/2004 | Employee | DINNER usD 50.00 0053562 47 68 300 MT219 100 100
4 | 0104004 | Employee | Ghd GEP | & 10000 1537570 163 73 300 hAT: 19 100 W00 |5 people
5 | DHDHE004 | Employes |LUMCH EUR 25,00 1.000000 5.00 00 hATZ19 100 K100
§ | D2042004 | Employes | PERSCAR | EUR 0543 105 60 1.000000 108 O 300 MT219 100 00

Press the “Check Errors” button to verify the expense report.
Press the “SIGN” button to sign the expense report, or the “REJECT” if you don’t agree. You’ll have to
enter a reject reason in this case.
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3.3 Travel Request

Before traveling, each employee is requested to do a Travel Request, in which he requests advances,
transportation tickets, hotel reservation, car rental...

This request has to be approved by the employee’s manager, and then it arrives to the company Travel
Office for processing.

The following screen allows inputting a Travel Request into the system:

Travel Request

Exit Mew Request || Post Reguest || 4pprove Re... || Unlock Req... f|Delete Requ... || Frint Request || Edit Request v Work  [v Posted | v Approved [ Save ][ Cancel ][ ‘wiork For ]
Travel Requests for 71244 Palaran, Bo
Travel : L -
I;!ﬂ?#;:[t Heunr:s\;eEl)ate Statug NJn:Eer Deg:{;ule Feturn Date Trip Scope [restination | Countmy Co:nT:‘?any Job Mumber Department AE;';? Employes Comme
122 18/412/2004 Approved 1970 01/01/2005 05/01/2005 Voyage & Mice Mice FR 300 MTZ219 444
123 23122004 Approved 1971 O1/01/2005 15/01/2005 “opage & Lyon Lyon FFR 200 MT219 444 #e100 Départ e train, retour en
»| 124 | oss01s2005 | 10401/2005 15/01/2005 m'f:;ﬁ:f: chanfer \yreile PR 300 MT219 444 W4100 Train Jusqu's Lyon, ensuit
*
< |
Travel Request : 124 Tickets --> Plane / Train / Other Transportation
Departure| - Return
E E . Caunt . Caunt Depart Ticket
’%—D:Dn:e De’;ﬂﬁ:;zn City From E:J;n;y City TO DTUS T eg:{eure .t’-‘-_«rprok. TI;D: Return Date Ap_lok. Employes Comment Cost
ime Time
TRAIM Pariz FR  Marseile FR 10/01/2005  08:00 0w Train jusqu'a Lyon
PLANE Lyan FR Marzeile FR 11/00/2005 0800 oW Awian le lendemain de Lyan & Marzeile
PLAME Marseile FR  Pariz FR 15/01/2005  18:00 ow Avion au retour, Marseille Paris

Travel Request : 124 Hotel Reservation / Car Rental

Travel Request : 124

E%TJ?E Diz%ﬁ;;zn City Country | Fram Date TaDate Erplayes Comnient Ciost Currency | Armount |Pay Maodz|  Emploves Comrent
HOTEL Lyan FFR 1040142005 11/01/2005  Lyon, centre » ELR 1Y Cazh
B HOTEL Marseille FR | 11/01/2005 | 15/01/2005 IBIS. gare ;
RENTCAR [CUCUSTRN Varseile  FR 1170172005 15/01/2005 [/ 921, etour aropart, value classe B

This screen has four sections:

1. Travel Requests list for the connected employee

2. Requests for tickets (plane, train, other) for each Travel Request

3. Requests for hotel reservation or car rental for each Travel Request

4. Requests for advances for each Travel Request

Each section is described here below:
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1. Travel Requests list for the connected employee

Press the New Request| button to make a Travel Request. A new line is added to the list, as shown
below:

Travel Request
Exit Mew Fequest i Post Fequest || 4pprove Re. .. || Cancel Req... [{Delete Requ... || Print Request [v ok v Posted [~ Approved [ Canceled

Travel Requests for 11130 Palada, Bogdan Nicolae

F;JT?E:\J%: Heq-[A[:s\:eEl)ate Status NJF:EE[ Deg:[gure Fieturn Date Trip Scope Destination | Country| Job Murmber | Department Proig;tjetost Ermployee Comment T[E;:ln?efﬂ
43 27/08/2003 10/09/2003 15/09/2003 Meeting in Nice Mice FR 350000 141 UG100  Urgent
T a0 05/09/2003 §
*|

The data to be entered is:

- Travel Request Number — automatically given by the system, cannot be changed

- Travel request Date — automatically given by the system — you can change it

- Status — status of the travel request; it can be one of the following:
WORK - the employee is working on the travel request; it’s not ready yet.
POSTED - the employee finished working on the travel request; it is now submitted for Approval
APPROVED - the travel request was approved by the employee’s manager.

- Trip Number — automatically given by the system, when the Travel Request is APPROVED.

- Departure Date, Return Date — departure and return date

- Trip Scope — scope of the trip

- Destination (City and Country) — destination. Type it directly in the cell or click on the cell button

and choose it from the window that appears:

CITIES

City Country

Broelles

Limoges BE
Berlin DE
Bonn DE
Cannes FA
Lille FR
Lyan FR
b arzeille FR j

- Job Company, Job Number — job information

- Acc2, Acc3 - accounting information, if used by your company
- Employee comment — filled in by the employee, if needed

- Travel Office comment — filled in by the Travel Office, if needed.

When all the requests are entered, the employee submits the Travel request for Approval, by
POSTING it (click on the button).

When a Travel Request was POSTED, it cannot be modified any more. Approvers have the right to
UNLOCK or DELETE it.
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2. Requests for tickets (plane, train, other) for each Travel Request

When you select a Travel Request in the Travel Requests List, the program will update the other
sections (tickets, reservations, advances) with the corresponding data.

The “Request for tickets” section will be as follows:

Travel Request : 50 Tickets --> Plane / Train / Other Transportation

4
*

Departure Feturn
Egrilepn;e Diigﬁgﬁsn City Fram EE:JDnI_tn["" City TO CDTUSW Deg:[:ue Apmx. Fieturn [ ate Aprox. Employes Comment Trawel Office Comn
Time Tirne
PL&ME Paris FR  Marseile FR 12/09/2003  08:00  18/09/2003 1800 |F|etum Ticket

The data to be entered is:

Expense type — plane, train and other transportation tickets; you can select from the list, as shown

below:
Travel Request : 50 Tickets --> Plane / Train / Other Transportation
Departure Fieturn
E E . Caunt . Cavnb Depark )
:ﬁlepr'se Dezzﬁgﬁsn City From E:JDT_“W City TO DTUS Y eg:{eule ATF;:-E:. Fieturn Date ATF;L?:. Employes Comment Travel Office Comm
» PLANE ~ Paris FR  Marseile FR 12/09/2003 0200  18/09/2003  18:00  Retun Ticket
* -
aT Other Tranzportation
TRAIM Train Fare
TRAMNSF Other trangportation

Expense Description — automatically filled in by the program

City From, Country From, City To, Country To — automatically taken by the program from the
“Travel Request List”; you can change them if needed

Departure Date — automatically filled in by the program with data taken from the “Travel Request
List”

Departure aprox. Time — departure approximate time

Return Date — fill in this information only if you want a RETURN TICKET (ex: plane to go, plane
to come back). Type F5 to take the Return Date from the “Travel Request List”

If, for example, you travel by plane to Marseille, then by train to Nice, then back to Paris by plane,
your requests should be as shown below:

Travel Request : 50 Tickets --> Plane / Train / Other Transportation

Departure Return
E:-_:rp;n:e Dizzﬁ;;zn City From CE:‘Dnnzw City TO EDTUSW Deg:{:aure ATprox. Return Date Aprox. Employee Comment Travel Office Comn
ime Time
PLAME Paris FR  Marseile FR 12/09/2003  08:00 One way ticket
TRAIN Marzeille FR  Mice FR 1240942003 11:00 Train to Mice
PLANE  [REREREIE Mice FR  Paris FR 18/08/2003  18:00 Rietum to Pariz

- Return Time — return approximate time.
- Employee comment — type here your comment, if you have one
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3. Requests for hotel reservation or car rental for each Travel Request

When you select a Travel Request in the Travel Requests List, the program will update the other
sections (tickets, reservations, advances) with the corresponding data.

The “Request for reservation” section will be as follows:

Travel Request : 50 Hotel Reservation / Car Rental

Expenze Expenze
Tupe Dezcription

HOTEL

RENTCAR  [REEREY

City

Country

From D ate ToDate Employee Comment

Trawvel Office Commert

Mice

Marseile

FR

12/09/2003  18/03/2003 RADISOM Hotel, near the beach

FR 12/09/2003 | 18/09/2003 :EF!TZ at Marzeile airport, return at
Ice airport

The data to be entered is:
- Expense type — Hotel, Car Rental, other reservation

- Expense Description — automatically filled in by the program

- City, Country — city and country where the reservation is to be done
- From Date, To Date — begin and end reservation dates
- Employee comment — type here your comment, if needed

4. Requests for advances for each Travel Request

When you select a Travel Request in the Travel Requests List, the program will update the other
sections (tickets, reservations, advances) with the corresponding data.

The “Request for advances” section will be as follows:

Travel Request : 50 Requested Advances

Curency | Amount |Pay Mode

Employee Comment Travel Office Comment

» ELR 11} Cazh

uso Cash

L

The data to be entered is:
- Currency — the advance currency
- Amount — the amount you want
- Pay mode — Cash, Check, Bank transfer
- Employee comment — type here your comment, if needed
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5. Print the Travel Request

If you press the “Print” button, the following screen will be displayed:

Company Name
TRIP AUTHORIZATION / AUTORISATION DE VOYAGE
NAME: 300-71244 PALARAN, BO WORK
Trip Munmbser Reguest Mumbsar Reguest date Drestination Departure Date Return Date
116 140772004 London UK 15/0772004 18/0772004

Trip Scops Job Mumber Department Activity Code

Réunion Londres 300-MT212 444 X100

Requested Plane and train tickets, hotel reservation, car rental

Haotel, Car rental
Expenss description City From City TO EEEFTC:‘:LLE Time From Date Ta Date Comment

1 |Plane far= PARIS Londaon 15/07/2004 | OB:0D By plane from Paris to London
2 | Train Farz PARIS Londaon TRAT/ 2004 Return by ELUROSTAR
3 |Hotel Londaon 1O0T/2004 | 187072004 | Picadily Circue
4 | Rental car Londaon 1507/2004 | 18/07/2004 |Hertz, sirport, retwrn to the central stat
5
T
]
]
10
12

|Fari5 to London by plane, return by train

Delivered Plane and train tickets, hotel reservation, car rental

Flight / Hotel, Car rental
oy o Res. — - Cieparture S e e - .
Expense description Nusrvibeer City From City TO Diste Time From Date To Date Comment

The first part of this form contains the requested tickets and reservations, and the second one the delivered

ones.
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6. Edit the Travel Request

If you press the button, you open an Excel form, where you can key more easily your travel

request:

Key Travel Request

Company Name
TRIP AUTHORIZATION  AUTORISATION DE VOYAGE WORK
NAME: 300-71244 Palaran, Bo
Trip Murmber ':‘i?:::: Request Date Destination [City]) Courtry Dieparture Date Return Date Corﬁ:bany Job Number Departmert Fotivity Code
124 B501/2005 Marseille FR. 10012005 15012005 300 MT213 444 ¥X100

Trip Scope Travel Description

Inspection chartier Marzeiles Train Jusgu'a Lyon, ensuite avion

Plane and train tickels, other transportation

Espense deszcription City From Cglr.lnn:nr;r City To CO#_ETW 1.;'.;';? Departure Date (DN Retum Date R:I'Ttn:? Comment Cost
1 TRAIM Train Fare Pariz FR  Marzeile FR OW 1000172005 0500 Train jusgu's Lyon
2 PLAME Flane fare Lyon FR  Marzeile FR OW 110172005 0&:00 Avion le lendemain de Lyon & Marseile
3 PLAME Flane fare tar zeille FR  Paris FR OW 150172005 1800 Avion au retour, Marseile Pariz
4
5
[
T
g
a
0
Total Transport 0.00
Hotol Roservation, Car Rental Roguested Advances
Expense descrption City Couritry From Date To Date Comment Cost Curmency | Amount Pay hiode
1 HOTEL Hatel Lyan FR 10001 12005 110102005 Lyon, certre ELR S00 0 Caszh
2 HOTEL Hotel Marzeile FFR: 1100112005 1500102005 | |BIS, gare
3 RENTCAR  Rental car tar zeille FR 11001 72005 1500102005 Awiz gare, retour aéroport, voiture classe C
4
4
[
b
3
a Signature
10
|Tota| Hotel, Car Rental ... 0.00

— submits the travel request for approval
MR@QMI deletes the dlsplayed Travel Request
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3.4 Travel Request approval

A travel request has to be approved by the employee’s manager or by a person in the travel office who has
the necessary rights.
The approval screen is the following:

Travel Requests Approval

(Fiecl—
luComPaRISSIM Travel Requests

# []1-Estrem Sotware Usa | | Travel Travel Com : g |DEstinat
; b pany | Employes Trp Departure Destination f
#-[ 2 - Extrem Romania Tﬂ?:f;t Reguest Date Status Mumber | Mumber Employes Narme umber [rate It Dtz City EDIE:W

=[O 3 - Extrem France
[ 360 - Extrem Marseille

[ 360 - Extrem Informatia — [™"497 | 12:07/2000 [ 300 11238 Bares, Bemard 15/07/2004 180742004 Marseille FR
[ 330 - Grenable Office
O 220 - Lille Office
[ 310 - Lyan Commercial %
< T K
Request Number: 117 - Transportation, Hotel, Car Rental Request Number: 117 - Advances

Proceszed [ Expenze|  Expensze

Country City Ta Country | Departure | Departure
[Yes /Mol [ Twpe D ezcription

From To Date Tirne

Retu | Proceszed Pap
Tirm | [Yes / Ma] Made

r TRAIM  Train Fare PARIS FR  Marseile FR  15/07/2004  OF:00 18/07/2004 180 - EUR H00 Cash
r HOTEL Hatel I arzeille FR

City Fram Return Date Cumency | Amount Employes Co

This screen displays a list of all Travel Requests that have to be approved by this manager. For each Travel
Request it shows the details (plane and train tickets, hotel reservation, advances...)

Click on the fApprove Request| button to approve the displayed Travel Request.
Click on the Unlock Request| button to unlock the Travel request.

After approval, the Travel Request becomes available to the Travel Office for processing.

Clicking on the Approve For...

gave you the right to do so.

button make it possible to approve for another person, provided he / she
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3.5 Expense reports accounting approval

When choosing ‘Expense reports - Approve’, the program will display the following screen:

Expense Report
| |Company Name ]
Employee: Name: Rep. Desc.
Trip #: Trip date: Trip Scope:
. Expense |Curre Price | Amount (VAT | VAT Wat Wat | Exch. rate Num Job Dept. | Activity
tei HEE detail ncy il 4 Km Incl}) % | Amount |Type| toEUR AR E ber CETEET Comp. DR Number | Code B

3

4

5

:

]

]

10

5]

14

15

-

%

13

20

23

24

25

Total: Due To Employee
Total paid by company:
[ nlainan cirnatioen [ Annenen e [Miaga- i

i | Fi 1 # A A R Niatn 7 |_
Ready
Click on the mnwl button to display a list of all the reports in the database waiting for
approval.

Expense Reports

Display : Mot approved reparts Approved reports Sighed reports

#-[J1 - Extrem Sotware Usa ~

+ [ 2- Estrem Riomeri Expense Reports to be Approved

=[] 3 - Estrem France Ermploves Mame ‘ Feport Wumber | [ ate | Statug ‘ Description jl
[ 360 - Extrem Marseille

[ 350 - Extrem Infarmatique

[J 330 - Grenable Office ALBIN, ILHAM 300-1133-2303041141850 | 23/05/2004 T'ai achté des cadeaus
[ 320 Lile Office —||Bares, Bemard 300-11238-27030411 70157 27/03/2004  [GIELEY]
[ 310~ Lyon Commencial OF {14} gy 1LHAM A00-1133-0404041150455 | 04/04/2004  BRGRETTH I [ritation clierts
- 300 - Paris Dffice | > Bares, Bemard 300-171232-18040417 871263 18/04/2004 RLEI G [iverzes dépenses pour mon voyage -

Click on the right button to hide/display the company list.

Click on one or more companies to display only people belonging to the selected companies.

You can display approved or not approved reports, by choosing the appropriate option. You can find an
employee by typing part of his name in the Filter line.

To choose an expense report, double-click on its line, or click once on its line, then hit ‘Return’. The report
will be then displayed in the previous window, as follows:
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Expense reports for 300-11238 Bares, Bernard

Guitter . Oluwric X 3 || Vérifie emeurs Justif. Awances Wopages Imprime...
Al |
Company Name 18/04/2004
Posted  19/04/2004 EXPENSE REPORT:300-11238-180404!181353
Employee: 300-11238 Name: Bares, Bernard Rep. Desc. Diverses dépenses pour mon voyage
Trip #: 1933 Trip date: 07/04/2004 Le Havre FR Trip Scope: Visite bureau Le Havre
X Expense |Curre Price | Amount (VAT | VAT Vat Vat | Exch. rate Num Job Dept. | Activity
e FERY detail ncy ol 4 Km Incl.} % | Amount |Type| toEUR LRI EL ber VETEET Comp. DR Number | Code L
1 | O7/D4/2004 |Employ=s (Advance EUR 500.00 1.000000 - 500.00
2 | 18/04/2004 | Employee |Advance GBP 150.00 1.53727T% -230.58
3 | 1V04/2004 |Employes | BREAKFAST) EUR 10.00 1.000000 10.00 300 TOE45 003 X100
4 | 1vV04/2004 | Employss |LUNCH EUR 15.00 1.000000 15.00 300 TOB45 003 KR100
5 | 10/04/2004 |Employ=s | DINNER EUR 25.00 1.000000 25.00 300 ToB45 003 200100
& | 11/04/2004 | Employee | BREAKFAST) EUR 12.50 1.000000 12.50 300 TOB45 003 X100
7 | 11/04/2004 | Employes |LUMCH EUR 18.25 1.000000 18.25 300 TOB45 003 X100
g | 11/04/2004 | Employ=s | DINNER EUR 30.00 1.000000 30.00 300 ToB45 003 200100
]
10
12
i3
14
1%
17
18
18
20
2
.
a3
4
25
Total: - 619.84 Due To Company
Total paid by company:
Ready

In RED is displayed the status of the expense report, which can be:
Posted - the expense report is posted, it is waiting now for approval
Signed - the expense report has been signed
Approved - the expense report has been approved by accounting
Rejected - the expense report has been rejected
Work - the employee works on the expense report, but he hasn’t finished it yet .

Several options are available before approval:

Check Efrors| - the program will check the errors and warnings, which can be:

= Missing or wrong date

= EXxpense category - wrong value, not in lookup table

= Expense limits exceeded (warning)

= Currency - wrong value, not in currency table

= Accounting information 2, 3 - wrong value, not in lookup table

= Job Number — wrong value or employee not authorized to charge on this job

Check Advances| - EXTREM will compare the taken advances with the advances reported on this expense
report and will display the next screen:
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53-11425 Charbonnier, Thierry

Show Advances
TAKEN ADVANCES REPORTED ADVANCES
" &l advances & Monrepoted advances [ Al Trips (& On this report " 0n not appraved reports " On approved reports
Date ‘ Trip H* |Cumrency|  Amount EHE:;‘?QQB Expenge Feport Mumber Date ‘ TripN* | Currency|  Amount EHEZ‘?QQB Expense Report Mumber
A0A07A2008 830 UsD 450,00 0953562 2040142003 230 UsD &00.00 0976563 53-11425-24010:311 41339

On the left are displayed the taken advances. By default, the program displays taken and not yet reported
advances for the same trip as the expense report. Other options are:

= All advances - displays all taken advances (reported or not)

= All trips - displays taken advances for all trips

On the right are displayed the reported advances. By default, the program displays the advances reported on
this expense report. Other options are:
= On not approved reports - displays advances reported on other reports (posted, but not yet approved)
= On approved reports - displays advances reported on already approved reports

You have to compare the Trip Number, Currency, Amount and Exchange Rates. All this information has to
be identical (taken = reported). If anyone of this data is different, the report cannot be approved.

Approve report| - click here if you want to approve the report. The system will perform the following:
= Check errors - see above. If an error is found, the approval process is stopped.
= Check advances - compares taken and reported advances for this trip. If any of the reported
advances doesn’t match one the taken advances for the same trip, an error message is generated, and
the approval process is stopped.
If you have taken several advances and only some of them are reported on this expense report, a
warning is generated, and the user will be asked to continue or not the approval. If the expense
report is approved, its status will change from ‘Posted’ to ‘Approved’.
If any errors are found on the expense report, or for any other reason you cannot approve the expense
report, then you have to reject it. The report status will then change from ‘Posted’ to ‘Rejected’ and the
employee will be able to correct the errors and submit it again.
To reject an expense report, click on the “Reject’ button. You will have to type a reject reason, in the
following window, so that the employee will know why the report was not approved.

Type here the REJECT reason

“'ou reported a hotel expense of 1500 FRF, butthe =
aftached invoice is only for 1200 FRF.

Flease make the necessary corrections and submit it

again

|-
0K |
Show trips - displays the trips list
Print, Mail ... - prints the report, or mails it to someone, or exports it to Excel
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3.6 Employee balances / Reimbursements

The following screen is used to display employee balances and to do automatic and manual reimbursements
(company to employees or employees to company).

Employee Balance

Automatic Reimbursement

Salances
Display List
Due Company [ Due Employes
w1 - Extrem Sotware Usa Company private -

[ 2 - Extrem Romania Emp’oyee Ba’ance 1

=0 3 - Extrem France
[ 360 - Extrem Marzeille

[ 350 - Extrem Informatique Automatic Compan Emolove

D 330 - Grenoble Office Reimburzement? Numpbery Nufnbzr Employee Hame Balance (EUR) Due To

[ 320 - Lille Office (res {No)

D 10 - Lyon Commercial Office 300 20239 CHICHA, ALl - 80.00 Employee

v - Pariz Office ubois, Aude - 80. mployese

/] 200 - Panis Off 300 31802 Dubois, Aud 20.00 Empl
-] 4 - Extrem B elgium 300 32273 DUR, JACQUES-OLIER - 80.00 Employee
- [1'5 - Extrem North Europe Total to reimburse - 240.00

Click on the right button to hide/display the company list.
Click on one or more companies to display only people belonging to the selected companies.

Several display options are available:

. - displays employees that owe money to company
. - displays employees to whom the company owes money
= All employees| - displays all employees

)Automatic reimbursemems| are reimbursements paid by the company to all employees (except those
marked with an *‘N’ in the column *Automatic reimbursement? (Yes / No).
When the list is displayed, the program automatically marks with an ‘N’ those employees configured
with ‘Automatic reimbursements =No’ (see Configuration - Employees). After that, you can manually
modify this option by deleting the ‘N’ for an employee to enable reimbursement for him or typing an ‘N’
for other employees to disable reimbursement for them.
The process of automatic reimbursement is started when clicking on the Automatic reimbursenent|
button. The following message will be displayed:

TRESYALC X]

This reimbursement will concern people From the Following companies:

Tresu Canadian Office
Tresy European Office

Make sure MOEODY else is DiOIMNG REIMBURSEMEMTS OR APPROMALS at this time!

Press Y¥ES bo DO ik or MO bo STOP k!

Yes Mo

If you click “Yes’, the system will send a message to all accounting users of EXTREM, and will block
their program during the automatic reimbursement. The user will get the next message:
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Now sending message (o all other users! 7hH/s

will (ake about 20 seconds. ..

The other users will also receive a message telling them that a reimbursement is in progress and their
program will be blocked for the duration of this reimbursement.

The automatic reimbursement process ends with the creation of the electronic file that is to be
transmitted to your bank to do the payments.

Bank transifer file was successiully created:

CATEMPITOBANK LAT

The actual transmission of this file to the bank is not in the scope of this program. See with your
bank what software and hardware you need in order to electronically send this file.

As the payments are done by bank transfer between your bank and the employees banks, these
transactions will affect your bank accounts (see - Miscellaneous - Cash Position / History,
Configuration - Currencies and the image below)

Cash History
Operation . . Employee
Currency Cash date Amount Paid By Balance Op. Type Operation Number Number Employee Mame Comment

EUR Cash 04/04/2004 40.00 Employee 15 159.00 | Reimbursement REIMB-04040411 20201 300-2084 ANDRIES, ALAIN

EUR Cash 07/04/2004 -500.00 Company 18 699.00 | Advance =000 300-1000 |Bares, Bernard

EUR Cash 07/04/2004 - 500.00 Company 18 198.00 Adwvance 2004 300-11238|Bares, Bernard

EUR Cazh 19/04/2004 -2 540.36| Company 15 658.64 Reimburzement REIMB-130404141210 300-1000 |Bares, Bernard

GEBP Cash 07/04/2004 - 250.00 Company - T750.00 Advance =002 300-1000 |Abby. Cay |

GBP Cash 18/04/2004 -150.00 | Company -500.00 Advance 2003 300-11238 Bares, Bernard

Manual reimbursements| are reimbursements done for one employee at a time (either paid by the
company or by the employee).

Click on the employee line to choose the employee and then click on the Mahual reimbursement| button
to start the process.
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Employvee Remmbursement

11-10054 Alby, Cay

Amount To Transfer
7 500 00

Due Employee

Currency Amourt Exchange rate Amaurt Base Payvment Mode:  Check Mumber Paid by
CUrrency
=D 1 00000 7000000 7 000.00: Cash Company
FRF 500,00 1 .IZIIIIIIIIZIIZIIIIB S00.00 Company
Total T 500.00 T 500.00 Difference: 0.00

Several lines are available to describe the whole transaction. You can use any currency (click on the
currency column with the right button of the mouse to display the list of all currencies). The program
will display the exchange rate, which you can modify manually. The last column is filled automatically
by the program.

Click on the Post Reirbursement| button to execute this transaction. The program will first ask for
confirmation and then execute the reimbursement.

Attention to the Payment Mode - If the payment mode is ‘Cash’, your cash account for this currency
will be affected. Any other payment modes (Check, Bank transfer...) will affect the bank account (see
Miscellaneous - Cash Position / History)
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More complex transactions can be done, as shown in the example below:

Emplovee Remmbursement

31201 Basham, Helen

Balance

-2 500.00

Due Company

Currency Amaunt Exchange rate A s (B Payment Mode:  Check Mumber Paid by
CuUrrency
LS 400.00 G .000a00 2400.00:Cash Employes
BP 100.00 10000000 1 000.00¢Zash Emnployes
FRF - 900.00 1.000000 - 900.00:Cazh Company
Total 2 500.00

In this example, the employee paid 400 USD and 100 GBP, and the company paid him back 900 FRF,
making a total transaction of 2500 FRF (Base currency), that is the amount the employee owed to the
company.

The reimbursement will still work, even if the total amount doesn’t match the employee balance. The
program will generate a warning and will simply calculate the new balance.

otify] employees - another option on this screen is employee notification (the button). This will
send a message to all employees owing money to the company.
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The notification content is taken from the file “ReimbursementModel.rtf”, where the keywords will be

replaced by real values:

Ref: Expense Reimbursement: #ReimbNumber# / #ReimbDate+4#

Dear #EmployeeName#,

We inform you that we’ve transferred the amount of
#Money# #Currency#

to your bank account :
#Bankl1# #Bank2# #Bank3# #Bank4# a la banque #BankName#,
on the #ReimbDate+4#.

This amount represents the reimbursements for your expense reports.

Regards!

The Expense Reports Department!

The key words are:

#ReimbNumber# - Reimbursement number

#EmployeeName# - Employee Name

#Money# - Amount

#Currency# - Currency

#Bank1# #Bank2# #Bank3# #Bank4+# - Employee bank account
#BankName#, - Employee bank name

#ReimbDate# - Reimbursement Date

Other options on this screen are:
Print - prints the list that is displayed
Mail - mails the list that is displayed

Export to Excel - exports the list to Excel (Excel has to be installed on the computer in order for this to

work)

Right Click on an employee line in the list - displays a menu where you can select manual reimbursement
for the employee or to see employee history (see chapter - Employee history - Cash transactions)
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Employee Balance

Company private

_Autamatic Company Etnploye
Reimbursement? Employes Mame Balance (FRF) Due
Murmber Murmber
(Yes /o)
11 10054 Ay, Cary -2 000.00 Emploves
11 10042 Altard, Jahn -2 000.00 Employes
i o s -2 000.00 Emplaryes
Manual reimbursement et Employes
See Dekails for Allcroft, Marylin o S oo o0 Ermployes
M 11 10057 Alter, Dale -4 000.00 Employes
11 10071 Ancic, vica -2 00000 Employes
11 10064 Anderson, John -2 00000 Emploves
11 10075 Apice, Brenda -2 00000 Employes
11 10072 Arauza. Arlens -2 000.00 Emploves

Find an employee in the list - type the employee number or part of his name in the ‘Find’ box, then click
on the button next to it.
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3.7 Employee history

If you need to consult all cash transactions for an employee or for all employees, the next screen will show
you that:

Employee history

Company Private -l
? Employee History
Cr«?m;;f EL“E:;:_B Employee Name Operation date Operation Number Operation Type  Amount (EUR) Paid By Balance (EUR) Due To Check Number

300 1133 ALBIN, ILHAM 01/02/2004 300-1133-010204183133  ExpenseReport -2 000.00 -2 000.00 Employee

300 1133 ALBIN, ILHAM 01/02/2004 300-1133-0102041163500  ExpenseReport -2 000.00 -4 000.00 Employes

300 1133 ALBIN, ILHAM 01/02/2004 300-1133-0102041163948  ExpenszeReport 10.00 -3590.00 Employee

300 1133 ALBIN, ILHAM 01/02/2004 300-1133-0102041164201  ExpenseReport 10.00 -3980.00 Employes

300 1133 ALBIN, ILHAM 1710212004 REIMB-170204!165552 Reimbursement 3580.00 Company 0.00 Bank transfer
300 1133 ALBIN, ILHAK 01/02/2004 300-1133-0102041154508 ExpenseReport 10.00 10.00 Company

300 1133 ALBIN, ILHAM 01/02/2004 300-1133-010204112225  ExpenseReport 10.00 20.00 Company

300 1133 ALBIN, ILHAK 01/02/2004 300-1133-0102041112502 ExpenseReport 10.00 30.00 Company

300 1133 ALBIN, ILHAM 01/02/2004 300-1133-0102041120232  ExpenseReport 10.00 40.00 Company

300 2084  ANDREES, ALAIN 03/02/2004 300-2084-0302041163134  ExpenseReport -2 000.00 -2 000.00 Employee

300 2084  ANDRES, ALAIN 03/02/2004 300-2084-0302041163500 ExpenseReport -2 000.00 -4 000.00 Employee

300 2084  ANDREES, ALAIN 03/02/2004 300-2084-0302041163848  ExpenseReport 10.00 -3950.00 Employee

300 2084  ANDRES, ALAIN 03/02/2004 300-2084-0302041154202 ExpenseReport 10.00 -3 580.00 Employee

300 2084  ANDREES, ALAIN 1TI02/2004 REIMB-170204!165552 Reimbursement 3 980.00 Company 0.00 Bank transfer
300 2084  ANDRIES, ALAIN 03/02/2004 300-2084-030204112225  ExpenseReport 10.00 10.00 Company

300 2084  ANDREES, ALAIN 03/02/2004 300-2084-030204!1154509  ExpenseReport 10.00 20.00 Company

300 2084  ANDRIES, ALAIN 03/02/2004 300-2084-0302041112502  ExpenseReport 10.00 30.00 Company

300 2084  ANDREES, ALAIN 03/02/2004 300-2084-0302041120232 ExpenseReport 10.00 40.00 Company

300 2084  ANDRES, ALAIN 04/04/2004 REIMB-0404041120201 Reimbkursement - 40.00 Employee 0.00

300 10153  Carrie, Malcolm 18/02/2004  300-10153-120204163138 ExpenseReport -2 000.00 -2 000.00 Employee

Click on the right button to hide/display the company list.
Click on one or more companies to display only people belonging to the selected companies.

By default, the program displays history for the current month, for all employees.
You can display older transactions by clicking on the @ Back| button. You can enter the number of months

to go back in the ‘Months’ box, then click on the @Wt button.

You can display hlstory for onIy one employee by typing his employee number or name in the employee

case, then pushing Show Report] or hitting ‘Return’. Clicking on the $| button will display the

employee list, where you can select the desired employee.
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Employee list

Al Emplovess Prezent Employess
#-[] 1 - Extrem Sobware Usza Emplcy‘ee List
#-[] 2 - Extrem Romania 5 T
=[] 3 - Extrem France ﬁ&nrﬁbag;'" r'TumeEulrI;E Ermployes Marme Frezent ﬂl

1 360 - Extrem barszeille
[ 350 - Extrem Informatigue :

[ 330 - Grenable Office 300 11588 40550, MARIELLE ez
[ 320 - Lile Office ann 11677 ARBAGIC, BATIR Yes
[ 310 - Lyon Commercial Office 200 11085  Assa, Seed Yes
300 - Paris Office 30 11003 Asyme, Malain Yes
#-[] 4 - Extrem B elgiumn ' )
+ []5 - Extrem Morth Europe 300 11315 Altira, Minar es
a00 1563 Ay, Ahrned ez
300 11233 Barbe, Bleu ez
300 11238 Baresz, Bemard ez
00 11571 Baudocque, Alain Yes
300 10368 Baut, Leon ez
< |3 a00 11246 Baveur, Michel Yes ﬂ

Other options on this screen are:
Print - prints the displayed sheet
Mail - mails the displayed sheet
Export to Excel - exports the displayed sheet to Excel (Excel has to be installed on the computer in
order for this to work)
Right click on an employee line in the employee history table. A menu will be shown where you can
select one of the options:
= See expense report ... - will display the corresponding expense report
= See reimbursement ... - will display the corresponding reimbursement
= Manual reimbursement - will do a manual reimbursement for this employee, if the employee
balance is not zero (see chapter ‘Employee balances - Reimbursements’)

[
Employee history

E =it Employees Show Report Print, bail...
Company Private e
Employee History
Company Employes . . . X
e | e Employee Name Operation date Operation Number Operation Type  Amount (EUR) Paid By Balance (EUR) Due To Check Number
300 1133 ALBIN, ILHAM 01/02/2004 300-1133-010204183133  ExpenseReport -2 000.00 -2 000.00 Employee
300 1133 ALBIN, ILHAM 01/02/2004 300-1133-0102041163500  ExpenseReport -2 000.00 -4 000.00 Employee
300 1133 ALBIN, ILHAK 01/02/2004 300-1133-0102041153548 ExpenseReport 10.00 -3550.00 Employee
300 1133 ALBIN, ILHAM 01/02/2004 | 300-1133-0402041484704_NCsnnnnnfanact Annn -3580.00 Employee

300 1133 ALBIN, ILHAM 1710212004 REMB-170 5o Expense Report 300-1133-0102041184201 5, 0.00 Bank transfer
300 1133 ALBIN, ILHAM 01/02/2004  300-1133-01  Manual reimbursement 10.00 Company
300 1133 ALBIN, ILHAM 01/02/2008  300-1133-010208 12225 EXpenseRepo " 20.00 Company
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3.8 Reimbursements history

If you need to consult the reimbursement history, the next screen will show you that:

Reimbursement details

Show Fisimb. New Reimb. Bank. Transer File [ ] Select Al

Company private
Reimbursement N° REIMB-170204!165552
Date 17/02/2004
C;m;::r ENTDmIE:: Employee Name Currency Amount Exchange rate Amount (EUR) | Paid By Check Number Nntﬁgﬁ
300 1133 ALBIN, ILHAM EUR 3 980.00 1.000000 3980.00 Company  Bank Transfer A
300 11527 AMAR, RACHID EUR 3580.00 1.000000 3580.00 Company  Bank Transfer Y
300 2084  ANDRES, ALAIM EUR 3 580.00 1.000000 3980.00 Company  Bank Transfer Y
300 11588  A0QSSO, MARELLE EUR 3580.00 1.000000 3580.00 Company  Bank Transfer Y
300 11577 ARBAGIC, BATIR EUR 3 580.00 1.000000 3980.00 Company  Bank Transfer Y
300 11085  Aszsa, Seed EUR 3 580.00 1.000000 3920.00 Company  Bank Tranzfer Y
300 11003 Asyme, Malain EUR 3 980.00 1.000000 3980.00 Company  Bank Transfer d
300 11315 Attira, Minar EUR 3 580.00 1.000000 3920.00 Company  Bank Tranzfer Y
300 11569 Ay, Ahmed EUR 3 980.00 1.000000 3980.00 Company  Bank Transfer d
300 11239  Barbe, Bleu EUR 3 580.00 1.000000 3920.00 Company  Bank Tranzfer Y
300 11238  Bares, Bernard EUR 4 000.00 1.000000 4 000.00 Company  Bank Transfer d
300 11571 Baudocque, Alain EUR 4 000.00 1.000000 4 000.00 Company  Bank Transfer Y
300 10868  Baut, Leon EUR 4 000.00 1.000000 4 000.00 Company  Bank Transfer d
300 112456  Baweur, Michel EUR 4 000.00 1.000000 4 000.00 Company  Bank Transfer Y
300 11523  Bean, Jean-Marie EUR 4 000.00 1.000000 4 000.00 Company  Bank Transfer d
ann 1naaT Raiar Dhilinna FliD A nnnonn 4 NN A DAN AR Famnan Rank Transfar \'d

Display a reimbursement
To display a reimbursement, you need first to select one. For this, click on the ‘Show Reimb’ button, it
will display you a list of reimbursements, as shown below:

Reimbursements

[ e [ e [ vewa | evomai | Goback |4 |

Reimbursement LIST

Reimburzement Humber Date Type Eﬁannfhagf Eranupr!'.DElIrI:re Employee Mame ﬂ
REIME-180204!7 22932 1840242004 ETIE] 300 32273 DUR. JACOUES-OLMIER
REIME-180204!7 22903 184022004 b arual 300 N802  Dubois, Aude

REIME-17020411E5749 1740272004 b sl 300 20239 | CHICHA, ALl

REIME-17020411 65552 1740242004 Automatic I

By default, this list shows all the reimbursement for the current month (after the last closure). To display
older reimbursements, click on the button. You can also enter the desired number of months in
the month box and then click the button.

The display options are:

- — displays all reimbursements
— displays only manual reimbursements

— displays only automatic reimbursements
To select one reimbursement, double-click on its line in the list, or click once and hit ‘Return’.
To sort the grid ascending, following one column, click on the column header.

[New reimnburserment

Click on the @R@WﬁM button if you want to do a new reimbursement. The program will display the
‘Employee balances - Reimbursements’ screen (see chapter with the same name).
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EXTREM will generate an electronic bank transfer file corresponding to the displayed reimbursement.
This file is normally generated when the reimbursement is done (see ‘Employee balances -
Reimbursements’), but you can generate it here if you need it again for any reason.

tify| (only for automatic reimbursements)

Notifies employees concerned by this reimbursement that the money was transferred to their bank
accounts.

The notification content is taken from the file “ReimbursementModel.rtf”, where the keywords will be

replaced by real values:
Ref: Expense Reimbursement: #ReimbNumber# / #ReimbDate+4#

Dear #EmployeeName#,

We inform you that we’ve transferred the amount of
#Money# #Currency#

to your bank account :
#Bankl1# #Bank2# #Bank3# #Bank4# a la banque #BankName#,
on the #ReimbDate+4#.

This amount represents the reimbursements for your expense reports.
Regards!

The Expense Reports Department!

The key words are:

#ReimbNumber# - Reimbursement number

#EmployeeName# - Employee Name

#Money# - Amount

#Currency# - Currency

#Bank1# #Bank?2# #Bank3# #Bank4+# - Employee bank account
#BankName#, - Employee bank name

#ReimbDate# - Reimbursement Date

Other options on this screen are:
Print - prints the displayed sheet
Mail - mails the displayed sheet
Export to Excel - exports the displayed sheet to Excel (Excel has to be installed on the computer in
order for this to work)
Find - type the employee number or part of his name in the ‘Find’ box, then click on the arrow.
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3.9 Import expense reports

You can import expense reports from an EXCEL file.

Expense reports for 300-11238 Bares, Bernard

Exit Hew Open Save FPast Dielete Clear Check Errars Juztif, Advances Trips Prin Print- " 4dd Pages I YWo

Mail
Al | Export to Excel
Company Name Save as
Import From File
Employee: Name: Rep. Desc.
Trip #: Trip Scope:
- Expense |Curre| Qiy/ | Price/ | Amount (WAT | VAT Wat Wat | Exch. rate Job Dept. Activity
Date | Paldby | “ooil | ncy | Mb. | Unit Incl} % || pmm e mEgm || FRERDHENE R o || RIS | e | g

E T N

The file to be imported must have the same format as the expense report. The data entered in this Excel
files can be simplified, as shown in the image below:

Company Name
Employee: |.7‘.‘244 ! Name: Rep. Desc.
Trip #: Trip Scope:
. Expense |Curre| Gty /s | Price/ | Amount (WAT | VAT Vat Vat | Exch. rate Job Dept. Activity
Dats Paid b Amount EUR | Vendar Job Number Cc
v detail ncy | Nb. Unit Incl)y % | Amount |Type| toEUR Comp. Number Code
1 | otodrzong di 0 0534 534
2 | 01042004 ho 5000
5 | 01042004 di uso 000
4 G GEP 100,00
5 Iu 26,00
I3 per 200 0543 105,50
7 ad 500,00

The employee number in the appropriate cell is mandatory, as shown above.
The expense types can be simplified, only the first letters are needed, the rest will be completed when you

import the file.
The trip number can be missing; you can add it after importing.

Click on the “Import from file’ button to import an EXCEL file containing an expense report.
Select the file to be imported in the displayed window:
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mmpart 21 x|

Lack in: | 3 TEMP x| « & cf BE-

F 4 11-11130-0207000165621 s [EAIR e 38 | EmpList0.
@EmpHistS.xls @ExpEmpD
@EmpHistE.xls @Expense[
@EmpHist?.xls @Expense]
@EmpHistE.xls @Expense]
@EmpHistg.xls @Expnrtﬂ.:

1] | i
File name: I'I 1-11130-02070011 BREZT &z Open I
Files of pe: IE:-cu:eI Bor 7 [nul] j Cancel |

The import procedure will give a Number to this expense report, if needed, and will complete the missing
information: exchange rates, expense types, dates, etc. The imported Expense Report will be as shown
below:

Expense reports for 300-71244 PALARAN, BO

Delete Check Emars Jusstif. Advances Frirt, Mail... Fix Header || Add Pages “whork. Faor
M1 |0

Company Name

Employee: 300-71244 Name: PALARAN, BO Rep. Desc.

Trip #: Trip Scope:

X Expenzse |Curre| Qty/ | Price/ | Amount (WAT | VAT Wat “at | Exch. rate Job Diept. Activity
Date | Raid by |8 il [ rey | M. || Unit Incl) % || emre [eme| marm || AR | g || B i | e ErET

1 | 01/04/2004 | Employes | DINNER EUR | 10 0534 524 1.000000 534
2 | 01/04/2004 | Employ=s |HOTEL EUR 50.00 1.000000 50.00
3 | 01042004 | Employ=s | DINNER usD 50.00 0.583552 4768
4 | 01/04/2004 | Employes |GM GEF 100.00 1.537279 15273
5 | 0204/2004 | Employ=s [LUNCH EUR 25.00 1.000000 25.00
& | 02/04/2004 |Employ=s |PERSCAR | EUR | 200 | 0.543 108.60 1.000000 108.60
T Employes (Advance EUR 500.00 1.000000 - 500.00

If this report concerns a specific trip, enter the trip number in the appropriate cell or right-click in the “Trip
Number’ cell and then choose the desired trip in the displayed list.

Trips for 300-71244 PALARAN, BO

[oonaoe ]| |

ITRIPS

I‘ Nlmiljner [rate | Drescription Hg:;ﬁ [restination ‘ Dep. Date | Fieturn Date | Job Comp. ‘ Job Mumber ‘ Department Activity Code }j
1355 2B/0B/2004  Visite Marzeille |a raffinerie Mo Marseille 02/07/2004  05/07/2004
21/ 04 Inspection Mo Lyon 01/ : 0/ : MT212

1952 21/06/2004 Mo scope Mo MARSEILLE 10/06/2004  15/06/2004 MT213 444 #4100
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Check the report for errors by clicking on the §

Expense reports for 300-71244 PALARAN, BO

Check Errors Advances Frint, Mail... Fix Header || 2dd Pages whork, For
c7 1953
Company Name
Employee: 300-71244 Name: PALARAN, BO Rep. Desc.
Trip #: 1953 01/07/2004 - 10/07/2004 Lyon FR Trip Scope: Inspection
. Expenze |Curre| Qty /| Price/ | Amount (VAT | VAT Wat Wat | Exch. rate Job Dept. Activity
Date | Paidby| "ot | ncy | Nb. | Uni Incl) % | Amount Type| toEum |AMOUMEUR|Vendor) . o |JobMNumbsr W mber | Code Coaest
1 | 01/04/2004 | Empioy=z | DINNER EUR | 10 0.534 534 1.000000 534 200 uT212 BEE X200
2 | D1/04/2004 | Employes |HOTEL EUR 50.00 1.000000 £0.00 200 MT212 EEE XX2Z00
3 | 01/04/2004 | Employ=s | DINNER uso 50.00 0.953562 47.68 300 MT212 555 XX200
4 | 01/04/2004 | Employee |GM GEF 100.00 1.537278 153.72 200 MT212 BEE XX200
5 | 02/04/2004 |Employ=e | LUNCH EUR 25.00 1.000000 25.00 200 MT212 555 XX200
& | DZ/04/2004 |Employes [FERSCAR | EUR | 200 | 0543 10860 1.000000 10860 200 MT212 555 X200
T Employes (Advance EUR 500.00 1.000000 - 500.00

The missing information, such as the advance date, job number and accounting codes will be completed at
this moment, if possible (if defined for the TRIP); if not, you have to enter them manually.

Save the report into the database by pressing the Save

An error message will be generated if the expense report already exists in the database. It cannot be
imported twice.
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4.1 Travel - Trips

The first thing to do when an employee travels is to configure a trip in the system. For this, use the
following screen:

Trips
Shom ] ShomPe:
“IAll Employees
+ ! J
& Trip Travel . . . s
| Mumber |Open| Request Compary | Employes Emploves Mame Trip Date Trip D escription City To Earitry Trip Begin Trip End Jo
Mumnber | Murber Ta Date Date Camp
[auta] MHurmber
1963 Yes 121 300 11238 Bares, Bernard 10/07/2004 Vovwage d'affaires 4 Marseils Marseile FR 104072004 15/07/2004 30
1964  Yes 300 71244 | PALARAN,EBO 10/039/2004 | Réunion Londres London Lk 15/07/2004 | 18/07/2004 30
| 1968  Yes 300 71244 Palaran, Bogdan 20/03/2005 Réunion de projet Bombay IMDE | 20/03/2005 @ 20/03/2005 SDJ
1 1969  Yes 300 71244 | Palaran, Bogdan 20/03/2005 | kil Marzeile FR 20/03/2005 | 2040342005 30
1970  Yes 132 300 1000 Harant, Patrick 10/05/2005  kikhkihk 1040542005  15/05/2005 a0
— -
| K — »

Click on the right button to hide/display the company list.
Click on one or more companies to display only people belonging to the selected companies.

The information in this table is:

> Trip Number - unique trip number, given by the system.

> Open (Yes/No) - the trip is open or not - closed trips will be moved from this list to a history table
when the next closure will take place.

> Trip Date - date of the trip (two formats are accepted: ‘dd/MM/yyyy’ or “MM/dd/yyyy’ depending on
the ‘DateFormat’ option defined in your INI file)

> Travel Request Number — the travel request number (see Travel Requests chapter). If you add a trip

directly in this list, without having a Travel Request, the system will automatically generate a Travel

Request.

Company number - the company number

Employee number - the employee number

Employee name - the employee name, filled by the system, after the employee number has been

validated

» Trip description - brief description of the trip

» City To, Country To — destination, city and country, to be chosen from the list, as shown in the picture
below:

YV V

EXTREM SOFTWARE
Page 73



EXTREM User Manual

CITIES

City Country el

Ligge BE
Belin DE .
Bonn DE
Cannes FR
Le Hawre FR
Lille FR
Limoges FR
Lyon FR
M arzeile FR
Mantez FR j

YVVYY

Trip begin Date, Trip End Date — first day and last day of the trip

Trip End Date

Job Company, Job Number — job company and number for this trip

Acc2, Acc3 — accounting data, if used

Local Place, Local Address, Local Phones, Local Cell Phones, Local Fax — more information about the
destination (optional)

How to use this screen:

New trips - Use the last (empty) line to enter new trips

Delete - select the entire line by clicking in the leftmost column, then press the ‘DELETE’ key
Update data - type directly the new information

Save modifications - click on a different row in the grid or click the Save| button

Cancel modifications - press ‘ESCAPE’ to cancel modifications for the current cell. Press ‘CTRL Z’
or press the Cancel| button to cancel the whole row.

Sort ascending - click on a column header

Press F11 to go to the beginning of the list

Press F12 to go to the end of the list

Export to Excel - click on the button (Excel has to be installed on the computer for this to
work)

Display trips by employee - type the employee number or name in the employee box the hit ‘Return’

or click on the button

Select from employees list - click on the button, the system will show the employee list,
where you can select by double-clicking on the employee line.
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Employee list

Al Emplayees Prezent Employess
#[J 1 - Extrem Sotware Usa Employee List
#-[] 2 - Extrem Romania 5 =
=-[ 3 - Extrem France r\?;“ﬂ':ggf raﬂupmuér';E Emploves Mame Prezent ﬂ
[ 360 - Extrem Marzeile |

[ 350 - Extrem Infarmatiqus :

[ 330 - Grenoble Office 300 11315 Abtira, Minar e
[ 320- Lile Office 300 1569 Ay, Ahred Yes
D 30- L_I,ICIr‘l Commerczial Office 300 11239 Barbe, Eleu Yes
300 - Paris Office 300 11238 Bares, Bemard Yes
#-[] 4 - Extrem Belgiurn )
+ []5 - Etrem North Europs 300 11571 Baudocque, Alain ez
300 10368 Baut, Leon es
300 11245 Bawveur, Michel ez
300 11523 Bean, Jean-Marie Ves
300 10982  Beier, Philippe e
300 11242 Bella, Fiemette ez
: m| & oo ©

If you click on the small button in the “employee name” cell, a menu will roll down, as shown below:

1968 Yes- 300 71244 |Palaran, Eogdan 20/03/2005 | Réunion de projet Eombay INDE | 20/03

p| 1969 | ves 300 71241 |PalsianBogdan v 20/03/2005 kil Marseile FR | 20003
| 1970 ves 12 300 1000 10/06/2005  kjkhkjhk 10405/
1971 v 300 71244 1040542005 | kikjikjhk Marzeil FR | 10405
| e - Medical Fie P! Areele |
1972 Yes 133 300 1000 09/04/2005  jkjkj
— Emp. Prafil
1974 | Yes - 300 71244 0140442005 | Ikjlkevsd Marseile FR | D104
; Check List
I‘ I I See POz far brip

%Wl%| — see chapter “Configuration — Passports and Other Documents”

@I — see chapter “Configuration — Medical File”
mp. Profile| - displays the employee profile, as shown below:
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COompany private

Employee Profile

Employee A

Number- 300-11238 Name: Bares, Bernard

Cormpany 300-Paris Office Ermp. hype: Permanent Birth Date:
Departrmant: 214 Receivables Accounting Function:

Contract Type: Date fn: 11/06/2003 Diate Cut:
Emall Address: bogdan.palada@wanadoo.fr Mationalite:

Approver: 3001000 Harant, Patrick

Home Address:
FPhones

Cell Phones
Faxes

Documents Visas
456 My pass 10072010 | Belgique WORK 01 0452003 01072003 |Bruxelles
Belgigque TOURIST 01 0502003 01082003 |Ligge
FE9 Second pass United Kingdom WITIRR 01042001 0107200 |London
Romania WCIRK 0107 r2001 012001 |Bucarest
Medical File
Country Checkup Hame Chne:tl;Up WValidity Comment
France Yizite Médicale annuelle 05042003 05042004 | Chague années, medecin du trawvail
Mlalaysia Vizite medicale Malaizie 01052003 01072004 | Malaizie
Malaysia “Waccin Figvre jaune 01 a4 2002 10052003 [Yellow fever
Last Trips
City Country From Date To Date Trip Humber Place
T |Warzeille France 105072004 150712004 1963
T|Lyan France o1 /072004 05/07 2004 1960
T|London United Hingdom 01 /062004 10062004 1951

ist| — displays a screen for defining a list of items to verify for this trip. The following screen will

be displayed:

Check List for Trips

" ommreems 0

Documents
Trip MHumber| Check Category | Order what To Check Check Befare | Checked Checked Date Checked By Comment
p| 1933 MEDICAL 20 BCG 03/04/2004 v Falaran, Bo
1933 MEDICAL 30 Vaccing 094042004 I Palaran, Bao
1933  EXPATRIATION | 10 Mationalité 094042004 v 07 /04/2004 Palaran, Bo
1933 EXPATRIATION 20 |Validité Passeport 09/04/2004 Il 07/04/2004 Falaran, Bo
* -

You can add your own lines, or you can take them from template, by pressing W T@mﬁlﬂ button.
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Check List for Trips

| —

Check List Template
| ooy Joue| ook [ comen  *

Documents MEDICAL 10 |Wigite Medicale
| & |MEDICAL 11 |Ordonnance
Trip Mumber| Check Categary | Order What To Check g I MEDICAL 20 BCG
b1 wEocL 20 e I Rt 0 |cont Novigin
1933 |MEDICAL 30 |Vaccins I HiEat
| 1933 EXPATRIATION 10 Nationaiis || ] [SARREAERT || 90 Mationaite
| 1933 EXPATRIATION 20 Validté Passeport || [ |EXPATRIATION | 20 |Vaicité Passeport
— W |EXPATRIATION 30 |Livret Techicien
Ed T ExPaTRIATION | 40 |isa
— = ¥ |EXPATRIATION B0 |Carte 505 Rapatriement
- I = |FeFIER CHANTIES PR Personnel Riegister Form
- [ |PAFIER CHANTIEF 20 |Safety
L | I PAPIERCHANTIEF 30 |FaxHOTEL
—

#dd To Trip Check List

Check the items you want to add to your list, and then click on “Add to Trip Check List” button.

Bee Pos fox trip| — displays a list of purchase orders for this trip, as shown below:

Purchase Orders For Trip 1969

Purchase Orders For Trip 1969
Cormpany | Emplayes Trip Auta PO [ Yaur PO Oper. Expenze Expenze g CaLintry
Mumnber | Mumber (Envpta= = Mumber | Mumber | reference FUCEEE | o Type category description Comimsy | - et iy Pz Fram
» 300 71244 Palaran, Bogdan 1969 1595 19/03/2005  Yes FO  PLAME Plane fare EUR 200.00 PARIS FR
- 300 71244 Palaran, Bogdan 1969 1601 03/04/2005 Mo FO | PLAME Plane fare ELR 20572 Pariz Charlez De Gal France
| =00 71244 Palaran, Bogdan 1969 1602 03/04/2005  Ma FO  TRSC On Line Tranzactic  EUR 3200
| =00 71244 Palaran, Bogdan 1969 1603 03/04/2005 Mo FO  PLAME Plane fare EUR 162,595 Parta ORTUGE
- 300 71244 Palaran, Bogdan 1969 1604 1604 030442005 Mo FO TRSC On Line Tranzactic  EUR 32.00
| P o
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4.2 Travel - Advances

If an employee takes advances for a trip, you have to enter these advances in the following table:

Advances

#- 1 - Extrem Sotware Usza
#- [ 2 - Extrem Romania All Employees IJ
= [0 3- Extram France Advance [ Compary | Employes ppe Advance Exchange | Amount Baze| Papmen =
[ 380 - Extrem Marssile Mumnber | Number | Mumber Bzl Uz | e Date Gl |- et rate Currency Mode
[ 350 - Extrem Informatique
[ 330 - Grenable Office
[ 320 - Lille Office 300 11238 Bares, Bemad 1933 T 18/04/2004  GEP 150.00 1.537279 230,59 Cash
[0 310 - Lyan Commerzial Office] 300 11239 Barbe, Bleu 1935 T 19/04/2004  USD 100.00 0.953562 95,36 Cazh
300 - Paris Office 300 11239 Barbe, Bleu 1935 T 19/04/2004  EUR 200 1.000000 200 Cash
+ [ 4 - Extrem Belgium 300 11304 Bent Patick 1936 T 19/04/2004  GEP 18000 1.537279 23053 Cash
#- [ 5 - Extrem Marth Europe :
300 112304 Bert, Pahick 13936 T 19/04/2004 EUR 200.00 1.000000 200.00 Cazh
300 11026 Couazin, Enic 1337 T 19/04/2004 j 100.00 0.953562 95.36 Cazh
300 11026 Couazin, Enic 1337 T 19/04/2004 EUR 150.00 1.000000 150,00 Cazh
o -
'3 S I L 3

Click on the right button to hide/display the company list.
Click on one or more companies to display only people belonging to the selected companies.

Not-posted Not-reported advances are displayed in RED.
Reported advances are displayed using a light green back color and a black fore color. Reported advances
will appear in this list until the next closure. They will then be transferred into a historical table.

The information in this table is:

» Advance Number - the advance number - an unique number for the advance, automatically given by the
program

» Company number - the company number - automatically filled by the system when you validate the trip
number

» Employee number - the employee number - automatically filled by the system when you validate the
trip number

» Employee name - the employee name - automatically filled by the system when you validate the
employee number or the trip number

» Trip number - the trip number, as configured in the “Trips” window (see chapter “Trips’). You can
either type the trip number or select it in the trip list, as shown below:

Current Tripz Higtory Tripz

#-[] 1 - Extrem Sabware za - Trlp LIST

#-[] 2 - Extrem Romania :
=-[] 3 - Estrem France NJI_:_IIEE[ Employes Mame [rate [rezcription I:I|:u3rﬂ
[ 360 - Extrem Marseille
[ 350 - Extrem Informatique

[ 330 - Grenoble Office 1935  Barbe. Bleu 19/04/2004  Réunion Yes
[ 320 - Lille Office

0] 310 Lyon C 10 1936 Bert, Patrick 19/045°2004  Wizite offices ez

- Lyon Commercial
300 - Pariz Office 1937 Couazin, Enc 13/04/2004  Chantier ez
#-[] 4 - Extrem Belgium 1938 Dinveale, Mirni 13/04/2004 R affinerie h(=—
#-I15 - Extrem Morth Eurooe b’ hd
< i KA | 4

» Advance type - the advance type — this is ‘P’ for permanent advances or “T’ for trip advances (trip
advances have to be reported on the expense report for the trip, while permanent advances are
automatically included in the employee ledger and don’t have to be reported on any expense report.)
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vy

Advance date - the advance date. If left blank, the program will fill the current date.

Currency - the currency code, as defined in the currencies list (see ‘Configuration - “Currencies’). You
can either type it or select it in the corresponding list. You can type only part of the currency code, the
program will look it up in the table, and will propose the first matching value. Once you validated the
currency, the program will automatically fill the exchange rate to your base currency.

Amount - the advance amount, in the chosen currency

Exchange rate - the exchange rate to your base currency. This data is automatically filled in by the
system when you validate the currency, but you can manually modify it.

Amount Base currency - advance amount, calculated in your base currency. This information is
calculated by the system, depending on the selected currency, the advance amount and the exchange
rate.

Payment mode - the default is ‘Cash’

Attention to the Payment Mode - If the payment mode is ‘Cash’, your cash account for this
currency will be affected. Any other payment modes (Check, Bank transfer...) will affect the bank
account (see Miscellaneous - Cash Position / History and the image below)

Cash History

Cash History

Currency Cash  Operstion dster Amount Paid By Balance Op. Type Operation Mumber E:f:]?g:re
FRF Cash 1040 452.20
FRF Bank 45 000.00
ATS Cash 0.0o
ATS Bank 0.0o

Check number - the check number, if the advance was paid by check.

Reported (Yes/ No) - advance was reported on an expense report or not - read only, automatically filled
by the system

Reported on expense report - the number of the expense report on which the advance was reported -
read only, automatically filled by the system.

How to use this screen:

New advances - Use the last (empty) line to enter new advances

advances - when you finished entering an advance line, you have to post it. It means that the
advance will be frozen, and you cannot modify it any more. You can post advances one by one (post
current advance) or you can enter several advances and post them all (post all advances).

SHOW Requests|: displays a window with the requested advances, as shown below

AdvanceRequests

E xit Shows Al Show Mot Proceszed Employees Trip Add To ddvances ] [ See Travel Requests ]

Requested Advances

Travel
Request
Mumber

Processed

[Tesz / MNo)

Company| Employes
Murnber | Murnber

Trip
MHurnber

Pay

Trip Date Mode

Employes Mame Cumency | Amourt Employes Comment Travel Office Comment

I 94 1939 15/04/2004 200 3802 Dubaiz, Aude ELIR B0 Cash  Pour haotel,

[»

[ 35 1940 10/04/2004 300 1133 ALBIN, ILHAM ELR 500 Check —
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Double-click on the requested advance or press the /Add To Advances| button to add it on the

advance list. Once it is added to the list, the first cell on the line will be checked, showing that this
request was processed (see picture below).

w1 - Extrem Sobware Uza
%[ 2 - Extrem Romania All Employees

=[] 3 - Extrem France Advance | Company | Employes

-
Enhee e Tiph* |Type Advance ey || Ammt Exchange | Amount Baze F'aymenlJ

[ 360 - Extrem Marseils Mumber | Mumber | Mumber Date rate Currenicy Mode
[ 350 - Extrem Infarmatique
[ 330 - Grenable Office

[ 320 - Lile Office Barbe, Blzu 159/04/2004 . 0.953562 95.36 Cash
[ 310 - Lyon Commercial Office| Barbe, Bleu 19/04/2004 X 1.000000 200 Cash
300 - Paris Dificz Bert, Patrick 19/04/2004 ! 1.537279 23059 Cash
1|00 Ezn ECl iy Bert, Patick 13/04/2004 00 1.000000 200.00 Cash
#-[]5 - Extrem Marth Europe —
Couagzin, Eric 13/04/2004 . 0.953562 95.36 Cash
Couazin, Eric 19/04/2004 X 1.000000 150,00 Cash
Duboiz, Aude 15/04/2004 . 1.000000 550.00 Cash -
ﬂ_‘
AdvanceRequests
Show Al Show Mot Processed Employees i Add To Advances See Travel Requests
Requested Advances
Travel q ﬂ
Proceszed Trip : Company| Employes Pay ;
[Yes # Na) T\li?-:lf:rt Number Trip Date Mumber | Mumber Emplayes Mame Currency | Amourt Mode Employee Comment Travel Office Comnmert

95 1940 10/04,/2004 200 1133 ALBIM, ILHAM 500 Check

-

elete| button.

You cannot delete a REPORTED advance

Only NOT REPORTED advances (posted or not) can be deleted. When deleting a POSTED
advance, a new transaction is generated with the same amount as the deleted advance, but with a
different sign.

= Update data - type directly the new information - reported and posted advances cannot be modified
any more

= Sort ascending - click on a column header

= Press F11 to go to the beginning of the list

= Press F12 to go to the end of the list

= Export to Excel - click on the button (Excel has to be installed on the computer for this to
work)

= Display advances by employee - type the employee number or name in the employee box the hit
‘Return’ or click on the Show| button

= Select from employees Ilst - click on the N0yees| button, the system will show the employee list,

where you can select one by double-clicking on the desired line.
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Employee list

Al Employess Prezent Employess
#-[J 1 - Extrem Sotware Usa Emplcyee List
#-[] 2 - Extrem Romania 5 T
=-[ 3 - Extrem France ﬁ&nrﬁbag;'" raﬂupmﬂt_'lr';E Emplopes Mame Prezent ﬂ
[ 360 - Extrem Marzeile |

[ 350 - Extrem Infarmatique ,

[ 330 - Grenoble Office 00 11315 Abtira, Minar Ve
[ 320 - Lile Office 300 1569 Ay, Ahed Yes
[ 310 - Lyon Commercial Dffice 200 11239  Barbe, Bleu Yex
300 - Paris ffice 10 11238 Bares, Bemard Yes
#-[] 4 - Extrem Belgium ]
# []5 - Estrem North Europe 200 11571 Baudocque, Alain es
300 10368 Baut, Leon ez
300 11248 Baveur, Michel ez
300 11523 Bean, Jean-Marie es
00 10332 Beier, Philippe Ves
300 11242 Bella, Pienstte ez
< [ 300 11241 Belle, Elene ez j

I| button to refresh the advance list. The possible options are:
e Show all advances - displays all advances
e Show not reported advances - displays only not reported advances
e Show reported advances - displays only reported advances

ips APS| button to display the trip list. This can be useful if you want to enter an
advance for a trip that has not been already configured.
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4.3 Travel - Purchase orders

Company paid expenses (plane or train tickets, hotels, etc.) are entered using the next screen:
Purchase Orders

Erployess
L Display [ ew=rs=: | rioiv ][ ricketin: [[ioet car .|

All employees

&
B

Trip  |&uto PO( “our PO
Mumber | Mumber | reference

Job
Compary

Oper.
Type

Expense
type

Expense
dezcription

Exchange

Naur:-ﬁb Mumber Erplayes Mama PO Date Curreticy| Amount Amount EUR

-
H

300 11238 Bares, Bemard 1333 1250 1250 07/04/2004 PO TRAIN Trair Fare ELR 500.00 1.000000 500.00 300
300 11238 Bares, Bemard 1333 1262 1262 17/04/2004 PO PLANE Plane fare ELR 14.00 1.000000 14.00 300
300 11238 Bares, Bemard 1333 1268 1268 18/04/2004 PO PLANE Plane fare ELR 150.00 1.000000 150.00 300

H B

=

1]

The RED color means the purchase order is not yet posted.

Click on the right button to hide/display the company list.
Click on one or more companies to display only people belonging to the selected companies.

Invoiced purchase orders are displayed using a light green back color and a black fore color. Invoiced
purchase orders will appear in this list until the next closure. They will then be transferred into a historical
table.

Not-posted purchase orders are displayed with a RED back color in the PO Number cell.

The information needed in this table is:

> Auto PO Number - purchase order number, automatically given by the system

» Your PO reference - your PO number. If left blank, the program will assign the same number as the
Auto Po Number

» PO date - the date of the purchase. If left blank, the program will assign the current date

» Operation type - type of the operation. The default is PO, as purchase order, but it can also be BA
(balance). For example, if you made a purchase order of $120 and you are invoiced for only 100, you
will probably need a balance operation of $-20. The program automatically generates these transactions
when posting an invoice._If the invoiced amount doesn’t match the purchase amount, EXTREM will
generate a balance transaction for the difference.

> Trip number - the trip number, as configured in the “Trips” window (see chapter 4.1 Trips’). You can
either type the trip number or select it in the trip list.

» Company number — the company number.

> Employee number — the employee number.

» Employee name - automatically filled in by the program, when validating the employee number.

» Job Company, Job Number — the job to charge the expense on.

» Acc2, Acc3 - accounting codes 2, 3 - these codes will be used to build the account numbers when

generating the accounting distribution (see ‘Configuration - Accounting tables” and ‘Configuration -
Accounting distribution’ for more information). You can either type them or select them in the
corresponding list. You can type only part of the code; the program will look it up in the table, and will
propose the first matching value.

» Vendor Number - the vendor number, as defined in the vendors list (see ‘Configuration -vendors’). You
can either type it or select it in the corresponding list. You can type only part of the code; the program
will look for the whole code in the vendors table, and will propose the first matching value.

> Vendor name - read only, automatically filled in by the program when validating the vendor number

> Expense category - the expense category code, as defined in the expense categories table (see
‘Configuration - Expense Categories’). You can either type it or select it in the expense categories list.
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You can type only part of the code, the program will look it up in the table, and will propose the first
matching value.

Expense description - read only, automatically filled in by the program when validating the expense
category code

Currency - the currency code, as defined in the currencies list (see ‘Configuration - “Currencies’). You
can either type it or select it in the corresponding list. You can type only part of the currency code; the
program will look it up in the table, and will propose the first matching value. Once you validated the
currency, the program will automatically fill in the exchange rate to your base currency.

Amount - the purchase amount, in the chosen currency (VAT included)

VAT % - percentage of VAT

VAT amount - if you entered a VAT%, this amount is calculated by the system, otherwise you can type
it manually

Vat Type — Vat type, according to the VAT table

Exchange rate - the exchange rate to your base currency. This data is automatically filled in by the
system when you validate the currency, but you can manually modify it.

Amount Base currency - advance amount, calculated in your base currency. This information is
calculated by the system, depending on the selected currency, the advance amount and the exchange
rate.

City From, Country From, City To, Country To — this is important information for travel analysis
puUrposes.

Departure date, Departure Time — departure date and time

Return Date, Return Time - return date and time

From Date, To date — for Hotel reservation and Car Rental

Ticket Number — plane or train ticket number

Ticket type
RT —round trip ticket
ow — one way

Other  — other type
Flight Number — flight number or reservation reference
Return flight number — return flight number
City To, Country To — for hotel reservation and car rental, this is the city where the reservation is made.
From date, To date — for hotel reservation and car rental, beginning and end date.
Number of nights, days... - number of hotel nights, or number of days for car rental, etc., depending on
the expense type
Travel Agent Number, Travel Agent name — code and name of the travel agent who took care of the
reservations.
Vendor Number, Vendor name — vendor code and name. You can either type it or select it in the
corresponding list. You can type only part of the code; the program will look it up in the table, and will
propose the first matching value.
Invoiced (Yes/No) - if the purchased has been invoiced or not - read only, filled in by the system after
posting an invoice.
Invoice number - the invoice number, if invoiced - read only, filled in by the system after posting an
invoice.
Comment - user comment

How to use this screen:

New purchase orders - Use the last (empty) line to enter new purchase orders

Delete - Click on the button. You cannot delete an invoiced purchase order.

Update data - type directly the new information — invoiced or posted purchase orders cannot be
modified any more

Save modifications - click on a different row in the grid or click the button
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= Cancel modifications - press ‘ESCAPE’ to cancel modifications for the current cell. Press ‘CTRL Z’
or press the Laneel| button to cancel the whole row.

= Sort ascending - click on a column header

= Press F11 to go to the beginning of the list

= Press F12 to go to the end of the list

= Export to Excel - click on the button (Excel has to be installed on the computer for this to
work)

= Display purchase orders by employee - type the employee number in the employee box the hit
‘Return’ or click on the ‘Show’ button

= Select from employees list - click on the button, the system will show the employee list,
where you can select one by double-clicking on it.

Employee list
= All Employees | Prezent Employess
#-[J 1 - Extrem Sotware Usa Emp|cyee List
#-[] 2 - Extrem Romania = === J
=-[ 3 - Extrem France fmpan | Empoyes Employes Mame Present =
Humb Humb
[ 360 - Extrem Marzeile == == —
[ 350 - Extrem Infarmatique :
[] 330 - Grenable Dffice 200 11085 Asza, Seed ez
[ 320 - Lile Office 200 11003 Asyme, Malain b=
[ 310 - Lyon Commercial Dffice 200 11315 Altira, Minar Yex
SUU- Pt Dl 00 11563 Ay, Ahmed Yes
#-[] 4 - Extrem Belgium
+ [5 - Extrem North Europe ili] 11233 Barbe, Blew e
300 11238 Bares, Bemard ez
300 11571 Baudocgue, Alain ez
300 10368 Baut, Leon es
300 11248 Baveur, Michel ez
s S 300 11523 Bean, JeanMarie es j

[ | purchase orders - when you finish entering a purchase line, you have to post it. It means that
the purchase will be frozen, and you cannot modify it any more. You can post purchase orders one
by one (post current purchase order) or you can enter several purchase orders and post them all (post
all purchase orders).
ELETE PO| - deletes the current PO — invoiced Pos cannot be deleted.

m Show purchase orders)| - click on the Show| button to refresh the PO list. The possible options are:
Show all POs - displays all purchase orders
Show unposted POs - displays only unposted POs
Show posted POs - displays only posted Pos

= Show invoiced - displays invoiced Pos

= Show not invoiced - displays not invoiced Pos
B Show Requests — Displays the travel requests
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PO Reguests

Exit Show Al Show Mot Processed Employees Trip Add To POs ] [ See Travel Requests ]
Plane, Train, Other Transportation Tickets, Hotel, Car Rental
Travel . j
Praocessed Trp : Company| Employes Expenze| Expenze g Country f Country |Departure| Departur
[Tesz / Mo) ii?_:‘;;t Murnber i BEE Murber Munber Empteee e Type [rescription ity i From Ciiy 1 To Date Time
r 93 1932 300 11238 Bares, Bemnard AENTCAF Rental car L= Havre FR
r 94 1939 300 802 Duboiz, Aude HOTEL Hatel M arzeille FR
r 94 1939 15/04/2004 300 802 Dubois, Aude IEMTCAF Rertal car Marzeille FR
r 95 1940 10/04/2004 300 1133 ALBIN. ILHAM TRAIM  Train Fare PARIS FR  Lyon FR  0/04/200 0200
r 95 1940 10/04/2004 300 1133 ALBIN. ILHAM HOTEL Hatel Lyan FR e
[l 95 1940 10/04/2004 300 1133 ALBIM. ILHAM AEMTCAF Rental car Lvan FR hd
4 »
= —

Double-click on a request (plane ticket, hotel, etc.), or press the button to add it
automatically to the PO list.

Once it is added to the list, the “Processed (yes/No)” cell will be automatically checked, showing that
this request was processed.

m GO TO: veices| - displays the Invoices window (see Vendor Invoices)

B GOTO: W Reqml — displays the travel request list, with all details.

B GOTO: M - click on the *Show Trips’ button to display the trip list. This can be useful if you
want to enter a purchase order for a trip that has not been already configured.

H GOTO: POI@ - displays a list of all purchase orders

m GO TO: PQ History] - displays a report showing all transactions related to the selected Pos, as
follows:

B ShowPDs [  Refiesh Chebss ][ | PatMal.

coampany private

PO History

Purchase order #: 924

Wendar PO Balance

Yendaor Mame Operation date Amount (EUR) Op. Type Operation Mumber | Refers to PO Mumber

Murmkber (ELR
AF Ajr France 15007 2003 500.00 500.00 P2 924 (924)
AF Ajr France 2900502003 - 500.00 0.00 Irvoice T4 (774) 924 (924)

The options in this report are:

e Select a purchase order - displays PO list, where you can select a purchase order, or type its
number in the corresponding box, then hit “‘Return’ or click on the *Refresh’ button

e Go back n months - type the desired number of months in the corresponding box, then
click on the *Go back’ button to display older transactions for the same PO

e Print - prints the report

e Mail - mails the report

e Export to Excel - exports the report to Excel

m GO TO: Vendor List| - displays a list of vendors
B GO TO: Vendor History| - displays a report showing all transactions related to the selected vendor,
as follows:
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Vendor history

E it Vendors  ||AF Show Repart _

. Company private |
Vendor History [
AF Air France
VEILL] Wendor Mame Amount (EUR) Vendor Balance Due Operation date Op. Type Cperation Mumber Refers to PO Mumber
Mumber (ELR)
AF Ajr France -0 45 .68 Wendor 12072003 Invoice T45 (748 54 (354)
AF Air France 0.00 4568 Vendar 120702005 PO 569 (569)
AF Air France 9.30 57.958 “endor 12072003 PO 94 (894)
AF Ajr France 22.00 79.95 Wendor 120772003 PO 899 (899)
AF Lir France - 2200 57 88 “Wendor 141072003 Invoice 752 (752) 599 (599)
AF Air France 0.00 57.98 Vendor 140702003 Invaice 723 (755) 859 (369)
AF Ajr France -9.30 4568 “endor 14072003 Invoice Tad (7a4) 804 (334)
AF Air France - 47 63 1.00 Wendor 140712003 Invoice TS6 (7a6) G4E [846)
AF Air France -1.00 0.00 140702003 Invaice Ta7 (Va7 543 (345)
AF Air France 23.47 23.47 “endor 140772003 PO 906 (906)
AF Ajr France - 2347 0.00 14072003 Invoice T35 (758) 06 (306
AF Air France a00.00 50000 Yendor 18072005 PO 907 (907)
AF Air France - B00.00 0.00 190772003 POCanceled 907 (907)
F Air Framea =00 N0 SO0 A0 S andor ASMNTONS PO 15 rad1 5y il
J [
[Fleady

The options in this report are:

o Select a vendor - Click on the Mendrs| button to display the vendor list where you can
select a vendor, or type hit number in the corresponding box, then hit ‘Return’ or click on
the Show keport| button

o FSO back| n months - type the desired number of month in the corresponding box, then click
on the 80 back| button to display older transactions for the same vendor.

e Print - prints the report

e Mail - mails the report

e Export to Excel - exports the report to Excel (Excel has to be installed on the computer for
this to work)

~ displays an Excel form that you can use to easily key your purchase order
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Exit Mew PO |{Open PO

Key Purchase Order.

Check PO

Purchase Order Details

Company private

| PO Mumber 1383 PO Date: 1711212004 Your PO Reference: 1383
company 300 Paris Office
Employee : T1244 Palaran, Bo
Trip Mumber: 1968 10/012005 - 15012005 555
Expense information Ticket intforrmation
Expense Type PLAHE City From Paris
Expenze Description Plane fare Courtry From FR.
Expenze Category TRAHSPORT City Ta Milan
Currency EUR Country To PO
Amourt To0 Departure Date 1001 /2005
Exchange Rate 1 Departure Time
Amount Base Currency ToR Feturn Date
Amourt Checked Ves Return Time
VAT Ticket Vendors
AT %% Ticket Type oW Travel Agent Mumber HAVAS
AT Smourt Flight Mumber AF555 Travel LAgent Mame TRAVEL AGEHT HAVAS
WAT Type Ticket Murmber T
AT Amourt Baze Currency “Yendar Mumber AF
Feturn Flight Mumber “endar Mame AIR FRANCE
Charie expense on Return Ticket Mumber
Job Company 300
Job Mumber Doool
Job Type Contract Invoice information
Department (L] Invoice Mumber:
Department type
Activity Code X100 Coment
Activity Code type Home Cormtmernt
EXTREM SOFTWARE

Page 87




EXTREM User Manual

4.4 Travel — Transmittals (Orders) to Travel Agents

To send an order to the travel agent, proceed as follows:
In the “Purchase Orders” screen, select one or several lines (purchase orders) of the same trip, or
maximum 2 different trips, then press the ”Trans.. To Travel Agent Button”.

FOST PO Tranz. Ta travel Agent Shaow Travel Requests

Espenses || Trip inf Cancel Changes || Delete PO
E 300-11238 Bares, Bernard

Auto PO| Your PO
Murnber | Murnber | reference

E xchange
Rate

Expenze
description

Expense
type

Employes Mame PO Date Currency| Amount

300 11238 Bares, Bemnard 1963 1347 14/07/2004 PO PLANE Flame fare EUR 450.00 1.000000 450

?U : 300 11238 Bares, Bemard 1963 1348 14/07/2004 PO TRAIN Train Fare EUR 150.00 1.000000 150

E 300 11238 Bares, Bemard 1963 1343 14/07/2004 PO PLANE Plane fare EUR 400.00 1.000000 400

B4 [B a0 11z Bares, Bemard 1963 1350 14/07/2004 HOTEL Hotel EUR 0.00 1.000000 0
*

This action will prepare a “Transmittal’ (a purchase order for the trip or for max 2 trips), with the following
screen:

. Transmittals to Travel Agent
POST Trans. Show Travel Requests

Exit Mew Transmittal

Transmittals to Travel Agents

Trip
Mumber

Trans. Stabug
Date

Trans.
Status

Tranzmittal | Travel Agent
Humber MHumber

Travel Agent Hame Sent Date Sent By

s |

American Express EIEALEDN  29/06/2004  PALARAN, BO Iv| 29/06/2004  PALARAN, BO 1963 Vopa
138 Hawas  TRAVEL AGENT HAWAS GIRALEDE  29/06/2004  PaLARAN, BO Jv| 29/06/2004 | PALARAN, BO 1961  Dépl:
140 Hawas  TRAVEL AGENT HAWAS WORK 11/07/2004  PALARAN, BO 1919

work | = N N
-

. - o —— —
=) M KT (7T TN

Compary
Murnber

Plane fare EUR

Bares, Bemard 14/07/2004 TRAIN  Train Fare 150.00 1.000000

200 11238 Bares, Bernard 1963 1343 14/07/2004 PLAME  Plane fare ELR 400.00 1.000000 400.00
300 11238 Bares, Bemnard 1963 1350 14/07/2004 HOTEL  Hotel EUR 0.00 1.000000 0.00
200 11238 Bares, Bernard 1963 1351 14/07/2004 RENTCA Rental car ELR 0.00 1.000000 0.00

The first table displays the list of all transmittals to travel agents and the second one the list of items to be
ordered for the selected transmittal. You can ADD or REMOVE lines (Purchase orders) to this list, using
the buttons “Add Pos” and Remove Pos”.

The system keeps in memory the Travel Agent where you sent your previous order (transmittal), and will
suggest the same for the new transmittal. You can change it at any moment, before POSTING the
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transmittal, by typing his code in the “Travel Agent Number” column, or clicking the small button in this
column, then selecting it in the displayed list.

Yendor Marne

11/07/2004 | PALARAN, BO

PalLaRaM, BO v 14/07/2004 | PaLaRAN, BO 1963 Voya
|

Traveligent American Express

Traveldgent Carlzon *agon Lit
Travelbgent TRAVEL AGEMT HAVAS

When you first create a transmittal, it has the status “WORK”. When you have finished it, you must
“POST” it before sending it to the travel agent.

& Transmittals to Travel Agent

Transmittals to Travel Agents

Mew Transmittal Show Travel Requests

Trip
M urmber

Transz. Statuz
Date

Trans.
Statuz

Tranzmittal | Trawvel Sgent
Mumber MHumber

Travel Agent Mamd Sent Date Sent By

o o

American Express I NN 29/06/2004  PaLaRAN, BO = 29/06/2004 PalaRAN, BO 1963
138 HAWAS  TRAVEL AGENT HAWAS IEINEN  29/06/2004  PALARAM, BO v 23/06/2004  PALARAN, BO 1961 [
TR&VEL AGENT HAWAS WORK 11407 /2004

A POSTED transmittal can be UNLOCKED for further modifications before sending it to the travel agent.
You can print the Transmittal aat any moment, by pressing the “Print” button.
The following form will be displayed:

ransmittal to travel agent

Print, M ail Export Z00m H
Company Name
PURCHASE ORDER: 16456 Date: 14/07/2004
To: TRAVEL AGENT HAVAS
Emp. Trip . .
Number Employes Mame Number Trip Description
11 238 | Bares, Bernard 1363 |Voyage d'affaires 3 Marseille
Line Expense Description Ticket |  Frice City From City To Departure | Depart. Return Rtumn | Hotel, Car Rental [ Employ=
Ref. Type Date Time Date Time | From Daie To Dzt |
1 1347 | FLAME:Flans fare ow 450,00 Fariz FR Marzsile FR 1072004 08:00
z 13248 | TRAIN:Train Fare o 150.00 | Marzsile FR Nice FR 1VOTI2004
1349 FLAME:Flane fare ow A00.00 | Nice FR Farie FR 15072004 18:00
4 1350 |HOTEL:Hotel Mice FR 100072004 15/07/2004 | IBIS, centre Mice
: 135 REMTCAR.:Rental car Mice FR 10T/ 2004 15/07/2004 | Hertz, gare, retour a8
5

This is your order (transmittal) to the travel agent. You can send it by email, or print it and fax it,
depending on the way you use to work with your travel agent.
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Once you have sent it to the travel agent, you must declare it as “SENT” into the database. So press the
“SEND” button in the transmittal screen, see picture below:

& Transmittals to Travel Agent

Mew Transmittal UMLOCK Trans. |z Finished Show Travel Bequests

Transmittals to Travel Agents

Trans. Status
Date

Trans.
Status

Tranzmittal | Trawvel Sgent
Humnbier Mumber

Trip
Mumber

Travel Agent Mame Sent Date Sent By

o o

American Express IR NN 29/06/2004  PaLaRAN, BO | 29/06/2004  PAL&RAN, BO
138 HaWAS  TRAVEL AGENT HaWAS I NN 29/06/2004  PaLaRAN, BO v 29/06/2004  PalaRaN, BO 1961 [
140 HAWAS  TRAWEL AGENT HAWAS WORK 11/07/2004  PALARAM, BO 179
TRAVEL AGENT HAWAS POSTED | 14/07/2004 |PalLaRaM, BO

s

This action will freeze the transmittal. It cannot be modified or deleted after that. When all the lines of the
transmittals are POSTED and their amounts are CHECKED, the transmittal is automatically considered
FINISHED, and will be sent into HISTORY at the next period closure.
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4.5 Travel - Vendor invoices

Use the following screen to enter or import vendor invoices.

Newlnv
Exit Refrezh Show POsg FOST Cancel Changes Import | rrvoice
l Invoices
Invoice Auto | User Invaoice p FO User PO | Yendor Exchange | Amount Base | Comparny | Em
Mumber reference Ivvoics Date Mumber | Reference | Mumber Vendar Name Cumency] - Amount Rate Currency Mumber | M
» in 77 2B/08/2003 922 922 AF  AirFrance EUR 500.00 17000000 500.00 &1 1
772 26/08/2003 923 923 HOVOTEL Hatel Novotel EUR 0.00  1.000000 0oo m, 1
773 773 26/08/2003 918 518 AF  AirFrance EUR 500.00  1.000000 500.00 51 1
*
< |

The RED color means the invoice is not yet POSTED.

Click on the right button to hide/display the company list.
Click on one or more companies to display only people belonging to the selected companies.

The information in this table is:

> Invoice auto number - the invoice number, automatically given by the system

» User invoice reference - user number for this invoice. If left blank, the system will fill in the auto
number.

> Invoice date - if left blank, the system will put the current date

» Po number - the number of the corresponding purchase order. Click on the button displayed in this cell,
the PO list will be displayed and you can choose the PO.

Purchase Orders

Clear Fiter Show &ll POs || Show Mot Ivoiced
#[J1-Extrem Sotwan.a Usa *~|Purchase Orders
#-[ 2 - Extrem Romania J
. N
~Ooommrus [ Tomnlemom] oo |1 2070 o020 [ rapa [0 ] Spee [ Bome o] s |
[ 350 - Extrem Informatique
[ 330 - Grenoble Office: —
[ 220 - Lile ffice | | 30 11238 Bares Bemad 1933 1250 1250 O7/04/2004 PO TRAIN Train Fare ELIR 500,00
0310 - Lyon Commercial 01 || 300 11238 Bares, Bemard 1333 1262 1262 17/04/2004 PO PLANE Flane fare ELIR 14.00
300 - Paris Office wi| | =00 11238 Bares, Bemard 1833 1268 1268 18/04/2004 PO PLANE Flane fare EUR 15000 &
< > l 1 4
—

» User PO reference - user PO number, filled automatically by the program when you select the PO, you

can change it manually afterwards

» Vendor number - vendor number, filled automatically by the program when you select the PO, you can
change it manually afterwards

» Vendor name - vendor name, filled automatically by the program when you select the PO or the vendor
number

» Currency - the invoice currency, filled automatically by the program when you select the PO, you can
change it manually afterwards (it must be the same as the PO currency)

» Amount - the invoice amount, filled automatically by the program when you select the PO, you can
change it manually afterwards

> Exchange Rate - exchange rate to your default currency, filled automatically by the program when you
select the PO, you can change it manually afterwards.

> Amount base currency - the invoice amount, in your base currency; it is automatically calculated by the
system and recalculated each time you change the currency, or the amount or the exchange rate

» Company number — the company number.

» Employee number — the employee number.
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> Employee name - automatically filled in by the program, when validating the employee number.
> Comment - the user comment, if any

How to use this screen:

New invoices - Use the last (empty) line to enter new invoices. The first thing to do is to select a
corresponding purchase order in the PO column; after that, the system will fill in most of the
necessary data

invoices - when you finished entering an invoice, you have to post it. It means that the
invoice will be frozen, and you cannot modify it any more. You can post invoices one by one (post
current invoice) or you can enter several invoices and post them all (post all invoices).

- Click on the button. The options are:

e Delete current invoice - deletes the selected invoice

e Delete all unposted invoices - deletes all invoices that haven’t been posted yet

Be sure nobody else is deleting invoices at the same moment on another computer.

Update data - type directly the new information - posted invoices cannot be modified any more
@ modifications - click on a different row in the grid or click the button

Camel| modifications - press ‘ESCAPE’ to cancel modifications for the current cell. Press ‘*CTRL Z’
or press the Caneel| button to cancel the whole row.

Sort ascending - click on a column header

Press F11 to go to the beginning of the list

Press F12 to go to the end of the list

Export to Excel - click on the button (Excel has to be installed on the computer for this to
work)

list - queries the database and refreshes the content of the table, taking into consideration
changes made by other users on the network.

invoices - if the vendor sends you a file containing the invoices, EXTREM can import it.
Two file formats are supported:

= An Excel file format, see the file InvModel.XLS, containing the model.
= An American Express text file.

Click on the “Import invoices’ button, you will get the following screen:

Exit

Fead Inwvoice File | Transfer into DB [~ Use agreement number Propoze Matches | Frint, bail, ... |

Maftched Invoices Unmatched Invoices

Purchase orders ‘ I nices Unmatched Invoices

Agree
(Wess
[(x)]

Po User PO I oice Agreems
Mumber | Reference Mutnber  |nt Mumber Mumbet Mumber Mumbet

atching Po Irvvoice Agreement Employee

Amount Diffe Mumber

Amovirt Amaourt Trif Murmber Employee Mame

Click on the Read Wnvoice File| to import the file. Two options are available there, Read from Excel File| or

Read From text file], so choose the appropriate one and the import will begin. EXTREM tries to match the

invoices to the purchase orders, using the following criteria:

= The agreement number - if the option ‘Use agreement number’ is selected, EXTREM will consider a
match when the PO number of the purchase order is identical to the agreement number (or ‘Customer
Reference’) of the invoice, even though other data, like the employee number, the trip number and the
amount don’t match.

= |f the *Use agreement number’ is not selected, EXTREM will consider a match when the trip number,
employee number and amount from the purchase order and invoice are identical. A partial match is
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considered when only the employee number and the amount match (not the trip number), in which case
EXTREM will mark “??” in the first column to say it is not a complete match.
After the file had been read, the left table contains the matched invoices and the table on the right side the
unmatched ones.
You can then click on the ‘Propose matches’ button and EXTREM will propose possible matches by
automatically filling the “Matched PO Number’ in the first column of the right table. A match is proposed
between purchase orders and invoices when the employee number matches and the amount differs by less
than 10%.
Anyway, you can manually type the “Matched PO Number’ in the first column of the right table.
If you don’t agree with one of the matches proposed by EXTREM in the left table, type an ‘N’ in the first
column, this line will not be transferred into the database.
When you finished the matching, click on the [Transfer to database| button and all the matched invoices will
be transferred.
Other options on this screen are:
= Print - prints the two tables
= Mail - sends the two tables via email
= Export to Excel - exports the two tables to Excel (Excel has to be installed on the computer for this to
work)
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4.6 Travel — Travel Requests Processing

Each employee is required to do a Travel Request before making a trip.
The Travel Request will then be approved by his manager, and after that it arrives to your company Travel

Office for processing.
Not approved Travel requests still arrive to the Travel Office, and they can be approved here, by

someone having the necessary rights.
Travel Requests

Exit Approve Request || Unlock Request Close Request Process Advances Processz POs Tranz. To bravel Agent Print Request
. Mot Processed Clozed Altach Request

*/|Travel Requests

Processed Mot Approved

Travel
Request
MHurmber

Trip
Murnber

Trawel
Fequest Date

Status Attached By

300

1 20/05/2004  Approved 1954 [ 1133 ALBIN, ILHAM M/07/2004 10/07/2004 MARSEILLE FR [ Aller retour

L K | +
Request Number : 99 - Transportation, Hotel, Car Rental Request Number : 99 - Advances

Frocessed | Expense | Ewxpenze

Fet | Processed Pay

[fes /No)| Type Dzt City Fram EE:JDT_:-"J City Ta CD.FQ"-"' Deg:[gule De.ll.:i‘::;"e Fieturn Date Tirr | [¥es # Noj Currency [ Amovnt Mode Employes Camment Tran
v FLAME  Plane fare F&RIS FR  Beilin DE  01/05/2004  Of:00 r EUR 400 Cash
v TR&IM  Train Fare Eerlin DE  FaRIS FR  03/05/2004 T8l
v HOTEL Hatel Eerlin DE

Approve Request

If you have the necessary rights, you can approve a ‘Posted’ Travel Request by pressing this button.
When a travel Request is approved, a Trip Number is automatically generated by the program, and a
Trip line is inserted in the trip table.

nlock Reguest

Unlocks a POSTED Travel Request, so it can be modified and submitted again. Only an approver or a
system administrator has the right to Unlock a travel request.

Cloze Request

After a Travel Request was processed, you can close it. Closed Travel Requests will be transferred to a
historical table when the ‘Periodic Closure’ procedure will be executed.
Travel Requests are automatically closed when the corresponding Trip is closed.

[ Process Advances ]
If you press this button, the program will display a window allowing to process the advances, that is to

add the requested advances to the Given Advances List. Typically, you do that when you actually give
the advances to the person who requested them, either by cash, check, bank transfer....

[ Tranz. To travel Agent ]
Pressing this button will do a lot of work for you:
- it prepares the purchase order lines corresponding to this travel request (see Purchase Orders for more

information)
- it prepares the ‘Transmittal to Travel Agent’, that is the global Purchase Order to be sent to the travel

agent (see Transmittal To Travel Agents for more information)
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Advances

#- 1 - Extrem Sotware Usa
[ 2 - Extrem Romania All Employees

=0 3 - Estrem France Advance | Company | Employes
[ 360 - Extrem Marseile Murnber | Mumber | Mumber
[ 350 - Extrem Informatique
[ 330 - Grenable Office
[ 320 - Lille Office Bares, Bernard
[ 310 - Lyon Commercial Office Barbe, Bleu
300 - Pariz Office Barbe. Eleu

#-[] 4 - Extrem Belgium Bert, Patrick
#- 5 - Extrem Marth Europe B tJP itk
ert, Patricl

Couazin, Eric

Exchange | Amount Base
rate Cumency

Advance

Date Currency | Amount

Employes Mame

18/04/2004 . 1.537273 230.59 Cash
13/04/2004 . 0353562 95.36 Cash
13/04/2004 . 1.000000 2.00 Cash
19/04/2004 . 1537273 230.59 Cash
19/04/2004 . 1.000000 200.00 Cash
19/04/2004 . 0953562 95.36 Cash
19/04,/2004 . 1.000000 150.00 Cash

19/04/2004 . 1.000000 B50.00 Cash =
»

Couazin, Eric
Cuboiz, Aude

i e e e R e R

AdvanceRequests

Show &l Show Mot Processed Emplovees i Add To Advances See Travel Requests

Requested Advances

Processed V) Tri Company| Employes Pa j
[Yes # Ma I;!qi?#bees[t NumEer Trip Date NunEbe;lrl Ntlfmger Employes Mame Currency [ Amount Modye Employes Comment Travel Office Comment
i
r s 1940 10/04/2004 300 1132 ALBIN. ILHAM EUR 500 Check :‘

Double-click on the requested advance or press the “Add To Advances” button to add it on the
advance list. Once it is added to the list, the first cell on the line will be checked, showing that this
request was processed.

[ Process POs ]

If you press this button, the program will display a window allowing to process the purchase orders, that
is to add the requested items to the Purchase Orders List. Typically, you do that when you actually pass
the orders to your travel agent, or you do yourself the hotel reservation, car rental or buy plane or train
tickets, etc.

Purchase Orders

E it Employees  ||200-21802 POST PO Show Travel Requests Print Trip autharization

[ 7——
#[01-ExremSotwarsUss - |30()_31802 Dubois, Aude

# [ 2 - Extrem Romania

=[] 3 - Extrem France LComp Emplayee
[ 380 - Extrem Marseile
[ 350 - Extrem Informatiquey
[ 330 - Grenable Office

[ 310 - Lyon Commerial 0 300 31802 Dubois, Aude 1939 1272 19/04/2004 PO PLANE  Plane fare 1.00000¢
[ 300 - Pariz Office —

B3|
[ 4 - Extrem Belgium *|E

Exchange

Trip | Auto PO our PO FO Date Oper. | Expense Expenze
Rats

Murnber | Murnber | reference Tupe type dezcription Curency| Amount

PO Requests

Plane, Train, Other Transportation Tickets, Hotel, Car Rental

Add ToPOs See Travel Requests

Show Mot Processed Emplovees

Shiow All

Processed Hga:.glst Trip Trio Date Compary [ Employes Emplopes Mame Expense| Expenze City From Country City To Country |Departure| Departure Fiet
[Yes / Ma) Nu?'nber Murnber P Mumber [ Mumnber Pl Type D ezcription Y Fram ¥ Ta Date Time

)| J- L : : HOTEL JHad [ | M
1939 15/04/2004 300 31802 Dubaiz, Aude IEMTLCAF Rental car M arzeille
| | B

Double-click on a request (plane ticket, hotel, etc.), or press the “Add to POs” button to add it

automatically to the PO list.
Once it is added to the list, the “Processed (yes/No)” cell will be automatically checked, showing
that this request was processed (see picture below).
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PO Requests
Show Al Show Mot Processed Employees Trp  [{1939 [ Add To POs ] [ See Travel Requests ]
Plane, Train, Other Transportation Tickets, Hotel, Car Rental
Travel .
Froceszzed Trip o Company [ Employes Expense| Ewxpenze g Covnkry g Country | Departure| Departure
[es / Ma] T&?;f:: Mumber Trip Date Mumber | Mumber Employee Mame Tyupe Dezcription City From From City To Ta [rate Time Ret
34 1939  15/04/2004 300 31802 Dubois, Aude HOTEL Huotel M arseile FR
» 1939 | 15/042004 | 300 | ENTCAF|Rentalcar | [ Masele | PR | [ [ |
N — i

After processing Advances or Purchase Orders, when you return to the Travel Requests screen, click on the

Refiresh View| button to reflect the last changes.

The *Attached’ column shows if someone is working on a Travel Requests (either processing Advances or
POs’). A Travel Request is automatically attached when you press the Process Advances| or Process POs|
button. A column at the right of the table displays who actually attached the travel requests.

When all requests (plane tickets, hotel, advances, etc.) have been processed, the Travel Request is
automatically marked as ‘Processed’, and cannot be modified any more.

However, you can click again on the Process Advances| or the Process POs| button, press the

button and then manually declare one of the lines as ‘Processed” or ‘Not Processed” by
clicking in the first cell of the line. The corresponding “Travel Request” will then be marked as
‘Processed’ or “‘Not Processed’ accordingly.

Frint Fequest

When you press this button, the following form will be displayed:
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Travel Request

Frint, b ail Export

Z00m =

Company Name

TRIP AUTHORIZATION / AUTORISATION DE VOYAGE

NAME: 300-11238 Bares, Bernard Approved
Trip Number Request Number Request date Destination Departure Date Return Date
1933 93 0470472004 Le Havre FR 1010472004 15/04/2004
Trip Scope Job Number Department Activity Code
Visite bureau Le Havre 300-T0845 003 XX100
Requesred Plane and train tickets, hotel reservation, car rental
Hotel, Car rental
Expense description City From | City TO De;:r“! Time | FromDste  ToDste Comment
1 |Train Fare FARIS Le Haure 10/04/2004 | 08:00 Train aller retour
2 |RETURN Train Fare Le Hawe  PARIS 15/04/2004 | 18:00
2 Hotel Le Haure 10/04/2004 | 15/04/2004 |IBIS centre ville
4 |Rental car Le Havre 10/04/2004 | 15/04/2004 |Hertz, gars

|F'uur 5 jours

Delivered
Flight /
Expense desoiption Nuﬂ:lsbel

Flane fare

RETURN Flane fare

(]

Flane fare

]

Train Fare

o

3 |RETURN Train Fare

Plane and train tickets, hotel reservation, car rental
Haotel, Car rental

City From | City TO Deg:z"'e Time | FromDste | ToDate Comment
Bonn Le Hawvre 10/04/2004
Le Havre Bonn 15/04/2004
Paris Le Havre 10/04/2004
PARIS L= Hawra 10/04/2004 08:00
Le Hawre PARIS 15/04/2004 18:00

This form can be either printed or exported to Excel or mailed.
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5.1 Miscellaneous - Periodic closures

Closures are necessary for two reasons:

- After a closure, data becomes available for your accounting system (see ‘Accounting distribution’)

- During the closure, part of the data from the current tables is transferred to historical tables
You can do any number of closures you want. Usually once a month, but you can do it weekly, or several
times a month, or whatever you like. Do it more that once if you have very many expense reports /
purchase orders per month.
When you choose the option “Miscellaneous - Period closure’, the following screen will be displayed:

Period Closure

Period Closure

Last Closure This Closure

Accounting year 2003 Accounting year

Accounting month 7 Accounting month

Closure number 6 Closure number

Closure date 28/07/2003 Closure date 27/08/2003

Ewxecute Clozure

The left half of the screen shows the last closure year, month and number, and the right half the same for
the new closure. Type the desired year and month, then click on Malidake|. The system will display the
closure number for this month and year, and then you can do the closure by clicking on the

Execute Closure| button.

Attention: During the closure, EXTREM needs exclusive access to the database, so it will shut down the
system by stopping all other users. A message will be sent to all users, telling that the system will be shut
down, so they have to save their work and exit.
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5.2 Miscellaneous - Accounting distribution

This feature is meant to display the accounting distribution for all the transactions. The accounting
distribution will be generated according to the accounting configuration (see ‘Configuration - Accounting
distribution”).

The following screen is used to display the accounting distribution:

Accounting Distribution

12003 6 W™ cuespesos [ euecs |

Accounting Distribution Details [
Transaction Currency
Employee Expenze AT Exchange
Dperation Cate Operation Mumber Line #: ploy Employee Mame P Paid By Currency; Amount YAT% WAT Amountt Excluded g
Mumber Type Rate
Amavrt
-
| » [\ AccountingDistribution A Errars 7 N«] | »

Ready
You can choose to display the transactions for a whole month or only for a specific closure. Click on the
button to select a closure number:

E it 7 2003 |6 ct Interface Print, bail...
Accounting Periods
3 .| Closure
Accounting Distribgsealmr tLrts

2003 28.-"0?.-"2003
2003 28/07/2003 Transaction Currency
2003 15/07/2003 i

Operation Date 2003 13407/2003 yee Mame Epren:e Paicd By Currency! Amaurt | VAT% WAT Amourt Excluded EXCRP:QQE
2003 1607/2003 o Amourt

2003
2003
2003
4| » [\ AccountingDistributior] on;

Feady 2003

10/07/2003
10/07/2003
10/07/2003
10/07/2003 |
01/04/2003

[ e R I B R -
o Lo = o e

If you made several closures for a month and want to display the transactions for the whole month, type a
“*”in the last text box.

Type ‘C” in one of the boxes or press the foukfes
that was input after the last closure.

pexiod| button to choose the current period, that is, data

Click on the EXWaCY| button to choose the type of transactions you want to extract:

_ ok | Caneel | Sekest |

Then click on the @K] button to extract the data.
All the transactlons will be displayed here, with plenty of details enabling you to do any analysis you need.
Click on the Inteftace| button to generate the interface file to be uploaded into your accounting system. For
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the moment, only a JD Edwards compatible interface is generated, other type will follow in the next
versions.

You can generate your own interface file, according to your accounting system, by exporting this table to
Excel and then writing a macro to create the needed file.

Other options on this screen are:

= Print - prints the displayed spreadsheet

= Mail - sends the displayed spreadsheet via email

= Export to Excel - exports the displayed spreadsheet to Excel (Excel has to be installed on the computer
for this to work)
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5.3 Miscellaneous — Cash position / History

The following screen will show the cash and bank positions for the different currencies you have, and also
the history of the transactions for these currencies:

Cash History

Exit Currency Show Report Show Detailz Shaow Balances Only - Money In # Out

COmpaEny farive = |
Cash History
. . . Employes

Currency Cash  Operation date  Amount Paid By Balance Op. Type Oprer ation Mumber Mumber Employes Matme Comment T

ELUR Cash 7 684.53

GBP Cash §00.00

IRFR Cash 0.00
KIT Cash 4 000.00 -
| o[

[F!ead_v

You can display only the balances by choosing the Show balances only| option.
If the option “Track Bank Position” is activated, the program will also display the bank balances.
Show details| to display the history of all the transactions.

Cash History

Currency Show Report Show Details Show Balances Only Money In /A Out

Company private = |
Cash History
. X . Employee
Currency Cash |Operation date  Amount Paid By Balance Op. Type Operation Number Number Employee Name Comment
EUR Cash 170242004 - 50.00 Company -210 %00.00 Advance 1659 300-1123% Barbe, Bleu
EUR Cash 1TI0Z2IZ2004 - 100.00 Company -211 000.00 Advance 1660 300-11235 Barbe, Bleu
EUR Cash 170242004 250 000.00 35 000.00 Manual Man-1702041185435 300-71244 PALARAN, BO
EUR Cash 1TI0Z2IZ2004 2 500.00 Employse 41 500.00 Reimbursement REIMB-1702041165745 300-20235 CHICHA, ALl
EUR Cash 18/02/2004 -300.00 Company 41 200.00 Advance 1861 300-11238 Bares, Bernard
EUR Cash 180212004 2 500.00 Employse 43 700.00 Reimbursement REIMB-180204122508 300-31802 Duboiz, Aude
EUR Cash 18/02/2004 2 500.00 Employse 45 200.00 Reimbursement REIMB-180204122532 300-32273 DUR, JACQUES-OLNIER
EUR Cash 180202004 - 50.00 Company 45 150.00 Advance 1663 300-1133 ALBIN, ILHAM
EUR Cash 18/02/2004 - 100.00 Company 45 050.00 Adwvance 1664 300-1133 ALBIN, ILHAM
EUR Cash 180202004 - 50.00 Company 45 000.00 Advance 1665 300-11527 AMAR, RACHID

You can select a single currency by typing its code in the currency box, then hitting ‘Return’ or pushing the
oW Report| button. You can also display a list of currencies by clicking on the Lukfengy| button and then
select the desired one in that list:
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Currencies
Currency LIST
Currercy Courtry Dezcription ﬂ
ELIR Europe ELURO
SEF ROvALIME-LUMIS LIWRE STERLIMG
IRF [RAMN DIMAR [RAMIEM
kKZT kFAZAKHSTAM  Tengue
LvD LvEIE DIMAR LYEIEM
beA [ bARDC DIRHAR MARDCAIM
HOF. HORYEGE COUROMME MORWEGIEMME
PLM POLOGME POLAMD ZLOTY
ROL ROUMAMIE LEI ROURMAIM —
RUE RUSSIE RUSSIaM ROUBLE
TRL TURGUIE TURKISH LIRA, j

Right click on one of the report’s lines. A menu will be displayed, enabling you to visualize the details of
the transaction.

You can record here the mput/output manual transactlons for cash or bank accounts. For this, click the

Cash History

Cumency Show Details Show Balances Only m Money [n / Out

Company private

Cash / Bank

Currency Cazh |Operation date  Amount Paid By Balance 0

EUR Cash 1TI0Z2IZ2004 - 50.00 Company -210 500.00 Advan

EUR Cash 170242004 - 100.00 Company -211 000.00 Adwvan

EUR Cash 1TI0Z2IZ2004 250 000.00 38 000.00 Manua

EUR Cash 170242004 2 500.00 Employse 41 500.00 Reimbuf=e REMID-

EUR Cash 18/02/2004 -300.00 Company 41 200.00 Advance 1661 300-11238 Bares, Bernﬁrd

EUR Cash 18/02/2004 2 500.00 Employse 43 700.00 Reimbursement REIMB-1802041122508 300-31802 Duboiz, Aude

EUR Cash 180212004 2 500.00 Employse 45 200.00 Reimbursement REIMB-1802041 22532 300-32273 DUR, JACQUES-OLNIER
EUR Cash 18/02/2004 - 50.00 Company 45 150.00 Adwvance 1663 300-1133 ALBIN, ILHAM

EUR Cash 180202004 - 100.00 Company 45 050.00 Advance 1664 300-1133 ALBIN, ILHAM

EUR Cash 18/02/2004 - 50.00 Company 45 000.00 Advance 1665 300-11527 AMAR, RACHID

Choose the transaction type (‘Cash’ or ‘Bank’) in the first list, select the currency in the second, then type
the amount in the corresponding case and click on the $ave| button. Type a positive amount when you make
a deposit, a negative one when you withdraw money.

Other options on this screen are:

Print - prints the report that is displayed

Mail - mails the report that is displayed

Export to Excel - exports the list to Excel (Excel has to be installed on the computer in order for this to
work)
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6.1 Analysis tools - Employee balances

The following screen is used to display employee balances and to do automatic and manual reimbursements
(company to employees or employees to company).

Employee Balance

Autamatic Reimbursement

Salances
Display List Notify
Dwe Company [ Due Employes Manual reimburzement

w1 - Extrem Sotware Usa Company private
#-[]2 - Extrem Romeria Employee Balance
= 3 - Extrem France

[ 360 - Extrem Marseille

[ 350 - Extrem Infarmatique Automatic Ty e

D 330 - Grenoble Office Reimburzement? Number Number Employee Name Balance (EUR) Due To

[ 320 - Lille Office (s Noj

[ 310 - Lyon Commercial Dffice] 300 20239 CHICHA, ALl - 80.00 Employee

300 - Pariz Office 300 31802 Dubois, Aude - 80.00 Employee
-] 4 - Extrem B elgium 300 32373 DUR, JACQUES-OLNVIER - 80.00 Employee
-5 - Extrem Morth Europe Total to reimburse - 240.00

Click on the right button to hide/display the company list.
Click on one or more companies to display only people belonging to the selected companies.

Several display options are available:
. - displays employees that owe money to company
= Dueemployee| - displays employees to whom the company owes money

" - displays all employees

employees - (the button). This will send a message to all employees owing money to the
company.

The message is configured in the file *DueCompanyModel.rtf’. It can contain any text you want, but be
careful to include the following key words, which will be replaced with real values when you print or mail
this message.

Paris, the #Date#

Subject: Amount due to the company

Dear Sir (Lady) #EmployeeName#,

We inform you that, following your expense reports, you owe :
#Money# #Currency# to the company!

Please be so kind to reimburse this amount as soon as possible!

Regards!

The Expense Reports Department

#Date# - the notification date

#EmployeeName# - employee name

#Money# - amount of money due to the company
#Currency# - currency
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Print - prints the list that is displayed
Mail - mails the list that is displayed
Export to Excel - exports the list to Excel (Excel has to be installed on the computer in order for this to

work)

Right Click on an employee line in the list - displays a menu where you can select manual reimbursement
for the employee or to see employee history (see chapter - Employee history)

=5

Employee Balance

Company private

..-’-\utomatic: Company Employe
Reimburzement? Employee Matme Balance (FRF) Due
Mumber Mumber
es J Mo
11 10054 Ay, Cary -2 000.00 Emploves
11 10042 Alford, Jahn -2 000.00 Employes
i Comes oo -2 000.00 Etnployes
Manual reimbursement YTt Employen
. See Details For Allcroft, Maryin o S oo o0 Ermployes
M 11 10057 Alter, Dale -4 000.00 Employes
11 10071 Ancic, Ivica -2 00000 Emploves
11 10064 Anderson, John -2 000.00 Employes
11 10075 Apice, Brenda -2 00000 Employes
11 10072 Arauza. Arlens -2 000.00 Emploves

Find an employee in the list - type the employee number or part of his name in the ‘Find’ box, then click
on the little button next to it.
For a description of ‘Automatic / Manual reimbursements’ see chapter “Employee balances /
Reimbursements”.
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6.2 Analysis tools - Employee history

This report displays the cash transaction history for a given period. It can show the history for all
employees or just for one selected employee.

Employee history

Company Private -l
: Employee History
Company Employee . . . .
T | e Employee Name Operation date Operation Number Operation Type  Amount (EUR) Paid By Balance (EUR} Due To Check Number
300 1133 ALBIN, ILHAM 01/02/2004 300-1133-0102041163133  ExpenzeReport -2 000.00 -2 000.00 Employee
300 1133 ALBIN, ILHAK 01/02/2004 300-1133-0102041163500 ExpenseReport -2 000.00 -4 000.00 Employee
300 1133 ALBIN, ILHAM 01/02/2004 300-1133-0102041153848  ExpenseReport 10.00 -3950.00 Employee
300 1133 ALBIN, ILHAK 01/02/2004 300-1133-0102041154201 ExpenseReport 10.00 -3 580.00 Employee
300 1133 ALBIN, ILHAM 1TI02/2004 REIMB-170204!165552 Reimbursement 3 980.00 Company 0.00 Bank transfer
300 1133 ALBIN, ILHAM 01/02/2004 300-1133-0102041164508  ExpenseReport 10.00 10.00 Company
300 1133 ALBIN, ILHAM 01/02/2004 300-1133-0102041112225  ExpenseReport 10.00 20.00 Company
300 1133 ALBIN, ILHAM 01/02/2004 300-1133-0102041112502  ExpenseReport 10.00 30.00 Company
300 1133 ALBIN, ILHAM 01/02/2004 300-1133-0102041120232 ExpenseReport 10.00 40.00 Company
300 2084  ANDRES, ALAIN 03/02/2004 300-2084-0302041163134  ExpenseReport -2 000.00 -2 000.00 Employes
300 2084  ANDREES, ALAIN 03/02/2004 300-2084-0302041163500  ExpenseReport -2 000.00 -4 000.00 Employee
300 2084  ANDRES, ALAIN 03/02/2004 300-2084-0302041153548 ExpenseReport 10.00 -3550.00 Employee
300 2024  ANDREES, ALAIN 03/02/2004 300-2084-0302041164202  ExpenseReport 10.00 -3980.00 Employee
300 2084  ANDRES, ALAIN ATI02/2004 REIMB-1702041165552 Reimbursement 3 580.00 Company 0.00 Bank transfer

Click on the right button to hide/display the company list.
Click on one or more companies to display only people belonging to the selected companies.

By default, the program displays history for the current period, for all employees.

You can see older transactions by clicking on the button. You can enter the number of months in
the “Months’ box, then click on the @ button.

You can display history for only one employee by typing his employee number or name in the employee
case, then hitting ‘Return’ or pressing the ShOW P 8| button will
show the employee list, where you can select the desired employee.

Employee list

All Employees Prezent Employess
#-[] 1 - Extrem Sotware Usa Emplﬂyee List
#-[] 2 - Extrem Romania
=[] 3 - Extrem France Lomgsiy | Ealaes Employes Mame Prezent ﬂ
) Mumber | Mumber
[ 360 - Extrem Marzeile ]
[ 350 - Extrem Infarmatique ,
[ 330 - Grenable Dffice 200 11542 Bill. Clinton Y'ez
[ 320 - Lile Office 300 11341 Billy, Crawford es
[ 310 - Lyon Commercial Dffics| 57 11524 Blanche, Neige Yes
300 - Pari ffice 0 11681 BLAL, OLIve Yes
#-[] 4 - Extrem Belgiurn )
+ []5 - Extrem North Evrope 300 115837 Bloc, Piene es
300 10958 Bobo. Maman h=z
300 11252 BOW. 5S0FPHIE Yes
300 11046 Bosch, Siemens Yes
{_ I 3 20N 1ENa Dol lAal RALICTI Mot j

Other options on this screen are:
Print - prints the displayed sheet
Mail - mails the displayed sheet
Export to Excel - exports the displayed sheet to Excel (Excel has to be installed on the computer in
order for this to work)
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Right click on an employee line in the employee history table. A menu will be shown where you can
select one of the options:
= See expense report ... - will display the corresponding expense report
= See reimbursement ... - will display the corresponding reimbursement
= Manual reimbursement - will do a manual reimbursement for this employee, if the employee
balance is not zero (see chapter ‘Employee balances - Reimbursements’)
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6.3 Analysis tools - Vendor history

This report displays all transactions related to the vendors, as follows:

Vendor history

Wendors Show Report
. Company priva
Vendor History
VEREED Wendor Mame Amourt (EUR) Ve EEEES Due Cperstion date Op. Type COperation Mumber Refers to PO Mumber
Mumber (EUR
AF Air France -0 45365 Yendor 12072003 Invoice 745 (748) 854 (854)
AF Air France 0.00 48 63 Yendor 120712003 PO 369 (369)
AF Air France 9.30 5793 Yendor 120712003 PO 94 (594)
AF Air France 2200 7995 Yendor 12072003 PO 559 (599)
AF Air France -2200 57 93 Yendor 140712003 Invoice 752 (752 99 (399)
AF Air France 0.00 57.93 “endor 140772003 Invoice 755 (¥55) 869 (869)
AF Air France -9.30 45365 Yendor 14072003 Invoice 754 (754) 554 (594)
AF Air France - 47 Ba3 1.00 vendor 140712003 Invoice o6 (756 S46 (946)
AF Ajr France -1.00 o0 140712003 Invoice 757 (757 845 (845)
AF Air France 2347 2347 Yendor 14072003 PO 906 (308
AF Air France - 2347 .00 140772003 Invoice 58 (758) 906 [306)
- ; . 1zoTm00e o anT ooz
|Ready

The options in this report are:
Select a vendor - Click on the \Véndors| button to dlsplay the vendor list where you can select a vendor, or

The vendor list is:

Yendor list

Vendor LIST

Wendaor
Murnber

Wendor Mame

American Express
A5 Location Voitures
BUDGET  Location Voitures
o Carlzon % agon Lit
EUROFPCAF Location Voitures

HaMAS Agence de vopage Havas
HERTZ Location Voitures

IBIS Hotel IBIS

NOWVOTEL  Hotel Movotel

SOFITEL  Hotel Sofitel

Double click on the vendor’s line to select a vendor, or click once then press the Delec

Go back| n periods - type the desired number of month in the corresponding box, then click on the ‘Go
back’ button to display older transactions for the same vendor.

Print - prints the report

Mail - mails the report

Export to Excel - exports the report to Excel

Right Click on a report line displays a menu ‘Show purchase order’ or ‘Show invoice’ and if you click on
it the detail of the order / invoice will be displayed
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6.4 Analysis tools - Non reported advances

This report shows the advances older than ... days, taken by employees and not yet reported on an expense
report.

Not reported advances

w1 - Extrem Sotware Usa Company Private -l
#-[] 2 - Extrem Romania
13- Extram France Non reported advances

[ 360 - Extrem Marseille —
[ 350 - Extrem Informatique

[ 330 - Grenoble Dffice Cﬂnr:::r“r Eﬂp:b":e Employee Name Advance date = Currency Amount Trip Number Days old Nut;fnnt;(es
[ 320 - Lille Office
[ 210 - Lyon Commercial ffice 300 11238 Bares, Bernard 17/02/2004 EUR 500.00 1604 52 ¥
SDU_PP. ofi 300 11238 Bares, Bernard 07/04/2004 EUR 500.00 1933 12 ¥
e ‘;"Sl e 300 11238 Bares, Bernard 18/04/2004 GEP 150.00 1933 1 %
% [ 4 - Exrem Belgium 300 11527 AMAR, RACHID 19/02/2004 EUR 150.00 1818 &0 Y
%[5 - Extrem North Europe 300 11527 AMAR, RACHID 18102/2004 usD 100.00 1818 80 %
300 31107 DURENE, ALAN 19/02/2004 usD 25000 1912 80 ¥
300 31107 DURENE, ALAN 19/02/2004 GEP 100.00 1812 50 ¥

Click on the right button to hide/display the company list.
Click on one or more companies to display only people belonging to the selected companies.

Type the desired number of days in the corresponding box.

You can select one employee by typing his employee number in the employee case, then hitting “‘Return.
Clicking on the ‘Employees’ button will display the employee list, where you can choose the desired
employee.

Employee list

Al Emplovess Prezent Employess
#-[] 1 - Extrem Sobware Uza Emplcyee List
#-[] 2 - Extrem Romania = ==
=[] 3 - Extrem France Ompany | Empoyes Employes M arme Frezent ﬂ
] Murnber | MNumber
1 360 - Extrem b arzeille ]
[ 350 - Extrem Informatigue :
[ 330 - Grenoble Office 300 11842 Bill. Clinton Tez
[ 320 - Lile Office 300 11341 Billy, Crawford e
[ 310 - Lyon Commersial Dffics | 30 11524 Blanche, Neige Yes
300 - Paris Dffice 10 11681 BLAU, OLIVe Ves
#-[] 4 - Extrem Belgium )
+ []5 - Extrem Noith Europs 300 11537 Bloc, Piene e
300 10958 Bobo. Maman ez
a00 11262 BOW, SOPHIE Yes
300 11046 Boszch, Siemens ez
<_ l 2 2010 1ENd DOl Al RALICTI S mm j

MM - (the MM button). This will send a message to all employees marked with a “Y” in the ‘Notify’
column.

If you don’t want to send the message to one or more employees, delete the “Y” or type an ‘N’ in the
‘Notify’ column.

The message can be sent by email or it can be printed.

The message content is defined in the file “NonReportedAdvances.rtf”. It can contain any text you want,
but be careful to include the following key words, which will be replaced with real values when you print
or mail this message.
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Paris, the #Datett

Subject: Not rapported Advances

Dear Sir (Lady) #EmployeeName#,

We inform you that you have taken the following Advances for your different trips :

As of today, these Advances have not been reported on any of your expense reports.

Date Trip Number Adv. Number Amount Currency
#AdvDatel# #TripNumberl#  #AdvNumberl# #AdvAmount1# #AdvCurrl#
#AdvDate2# #TripNumber2#  #AdvNumber2# H#AdvAmount2# #AdvCurr2#
#AdvDate3# #TripNumber3#  #AdvNumber3# #AdvAmount3# #AdvCurr3#
#AdvDated# #TripNumberd#  #AdvNumberd# H#AdvAmount4# #AdvCurrd#
#AdvDate5# #TripNumber5#  #AdvNumber5# #AdvAmounts# #AdvCurrs#
#AdvDate6# #TripNumber6#  #AdvNumber6# #AdvAmount6# #AdvCurré#
#AdvDate7# #TripNumber7#  #AdvNumber7# H#AdvAmount7# H#AdvCurr7#
#AdvDate8# #TripNumber8#  #AdvNumber8# #AdvAmount8# #AdvCurr8#
#AdvDate9# #TripNumber9#  #AdvNumber9# #AdvAmount9# H#AdvCurr9#
#AdvDate10# #TripNumber10# #AdvNumberl0# #AdvAmount10# #AdvCurrl0#
#AdvDatel1# #TripNumberll# #AdvNumberll# #AdvAmount11# #AdvCurrll#
#AdvDatel2# #TripNumber12# #AdvNumberl2# #AdvAmount12# H#AdvCurrl2#
#AdvDatel3# #TripNumberl3# #AdvNumberl3# #AdvAmount13# #AdvCurrl3#
#AdvDatel4# #TripNumberld# #AdvNumberl4# #AdvAmount14# #AdvCurrld#
#AdvDatel5# #TripNumberl5# #AdvNumberl5# #AdvAmount15# #AdvCurrl5#
#AdvDatel6# #TripNumberl6# #AdvNumberl6# #AdvAmount16# #AdvCurrl6#
#AdvDatel7# H#TripNumberl7# #AdvNumberl7# #AdvAmount17# H#AdvCurrl7#
#AdvDate18# #TripNumber18# #AdvNumberl8# #AdvAmount18# #AdvCurrl8#
#AdvDate19# H#TripNumber19# #AdvNumberl19# #AdvAmount19# #AdvCurrl9#
#AdvDate20# #TripNumber20# #AdvNumber20# #AdvAmount20# #AdvCurr20#

Please be so kind to do so as soon as possible.

Regards!
The Expense Reports Department!

#Date#t - notification date

#EmployeeName# - employee name

#AdvDatel# - advance date for the first advance
#TripNumberl# - trip number for the first advance
#AdvNumberl# - advance number for the first advance
#AdvAmountl# - advance amount for the first advance
#AdvCurrencyl# - advance currency for the first advance

Same thing for the following lines, second advance, third and so on; up to 20.

Other options on this screen are:
Print - prints the displayed sheet
Mail - mails the displayed sheet
Export to Excel - exports the displayed sheet to Excel (Excel has to be installed on the computer in
order for this to work)
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6.5 Analysis tools - Taken advances

This report displays all the taken advances during a given period of time.

Taken advances

Employees Accounting Period

2_J2o0e Jo_ FOR(e 2004 ]
[ Tiptumber | [ edvance Date |

* Company F_=|
Taken advances
Accounting Month: From: 2.2004-6 To: 4.2004-1 —

Comp. | Employee Advance Exchange LRI Trip Acc. | Acc
e || e Employee Name T Advance date Currency Amount Rate CUE:?::W T Report Number Month| vear Comment

300 11527 AMAR, RACHID 1985 19/02/2004 uso 100.00 0.953562 95.36 1818 2 Z004

* 300 11527 AMAR, RACHID 1585 19/02/2004 EUR 150.00  1.000000 150.00 1818 2z 2004

* 300 31107  DUREME, ALAIN 1984 19/02/2004 GBP 100.00  1.537279% 15373 1912 2 Z004

300 31107  DURENE, ALAIN 1583 19/02/2004 uso 250.00 0.953582 238.3% 1812 2z 2004

300 11278 ELY, Marie 1882 16/02/2004 EUR 100.00  1.000000 10000 11278 300-11278-160204M202 2 2004

300 11278  ELY, Marie 1581 16/02/2004 EUR 50.00 1.000000 5000 11278 300-11278-180204M202 2 2004

Click on the right button to hide/display the company list.
Click on one or more companies to display only people belonging to the selected companies.

Deleted advances are displayed in RED.

[ Accounting Period ]

[__#dvanceDate |y gy can choose the period either by ‘Accounting Month, Year and Closure number’ or by
‘Advance Date’, by clicking on the corresponding button

If you chose the first option, you can select the desired period by typing the Month, Year and Closure (from
/ to) in the corresponding boxes. Click on the arrows or ) to go backward or forward. Click on
the button to display a list of all the closures, like shown below:

Taken advances

]

Accounting Periods

A, Acc, | Closure :
: ‘ear | Month | Mumber Dtz Company Priv
B Take 2004 4 1 04/04./2004

2004 3 20/03./2004

Accounting Montl 5y, 20/03/2004

19,
13/02/2004

2 5
Ncu?'l:nbl:;r E?f:g:? Employee Name ’:ﬂl\:g:? Advance date Currency 2 4 18/02/2004 Report Number MAncncth ?:;_ Comment
2004 2 3 18/02/2004
300 11527 AMAR, RACHID 1986 18/02/2004 uso 2004 2 2 170242004 2 2004
s 300 11527 AMAR, RACHID 1985 19/02/2004 EUR 2004 E 1 17/02/2004 2 2004
+ 300 31107  DURENE, ALAIN 1584 19/02/2004 GEBP 2z 2004
300 31107  DUREME, ALAIN 1983 19/02/2004 uso 2 Z004
300 11278  ELY, Marie 1582 16/02/2004 EUR 300-11278-1602041202 2 2004
300 11278 ELY. Marie 1981 16/02/2004 EUR 300-11278-16020411202 2 2004

Double-Click on the corresponding line to select it. The corresponding Month, Year and Closure Number
will be displayed in the white boxes above.

Click on the Show ¥eport| button to display the report.

The report includes only advances taken in the selected period. If you want to include advances taken
after the last closure, type a ‘C” in one of the boxes and press the button.

The window will display like below:
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Taken advances

Employees Accounting Perod

2_J2004 Jo_ JRerle oot Ji_
[Tptiumber )| [ édvarceDote |

H Company F_* |
Taken advances
Accounting Month: From: 2.2004.6 To: 4.2004.1 —

Amount

Ncunn:nbpn;r E:L?I_II_IDE;B Employee Name Tﬂ?;:;:re Advance date Currency Amount Exchzenge Culi:gw Nl:lrrl;':tprer Report Number I':'Iaucncth ?::r Comment
300 11527 AMAR, RACHID 1986 19/02/2004 uso 100.00 0.953582 9536 1818 z 2004
* 300 11527 AMAR, RACHID 1885 18/02/2004 EUR 150.00  1.000000 150.00 1818 2z 2004
+ 300 31107  DURENE, ALAIN 1984 1900212004 GHP 100.00  1.537278 15373 1912 z 2004
300 31107  DURENE, ALAIN 1583 19/02/2004 uso 250.00 0.953582 238.3% 1812 2z 2004
300 11278 ELY, Marie 1882 16/02/2004 EUR 100.00  1.000000 100,00 11278 300-11278-15020411202 2 2004
300 11278  ELY, Marie 1581 16/02/2004 EUR 50.00 1.000000 5000 11278 300-11278-180204M202 2 2004

If you select the desired period by A€

Taken advances

Employees I Accounting Period -!ll I

O

H Company Priv:

Taken advances

Accounting Month: From: 2.2004-6 To: 4.2004-1

Comp. | Employee Advance Exchange o Trip Acc. | Acc
Number | Number Employee Name Number Advance date Currency Amount Rate Cuﬁﬁw Number Report Number Month| Year Comment

300 11527 AMAR, RACHID 1585 19/02/2004 uso 100.00 0.953582 95.36 1818 2z 2004

i 300 11527 AMAR, RACHID 1985 19/02/2004 EUR 150.00  1.000000 150.00 1818 2 Z004

+ 300 31107  DURENE, ALAIN 1584 19/02/2004 GEBP 100.00  1.537279 153.73 1812 2z 2004

300 31107  DUREME, ALAIN 1983 19/02/2004 uso 250.00 0.953362 238.3% 1912 2 Z004

300 11278  ELY, Marie 1582 16/02/2004 EUR 100.00  1.000000 100.00 11278  300-11278-160204M202 2 2004

300 11278 ELY. Marie 1981 16/02/2004 EUR 50.000  1.000000 S0.000 1278 300-11278-180204M1202 2 2004

Select the From / To date by typing them in the corresponding boxes. Clicking on the down arrow of the
date boxes will display a calendar where you can select the desired date.

A janvier 2003 i

1 2 3 4 5
& 7 & 39 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 MN

T Today: 28/08/2003

You can select one employee by typing his employee number or name in the employee case, then hitting
‘Return’. Clicking on the EN 3| button will display the employee list, where you can choose the
desired employee.
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Employee list

Al Employess

Prezent Employess

#-[J 1 - Extrem Sotware Usa
#-[] 2 - Extrem Romania
=-[ 3 - Extrem France
[ 360 - Extrem Marzeile
[ 350 - Extrem Infarmatique
[ 330 - Grenoble Dffice
[ 320 - Lile Office
[ 310 - Lyan Cormmercial Dffice
300 - Pariz Qffice
#-[] 4 - Extrem Belgiurn
#-[] 5 - Extrem Marth Europe

< IE:

Employee List
Eﬁanrﬁbagf EraﬂuPrLDE#';E Employes M ame Prezent ﬂ
L]l
300 11523 Bean, Jean-Marie ez :
300 10982 Beier, Philippe ez
300 11242 Bella, Fienette es
300 11241 Belle, Elene ez
300 11548 Beller, Anna ez
00 11326 Bernjo, Jozeph Yes
300 11304 Bert, Patrick ez
2N 11791E  Daman Cobaz o ﬂ

You can also display advances for a specific trip. Type the Trip Number in the corresponding box, then hit

Return or press the W button.

If you press the l@l\k\l’ﬁ%ﬂ button, a list of all trips will be displayed, where you can choose the trip
number, as shown below.

[ 320 - Lills Office

300 - Pariz Dffice
#-[] 4 - Extrem Belgium
#-[] 5 - Extremn Marth Eurape

1616 |Baudocque, Alain
O 310 - Lyon Commercial Office - ———

1617 Baut, Leon

1618 Baveur. Michel
1619 Bean, Jean-Marie
1620  Beier, Philppe
1621 Bella, Pienette
1622 Belle, Elene

14/0242004
15/02/2004
16/0242004
17/0242004
18/0242004

Current Tripz Higtory Tripz
#-[] 1 - Extrem Sabware za Trlp LIST
#-[] 2 - Extrem Romania :
=-[] 3 - Estrem France NJI_rI_IIprI Ermployes Mame Date D'escription I:I|:|erﬂ
[ 360 - Extrem Marseille 1
[ 350 - Extrem Informatique
[J 330 - Grenable Office 1615 Bares, Bemard Bares, Bemard

Baudocque, Alain
Baut, Leon
Baveur, Michel
Bean. Jean-t arie
Beier, Philippe
Bella, Piemstte

Belle, Elene

Other options on this screen are:
Print - prints the displayed sheet
Mail - mails the displayed sheet
Export to Excel - exports the displayed sheet to Excel (Excel has to be installed on the computer in

order for this to work)
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6.6 Analysis tools - Year to date expenses by category

This report displays the total amount spent from the beginning of the year by expense category and by
month.

ear to date expenses

Exit Emplovees 2003 Show Report Frint, b ail...
Company Private =
Year to date expenses by category : 2003
fes: (53, 51) Currency - EUR
Description January Fehruary March Al May June July August September  October  Movember  December Total
Breakfast 136.94 136.94
Forf. Dinner 247 .36 24736
Personal Car 4 351.09 435100
Forf. Dinner 14.55 14.55
Fort. Lunch 14.55 14.55 o
hiscellaneous 2520 6.0
Personal Car 187.50 187 .50
Bank Account Commission
Hutel 4880 70.00 11880

Plane fare THE 64 TEE 64

iz cellaneous 3200 3z.00

Plane fare 27 64278 16 671.86 1 250.00 17677 46 Gd1.39

Rerital car 72125 100.00 1.00 82225

Train Fare 19.50 865.20 520.000 170470

Hotel

Plane fare 2 05000 2 05000

Rerital car -

Click on the right button to hide/display the company list.
Click on one or more companies to display only people belonging to the selected companies.

Type the desired year in the corresponding text box and hit ‘Return’ or click on the ‘Show Report’ button.

You can select one employee by typing his employee number in the employee case, then hitting ‘Return’.
Clicking on the ‘Employees’ button will display the employee list, where you can choose the desired
employee.

Employee list

Al Employess Prezent Employess
#-[J 1 - Extrem Sotware Usa Emplcyee List
#-[] 2 - Extrem Romania 5 T
=-[ 3 - Extrem France ﬁ&nrﬁbag;'" raﬂupmﬂt_'lr';E Emplopes Mame Prezent ﬂ
[ 360 - Extrem Marzeile —
[ 350 - Extrem Infarmatique ,
[ 330 - Grenoble Office 300 11523 Bean, Jean-Marie ez
] 320 - Lille Dffice 300 10932 Beier. Philippe es
[1310-Lyon Commercial Office| 300 11242 Bella, Pienette Yes
300 - Paris Dffice 300 11241 Bele, Elene Yes
#-[] 4 - Extrem Belgiurn
+ []5 - Extrem North Evrope 300 115428 Beller, &nna es
00 11326 Bernjo, Jozeph Yes
300 11204 Bert, Patrick es
< | 30 1971F  Baari Cohsis N j

To select an employee, double-click on his line in the list.
Other options on this screen are:
Print - prints the displayed sheet
Mail - mails the displayed sheet
Export to Excel - exports the displayed sheet to Excel (Excel has to be installed on the computer in
order for this to work)
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6.7 Analysis tools - Taxes

This report shows the amount of VAT paid for different expenses, by VAT type and corresponding
currency.

P‘_

Exit Optiohs Currency WAT Type Show Espenze Report list
Company private
Taxes
Accounting Month: From: 2.2004-2 To: 4.2004-1
E:ti:?; De=cription Currency - WAT % VAT Amount T\;EL Date AC;ELI_I::HQ ACS{P;IE”:I”Q Crf:nl_gl':r ELT::E;B Employee Name Trip Number
HOTEL Hotel EUR 5.00 75.00 01/02/2004 2 2004 300 1133 ALBIN, ILHAM 1133
HOTEL Hotel EUR 5.00 3.00 01/02/2004 2z 2004 300 1133 ALBIN, ILHAN 1133
HOTEL Hotel EUR 5.00 3.00 01/02/2004 2 2004 300 1133 ALBIN, ILHAM 1133
HOTEL Hotel EUR 5.00 75.00 020212004 2z 2004 300 11527 AMAR, RACHID 11527
HOTEL Hotel EUR 5.00 3.00 02/02/2004 2 2004 300 11527 AMAR, RACHID 11527
HOTEL Hotel EUR 5.00 3.00 020212004 2z 2004 300 11527 AMAR, RACHID 11527
HOTEL Hotel EUR 5.00 75.00 03/02/2004 2 2004 300 2084 ANDRIES, ALAIN 2024
HOTEL Hotel EUR 5.00 3.00 03/02/2004 s 2004 300 2084 ANDRIES, ALAIN 2084
HOTEL Hotel EUR 5.00 3.00 03/02/2004 2 2004 300 2084 ANDRIES, ALAIN 2024
HOTEL Hotel EUR 5.00 75.00 040212004 s 2004 300 11588  AO0SS0, MARIELLE 11588
HOTEL Hotel EUR 5.00 3.00 04/02/2004 2 2004 300 11588  AO0SS0, MARIELLE 11588
HOTEL Hotel EUR 5.00 3.00 040212004 s 2004 300 11588  AO0SS0, MARIELLE 11588
HOTEL Hotel EUR 5.00 75.00 05/02/2004 2 2004 300 11577 ARBAGIC, BATR 11577
HOTEL Hotel EUR 5.00 3.00 05/02/2004 s 2004 300 11577 ARBAGIC, BATR 11577
HOTEL Hotel EUR 5.00 3.00 05/02/2004 2 2004 300 11577 ARBAGIC, BATR 11577
HOTEL Hotel EUR 5.00 75.00 06/02/2004 Z 2004 300 11085  Assa, Seed 11085
2004 300 11085  Assa, Seed 11085
- - R 2004 300 11003 Asyme, Malain 11003
[ Accounting Period ] [ Expense Date ] Accounting information 2004 300 11003 Asyme, Malain 11003
Erom To Job Murber 2004 300 11003 As.yme. .Mﬂlain 11003
Month  “ear Clos.H Month  ‘Year Clos.dl Depeireils ;gg: igg :11 1 21 E i:::: :'::::: 1 1 21 E
2_][z004 | Activity Code - 2004 300 11315 Attra, Minar 11315
2004 300 11588 Ay, Ahmed 11569
2004 300 11568 Ay, Ahmed 11569
=[] 3 - Extrem France ||l = Expense categories 2004 300 11588 Ay, Ahmed 11588
1260 -ExtremMarseile || ] [+ CARRENTAL Rent a car 2004 200 11233 Barbe, Bleu 11238
[ 350 - Extrem Informatique [ = HOTEL Hotel, Motel. Other accomodation 2004 200 11238 Barbe, Bleu 11228
[ 330 - Grenable Dffice [ & MEALS Al meals 2004 300 11239 Barbs, Bleu 1239
[ 320 - Lile Offics []  OTHER All other expense types 2004 | 300 | 11238 |Bares, Bemard 1rss
O 310 - Lyan Commersial OF—| | [ + TRAMSPORT Plane, Train, Bus. Other ransg 2004 200 11‘333 Bares, Bernard ; 11‘338
300 - Pais Offica 2004 300 11571 Baudocque, Alain 11571
B Beforom Bt v 2004 300 10866  Baut, Leon 10868
< | 2004 300 11246  Baveur, Michel 11248
2004 300 11523  Bean, Jean-Marie 11523
Employees 2004 300 10882 Beier, Phiippe 10882
004 300 11242  Bella, Pierrstte 11242
HOTEL Hotel EUR 5.00 75.00 18/02/2004 2 2004 300 11241 Belle, Elene 11241
Ready

You can choose the period either by *Accounting Month, Year and Closure number’ or by ‘Expense date’,
by clicking on the appropriate button, in the “Tools” window.

If you chose the first option, you can select the desired period by typing the Month, Year and Closure (from
/ to) in the corresponding boxes. Click on the arrows or ) to go backward or forward. Click on
the button to display a list of all the closures, like shown below:
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Accounting Periods

Fi¥eled Ao Clozure
baonth | vear | Mumber

Date nse categones

2002 1 29407 /2002 \RRENTAL Rent a car

2002 27062002 ITEL Hotel, Motel, Other accomodation
2002 040542002 "HER All other expense types

2002 1705,/2002 IANSPORT  Plane, Train, Bus, Other tran:
2002 29/04/2002

2002 29/03/2002

2002 0103242002

Fm- 13/02/2002

Double-Click on the corresponding line to select it. The corresponding Month, Year and Closure Number

will be displayed in the white boxes above.
Select one or more companies to display only people belonging to these companies.

Select one or more expense categories in the expense categories list.
Click on the

8| button to select an employee. The program will display only expenses for this

employee.

Employee list

Al Employess Prezent Employess
#-[J 1 - Extrem Sotware Usa Emplcyee List
#-[] 2 - Extrem Romania
=-[ 3 - Extrem France Eﬁanrﬁbag;'" EraﬂuprLﬂér';E Emplopes Mame Prezent ﬂ
[ 360 - Extrem Marzeile —
[ 350 - Extrem Infarmatique ,
[ 330 - Grenoble Office 300 11523 Bean, Jean-Marie ez
] 320 - Lille Dffice 300 10932 Beier. Philippe es
[ 310 - Lyon Commercial Dffics| 5 11242 Bella, Fienstte Yes
300 - Paris Oifice 00 11241 Belle, Elene Yes
#-[] 4 - Extrem Belgiurn
+ []5 - Extrem North Evrope 300 115428 Beller, &nna es
00 11326 Bernjo, Jozeph Yes
300 11204 Bert, Patrick es
< I 30 1971F  Baari Cohsis N j

Click on the Show repor

If you select the desired period by EXpense

button to display the report.
date| the screen will be as shown below:
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Arccounting Period Expenze Date

2910742003 - |

28/08/2003 ~

[ Trezy International EUROPE [] El Expenze categories
[ Trezay International LISA

- CARRENTAL Rent a car

HOTEL Hotel. Motel, Other accomodation
OTHER All other expense types

‘@ TRAMSPORT Plane, Train, Bus, Other tran:

)

Select the From / To date by typing them in the corresponding boxes. Clicking on the down arrow of the
date boxes will display a calendar where you can select the desired date:

R juillet 2003 v
1 2 3 4 5 6

7 8 9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30 N

= Today: 28/08/2003

You can select a currency to be displayed by typing |ts code in the corresponding box and hit ‘Return’ or

click on the Show

Report| button. Clicking on the Cu

¥ency| button you will display a currency list, where

you can select one, as shown below:

Currencies

Currency LIST

A7
CHF
CHYy
CZK
DKk
LZ0
EGF
EUR
GEF

Currency

Coumtry

EM. ARABES LIK

AMGOLA
AZERBAIDJAM
SUISSE

CHIME

TCHEGUE [Rep..

DARNEMARE.
SLGERIE
EGYPTE

Europe

ROvaUME-UMNIS LIWRE STERLIMG

{| DIRHAM

Dezcription —

[
MANAT DA ARBAIDJAN
FRAMWC SUISSE

CHIME LA o
COUROMME TCHEQ

COUROMME DAMOISE

DIMAR ALGERIEM

LIWRE EGYFTIEMME

ELRO

Double-click on the currency line or click once then press the D8

Y| button to select it.
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Oplms| button - displays / hides the “Tools” window
VAT type| button - displays a list of VAT types, where you can select one.

D escription Wat Acoount
200,456 I
A00 BERZ222 T
s 5A AT 00123456 T

You can type the VAT type directly in the corresponding text box and then hit Return to display only
this type of VAT.

Taxes

E it Options Currency WAT Type [|us Show Expenze Report list

Company private

Taxes

Accounting Month: From: 2.2004-1 To: 4.2004-1

Expenze - Vat Accounting Accounting: Company  Employee .

category Dre=cription Currency  WAT % VAT Amount Type Date Wonth - Number Number Employee Name Trip Number
HOTEL Hotel GBP 10.00 2273 US  02/03/2004 2 2004 300 11238  Bares, Bernard 1755
HOTEL Hotel EUR 10.00 50.00 US  20/03/2004 3 2004 300 1000 Harant, Patrick 1917

Show Expense Report List| - shows a list of all Expense Reports concerned by the last displayed report.

Expense Report List

Frirt Selected Show Exp. Report
142 Expense Reports
- Employee Hame Report Humber ﬂ
[ Bosch, Siemens 300-11046-03020411E3136
[T EBOUAL MUSTI 300-12603-04 02041763135
[T Bouffet, Jean-Piers 3001127 4-0502041163136
[T Bout, Fieme Nicolas 3001131 2-0602041163135
[T BOUTIG, CHRIST 3001420807 0204171631365
[ BOUTIL, MATHIAS A00-14250-03020411 63135
[T Erague, Robert 300-17015-090204171 63136
[T Eras. Antoine A00-11513-10020417 63136
[T ERETOM, POL 3001413211 020417163136
[T BROCART,ELLY 00152081 2020411 631 36
[T |BRUME. LARLOMDE 300-15047-13020417163136
[T Bruze, Marie A00-111E7-14020411 631 36 =
[T | Cabron, Stephanie 300-11307-15020411 63136

Double-Click on one line or press the Shw@m R%tl button to display the corresponding expense
report.
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Select one or more expense reports by checking the first cell on the corresponding line. Select / Deselect
all by pressing the button. Once you selected one or several lines, you can print the corresponding
expense reports by pressing the Print Selected| button.

Other options on the main screen are:
Print - prints the displayed sheet
Mail - mails the displayed sheet
Export to Excel - exports the displayed sheet to Excel (Excel has to be installed on the computer in
order for this to work)
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6.8 Analysis tools - Expenses by accounting category

This report shows the expenses by accounting category. The accounting categories are described in detail in
‘Configuration - Accounting categories’ and ‘Configuration - Accounting distribution’.

This report gives you the information needed to bill your customers.

Expenses by accounting categories

Expenses by accounting category
Accounting Month. From: 4.2004-1 To: 4.2004-1
Job Number Department Acc:;‘r;y Date E)(TT;BS'B Expenze De=cription Cu;;en Amount Amount (EUR) I':: ucnctﬁ $:;r CNDLT-Irnpt:: ENFTJ F:_:_ID;:B
300-MT212 444 X100 10/02/2004 GM Group Meals GBP 150,00 23058 4 2004 300 1000 Har
300-MT212 444 X100 10/02/2004 LUNCH Lunch GBP 25.00 3243 4 2004 300 1000  Har
300-MT212 444 X100 15/02/2004 HOTEL Hotel GHP 250,00 32432 4 2004 300 1000 Har
300-MT212 444 X100 10/02/2004 PERSCAR  Personal Car EUR 81.45 81.45 4 2004 300 1000 Har
300-MT212 444 XX100 16/02/2004 PERSCAR  Personal Car EUR 81.45 81.45 4 2004 300 1000 Har
300-MT212 444 X100 16/02/2004 PERSCAR  Perzonal Car EUR 135.75 13575 4 2004 300 1000 Har
300-MT212 444 X100 20/02/2004 HOTEL Hotel uso 250,00 23835 4 2004 300 1000 Har
300-MT212 444 XX100 21/02/2004 GM Grouo Meals UsD 150.00 143.03 4 2004 300 1000 Har

You can choose the period either by ‘Accounting Month, Year and Closure number’ or by ‘Expense date’,
by clicking on the appropriate button, in the “Tools” window.

If you chose the first option, you can select the desired period by typing the Month, Year and Closure (from
/ to) in the corresponding boxes. Click on the arrows or ) to go backward or forward. Click on
the button to display a list of all the closures, like shown below:

Accounting Periods
Fi¥eled Ao Clozure Date =
baonth | vear | Mumber nse categones

2002 1 29407 /2002 \RRENTAL Rent a car

2002 27062002 ITEL Hotel, Motel, Other accomodation
2002 040542002 "HER All other expense types

2002 1705,/2002 IANSPORT  Plane, Train, Bus, Other tran:
2002 29/04/2002

2002 29/03/2002

2002 0103242002

Fm- 13/02/2002

Double-Click on the corresponding line to select it. The corresponding Month, Year and Closure Number
will be displayed in the white boxes above.

Select one or more companies to display only people belonging to these companies.
Select one or more expense categories in the expense categories list.

Click on the
employee.

@S| button to select an employee. The program will display only expenses for this
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Employee list

Al Employess Prezent Employess
#-[J 1 - Extrem Sotware Usa Emplcyee List
#-[] 2 - Extrem Romania
=-[ 3 - Extrem France Eﬁanrﬁbag;'" EraﬂuprLﬂér';E Emplopes Mame Prezent ﬂ
[ 360 - Extrem Marzeile —
[ 350 - Extrem Infarmatique ,
[ 330 - Grenoble Office 300 11523 Bean, Jean-Marie ez
] 320 - Lille Dffice 300 10932 Beier. Philippe es
[1310-Lyon Commercial Office| 300 11242 Bella, Pienette Yes
300 - Paris Dffice 300 11241 Bele, Elene Yes
#-[] 4 - Extrem Belgiurn
+ []5 - Extrem North Evrope 300 115428 Beller, &nna es
00 11326 Bernjo, Jozeph Yes
300 11204 Bert, Patrick es
< I 30 1971F  Baari Cohsis N j

Accounting Period Expenze Date

2940772003 ~ | 28/08/2003 ~

[ Tresy Intemational EUROPE
[ Trezy International USA,

] & Expenze categories

[ @ CARREMTAL Rent a car

] HOTEL Hotel. Motel, Other accomodation
| OTHER All other expense types

[1 i@ TRANSPORT Plane. Train. Bus, Other tran:

Employees _ Show Feport

Select the From / To date by typing them in the corresponding boxes. Clicking on the down arrow of the
date boxes will display a calendar where you can select the desired date:

A juillet 2003 i

1 2 3 4 5 6
F 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 2% 27
28 29 30 AN

T Today: 28/08/2003

display only certain Expense Categories, check the corresponding boxes then press the
button, as shown below:
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Accounting Period Expense Date

1 ooz o |7 Jeous 5

= Treay International ELROPE ] ] Expenze categories
O Tresy Intemational US4 [] i@ CARRENTAL Rent a car
>E| HOTEL Hotel, Motel, Other accomodation
: e FH  Faorf Hotel
HOTEL Hatel
+E OTHER  All other expenze types
[] %M@ TRAMSPORT Plane, Train, Bus, Other tran:

s Jooo2 1| [z Joo0s [6__

- [ Tresy International ELROPE (] & Expense categories
[ Tresy Intemnational 152 [1 @ CARRENTAL Rent a car
[ iEHOTEL Hotel, Motel, Other accomodation
© iee FH  Forf. Hotel
: HOTEL Haotel
OTHER Al other expense types
[1 ‘-@ TRANSPORT Plane. Train. Bus, Other tran:

Employees _ Show Repart

You can use wildcards (*) for your selection, example:
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Accounting Period Expense Date

6 ooz 1|7 _Jeous 5

[ Trezy International EUROPE ] ] Expenze categories
[ Trezy International LIS.A [] i@ CARRENTAL Rent a car
] >E| HOTEL Hotel, Motel, Other accomodation
1 ¢ e FH Faorf Hotel
{ b HOTEL Hotel
| > OTHER Al other expense types
[] %M@ TRAMSPORT Plane, Train, Bus, Other tran:

Employees _ Showw Repart

Typing ‘2*” in the Job Number textbox will display all expenses for all Job Numbers beginning with 2.
Typing ‘61*” in the Job Number textbox will display all expenses for all Job Numbers beginning with 61.

Oplms| button — displays / hides the “Tools” window
Show Expense Report List| - shows a list of all Expense Reports concerned by the last displayed report.

Expense Report List

Select Frint Selected Show Exp. Report

142 Expense Reports

-3 Employee Hame Report Humber ﬂ
[ EBosch, Siemens 300-11046-0302041163135

[T BOUAL, MUSTI 2001 2609-04020411 63135

[T Bouffet, Jean-Fiene 300-11274-0502041163135

[T Bout, Piere Nicolas 3001121 2-0602041163135

[T BOUTIG, CHRIST 300-14206-0702041163135

[T BOUTIL, MATHIAS 300-14260-0802041163135

[T Braque. Robert 3001101 5-0902041 63136

[T Bras, Antoine 300-11519-1002041163136

[T BRETOW,POL 300-14132-11020411 63136

[T EBROCART,ELLY 2300-16208-1202041163136

[T BRUME, LABLONDE 300-15041-1 3020411 63136

[T Bruze, Marie 300-11167-1402041163136 .
[T Cabron, Stephanis 200-11:307-15020411 63136

Double-Click on one line or press the Q\@M% Report| button to display the corresponding expense

report.
Select one or more expense reports by checking the first cell on the corresponding line. Select / Deselect
all by pressing the 9eleet| button. Once you selected one or several lines, you can print the corresponding

expense reports by pressing the button.
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Other options on the main screen are:
Print - prints the displayed sheet
Mail - mails the displayed sheet
Export to Excel - exports the displayed sheet to Excel (Excel has to be installed on the computer in
order for this to work)
Right click on a report line - if it is an expense reported on an expense report, a menu will appear to
display the corresponding expense report
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6.9 Analysis tools - Expenses by employee

This report shows the expenses grouped by employees.

Expenses by employee

Show Details Show Totals Show Expensze Report list

Company private
Expenses by employee
Accounting Period: From: 2.2004-4 To: 4.2004-1
Comp Employee Expensze . . Curren Amount | Acc. Acc. | Trip Departme  Activity .

Nb. | Number Employee Name Date T Expense Description = Amount (EUR) Month| Year | Nb. Job Mumber T e Operation Number
300 1133 ALBIN, ILHAM 01/02/2004 PERSCAR Personal car EUR 120.00 12000 2 2004 1133 100-00941 150 KX150 300-1133-010204!11;
300 1133 ALBIN, ILHAK 01/02/2004 HOTEL  Hotel EUR 60.00 60.00 2 2004 1133 100-00200 100 XK120 300-1133-01020412
300 1133 ALBIN, ILHAM 01/02/2004 RENTCAR Car Rental EUR 80.00 80.00 2 2004 1133 100-00500 121 }K130 300-1133-01020412
300 1133 ALBIN, ILHAM 01/02/2004 PARKING Parking EUR 100.00 100.00 2 2004 1133 100-00700 130 KX140 300-1133-01020412
300 1133 ALBIN, ILHAK 01/02/2004 PERSCAR Personal car EUR 120.00 12000 2 2004 1133 100-00841 150 XK150 300-1133-01020412
300 1133 ALBIN, ILHAR 01/02/2004 HOTEL  Hotel EUR 60.00 60.00 2 2004 1133 100-00200 100 }HK120 300-1133-01020411
300 1133 ALBIN, ILHAM 01/02/2004 RENTCAR Car Rental EUR 80.00 80.00 2 2004 1133 100-00500 121 HHK120 300-1133-010204111
300 1133 ALBIN, ILHAK 01/02/2004 PARKING Parking EUR 100.00 10000 2 2004 1133 100-00700 130 HK140 300-1133-01020411
300 1133 ALBIN, ILHAR 01/02/2004 PERSCAR Personal car EUR 120.00 12000 2 2004 1133 100-00841 150 }K150 300-1133-01020411
Total 300-1133 1 440,00
ann Anoa AMADICE A1 AN nNTENNS  UATE [ cin @n nn SnAn 7 GNnA N0& 4NN N9Sod 130 rann Ann Anns AnAnn

You can choose the period either by ‘Accounting Month, Year and Closure number’ or by ‘Expense date’,
by clicking on the appropriate button, in the “Tools” window.

If you chose the first option, you can select the desired period by typing the Month, Year and Closure (from
/ to) in the corresponding boxes. Click on the arrows or ) to go backward or forward. Click on
the button to display a list of all the closures, like shown below:

Accounting Periods
Ao, Ao, Clozure Date =
baonth | vear | Mumber nse categones

2002 1 29/07 /2002 \RRENTAL Rent a car

2002 27062002 ITEL Hotel, Motel, Other accomodation
2002 040542002 "HER All other expense types

2002 1705,/2002 VANSPORT  Plane, Train, Bus, Other tran:
2002 29/04/2002

2002 29/03/2002

2002 0103242002

Fm- 13/02/2002

Double-Click on the corresponding line to select it. The corresponding Month, Year and Closure Number
will be displayed in the white boxes above.

Select one or more companies to display only people belonging to these companies.
Select one or more expense categories in the expense categories list.

Click on the
employee.

8| button to select an employee. The program will display only expenses for this
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Employee list

Al Employess Prezent Employess
#-[J 1 - Extrem Sotware Usa Emplcyee List
#-[] 2 - Extrem Romania
=-[ 3 - Extrem France Eﬁanrﬁbag;'" EraﬂuprLﬂér';E Emplopes Mame Prezent ﬂ
[ 360 - Extrem Marzeile —
[ 350 - Extrem Infarmatique ,
[ 330 - Grenoble Office 300 11523 Bean, Jean-Marie ez
] 320 - Lille Dffice 300 10932 Beier. Philippe es
[1310-Lyon Commercial Office| 300 11242 Bella, Pienette Yes
300 - Paris Dffice 300 11241 Bele, Elene Yes
#-[] 4 - Extrem Belgiurn
+ []5 - Extrem North Evrope 300 115428 Beller, &nna es
00 11326 Bernjo, Jozeph Yes
300 11204 Bert, Patrick es
< I 30 1971F  Baari Cohsis N j

Accounting Period Expenze Date

2940772003 ~ | 28/08/2003 ~

[ Tresy Intemational EUROPE
[ Trezy International USA,

] & Expenze categories

[ @ CARREMTAL Rent a car

] HOTEL Hotel. Motel, Other accomodation
| OTHER All other expense types

[1 i@ TRANSPORT Plane. Train. Bus, Other tran:

Employees _ Show Feport

Select the From / To date by typing them in the corresponding boxes. Clicking on the down arrow of the
date boxes will display a calendar where you can select the desired date:

A juillet 2003 i

1 2 3 4 5 6
F 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 2% 27
28 29 30 AN

T Today: 28/08/2003

display only certain Expense Categories, check the corresponding boxes then press the
button, as shown below:
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Accounting Period Expense Date

1 ooz o |7 Jeous 5

= Treay International ELROPE ] ] Expenze categories
O Tresy Intemational US4 [] i@ CARRENTAL Rent a car
>E| HOTEL Hotel, Motel, Other accomodation
: e FH  Faorf Hotel
HOTEL Hatel
+E OTHER  All other expenze types
[] %M@ TRAMSPORT Plane, Train, Bus, Other tran:

s Jooo2 1| [z Joo0s [6__

- [ Tresy International ELROPE (] & Expense categories
[ Tresy Intemnational 152 [1 @ CARRENTAL Rent a car
[ iEHOTEL Hotel, Motel, Other accomodation
© iee FH  Forf. Hotel
: HOTEL Haotel
| > OTHER Al other expense types
[1 ‘-@ TRANSPORT Plane. Train. Bus, Other tran:

Employees _ Show Repart

You can use wildcards (*) for your selection, example:
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Accounting Period Expense Date

6 ooz 1|7 _Jeous 5

[ Trezy International EUROPE ] ] Expenze categories
[ Trezy International LIS.A [] i@ CARRENTAL Rent a car
] >E| HOTEL Hotel, Motel, Other accomodation
1 ¢ e FH Faorf Hotel
{ b HOTEL Hotel
| > OTHER Al other expense types
[] %M@ TRAMSPORT Plane, Train, Bus, Other tran:

Employees _ Showw Repart

Typing ‘2*” in the Job Number textbox will display all expenses for all Job Numbers beginning with 2.
Typing ‘61*” in the Job Number textbox will display all expenses for all Job Numbers beginning with 61.

Oplms| button — displays / hides the “Tools” window
— shows a list of all Expense Reports concerned by the last displayed report.

Expense Report List

Frint Selected Show Exp. Report
142 Expense Reports
-3 Employee Mame Report Humber ﬂ
[T Bosch, Siemens 300-11046-030204171 63135
[T EBOUAL, MUSTI A00-12609-04 020417163135
[T Boufet, Jean-Pismne 3001127 405020411 63135
[T Bout, Piere Micolas 3001131 2-060204171 63135
[T BOUTIG, CHRIST 3001 420607020411 63135
[T BOUTIL, MATHIAS 300-14250-080204171 63135
[T Erague, Robert 300-17015-090204171 63136
[T Eras. &ntoine 300115131 0020411 631 36
[ ERETOM, POL 3001413211 020417163136
[T BROC&RT, ELLY 200152081 202041163136
[T |BRUME. LARLOMDE 300-15047-13020417163136
[T Bruze, Marie A00-111E7-14020411 631 36 =
[T | Cabron, Stephanie 300-11307-15020411 63136

Double-Click on one line or press the Q\@M% Report| button to display the corresponding expense
report.

Select one or more expense reports by checking the first cell on the corresponding line. Select / Deselect
all by pressing the 9eleet| button. Once you selected one or several lines, you can print the corresponding

expense reports by pressing the button.

Other options on the main screen are:

Bhow details|- shows all expenses for each employee
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Show totals| - shows only totals by employee

Print - prints the displayed sheet

Mail - mails the displayed sheet

Export to Excel - exports the displayed sheet to Excel (Excel has to be installed on the computer in
order for this to work)

Right click on a report line - if the line belongs to an expense report, a menu will appear to display the
corresponding report.
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6.10 Analysis tools - Expenses by trips

This report shows the expenses grouped by trips.

Expenses by trips

Show Details Show Totals Show Expenze Report list

Company prive =+ |
Expenses by trips
Accounting Month. From: 2.2004-3 To: 4.20041

Trip Number  Trip Description NCuDrnmb-L;r E:-If:b":e Employee Name Date ERrEiED Expenzse Description Cur;enc Amount Amount (EUR) f::;cth $:§r Operation Numb«
1755 Meeting in London 300 11238 Bares, Bernard 18/02/2004 PLANE  Plane fare EUR 255.00 255.00 2 2004 1228

1755 Meeting in London 300 11238 Bares, Bernard 18/02/2004 TRAIN  Train Fare EUR 400.00 40000 2 2004 1229

1755 Meeting in London 300 11238 Bares, Bernard 18/02/2004 HOTEL  Hotel EUR 2 2004 1230

1755 Meeting in London 300 11238 Bares, Bernard 18/02/2004 RENTCAF Rental car EUR 250.00 250000 2 2004 1231

1755 Meeting in London 300 11238 Bares, Bernard 02/03/2004 DINMER  Dinner GBP 50.00 76.86 2 2004 300-11238-18020
1755 Meeting in London 300 11238 Bares, Bernard 02/03/2004 HOTEL Hotel GBP 250.00 3432 2 2004 300-11238-18020
1755 Meeting in Londan 300 11238 Bares, Bernard 02/03/2004 LUNCH Lunch GBP 50.00 7686 2 2004 300-11238-18020
1755 Meeting in London 300 11238 Bares, Bernard 02/03/2004 TELEPHO Telephone GBP 20.00 Jn7s 2 2004 300-11238-18020
1755 Meeting in London 300 11238 Bares, Bernard 0200302004 TAXI Taxi EUR 150.00 15000 2 2004 300-11238-18020
1755 Meeting in London 300 11238 Bares, Bernard 10403/2004 DINNER  Dinner uso 100.00 9536 2 2004 300-11238-18020
1755 Meeting in London 300 11238 Bares, Bernard 10/03/2004 LUNCH Lunch EUR 25.00 2500 2 2004 300-11238-18020
1755 Meeting in London 300 11238 Bares, Bernard 10/03/2004 HOTEL Hotel EUR 100.00 10000 2 2004 300-11238-18020
1755 Meeting in London 300 11238 Bares, Bernard 10J03/2004 GW Group Meals EUR 60.00 6000 2 2004 300-11238-18020
1755 Meeting in London 300 11238 Bares, Bernard 10/03/2004 DINMER  Dinner EUR 100.00 10000 2 2004 300-11238-18020
1755 Meeting in London 300 11238 Bares, Bernard 10/03/2004 LUNCH  Lunch uso 25.00 2384 2 2004 300-11238-18020
1755 Meeting in Londan 300 11238 Bares, Bernard 10/03/2004 HOTEL Hotel uso 150.00 14303 2 2004 300-11238-18020
1755 Meeting in London 300 11238 Bares, Bernard 10/03/2004 HOTEL Hotel usoh 100.00 9536 2 2004 300-11238-18020
1755 Meeting in London 300 11238 Bares, Bernard 10403/2004 DINMER  Dinner EUR 25.00 2500 2 2004 300-11238-18020
Total trip 1755 2291.38

You can choose the period either by ‘Accounting Month, Year and Closure number’ or by ‘Expense date’,
by clicking on the appropriate button, in the “Tools” window.

If you chose the first option, you can select the desired period by typing the Month, Year and Closure (from
/ to) in the corresponding boxes. Click on the arrows or ) to go backward or forward. Click on
the button to display a list of all the closures, like shown below:

Accounting Periods

Ao, Ao, Clozure Dat
baonth | vear | Mumber ate nse categones

2002 1 29/07 /2002 \RRENTAL Rent a car

2002 27062002 ITEL Hotel, Motel, Other accomodation
2002 040542002 "HER All other expense types

2002 1705,/2002 VANSPORT  Plane, Train, Bus, Other tran:
2002 29/04/2002

2002 29/03/2002

2002 0103242002

Fm- 13/02/2002

Double-Click on the corresponding line to select it. The corresponding Month, Year and Closure Number
will be displayed in the white boxes above.

Select one or more companies to display only people belonging to these companies.
Select one or more expense categories in the expense categories list.
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Click on the
employee.

button to select an employee. The program will display only expenses for this

Employee list

Al Employess Prezent Employess
#-[J 1 - Extrem Sotware Usa Emplcyee List
#-[] 2 - Extrem Romania 5 T
=-[ 3 - Extrem France ﬁ&nrﬁbag;'" raﬂupmﬂt_'lr';E Emplopes Mame Prezent ﬂ
[ 360 - Extrem Marzeile —
[ 350 - Extrem Infarmatique ,
[ 330 - Grenoble Office 300 11523 Bean, Jean-Marie ez
] 320 - Lille Dffice 300 10932 Beier. Philippe es
[1310-Lyon Commercial Office| 300 11242 Bella, Pienette Yes
300 - Paris Dffice 300 11241 Bele, Elene Yes
#-[] 4 - Extrem Belgiurn
+ []5 - Extrem North Evrope 300 115428 Beller, &nna es
00 11326 Bernjo, Jozeph Yes
300 11204 Bert, Patrick es
< I 30 1971F  Baari Cohsis N j

2940742003 vl 28/08/2003 ~

[ Trezy International EUROPE [] El Expenze categories

[ Tresy International LISA -[H CARRENTAL Rent a car
HOTEL Hotel. Motel, Other accomodation
OTHER All other expense types
‘.. TRANSPORT Plane. Train. Bus, Other tran:

)

Select the From / To date by typing them in the corresponding boxes. Clicking on the down arrow of the
date boxes will display a calendar where you can select the desired date:

R juillet 2003 v

1 2 3 4 5 b
8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 5% 2% 2
28 29 30 A

T Today: 28/08/2003

If you want to display only certain Expense Categories, check the corresponding boxes then press the
RePOrt| button, as shown below:
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Accounting Period Expense Date

1 ooz o |7 Jeous 5

= Treay International ELROPE ] ] Expenze categories
O Tresy Intemational US4 [] i@ CARRENTAL Rent a car
>E| HOTEL Hotel, Motel, Other accomodation
: e FH  Faorf Hotel
HOTEL Hatel
+E OTHER  All other expenze types
[] %M@ TRAMSPORT Plane, Train, Bus, Other tran:

s Jooo2 1| [z Joo0s [6__

- [ Tresy International ELROPE (] & Expense categories
[ Tresy Intemnational 152 [1 @ CARRENTAL Rent a car
[ iEHOTEL Hotel, Motel, Other accomodation
© iee FH  Forf. Hotel
: HOTEL Haotel
OTHER Al other expense types
[1 ‘-@ TRANSPORT Plane. Train. Bus, Other tran:

Employees _ Show Repart

You can use wildcards (*) for your selection, example:
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Accounting Period Expense Date

6 ooz 1|7 _Jeous 5

[ Trezy International EUROPE ] ] Expenze categories
[ Trezy International LIS.A [] i@ CARRENTAL Rent a car
] >E| HOTEL Hotel, Motel, Other accomodation
1 ¢ e FH Faorf Hotel
{ b HOTEL Hotel
| > OTHER Al other expense types
[] %M@ TRAMSPORT Plane, Train, Bus, Other tran:

Employees _ Showw Repart

Typing ‘2*” in the Job Number textbox will display all expenses for all Job Numbers beginning with 2.
Typing ‘61*” in the Job Number textbox will display all expenses for all Job Numbers beginning with 61.

Oplms| button — displays / hides the “Tools” window
— shows a list of all Expense Reports concerned by the last displayed report.

Expense Report List

Frint Selected Show Exp. Report
142 Expense Reports
-3 Employee Mame Report Humber ﬂ
[T Bosch, Siemens 300-11046-030204171 63135
[T EBOUAL, MUSTI A00-12609-04 020417163135
[T Boufet, Jean-Pismne 3001127 405020411 63135
[T Bout, Piere Micolas 3001131 2-060204171 63135
[T BOUTIG, CHRIST 3001 420607020411 63135
[T BOUTIL, MATHIAS 300-14250-080204171 63135
[T Erague, Robert 300-17015-090204171 63136
[T Eras. &ntoine 300115131 0020411 631 36
[ ERETOM, POL 3001413211 020417163136
[T BROC&RT, ELLY 200152081 202041163136
[T |BRUME. LARLOMDE 300-15047-13020417163136
[T Bruze, Marie A00-111E7-14020411 631 36 =
[T | Cabron, Stephanie 300-11307-15020411 63136

Double-Click on one line or press the Q\@M% Report| button to display the corresponding expense
report.

Select one or more expense reports by checking the first cell on the corresponding line. Select / Deselect
all by pressing the 9eleet| button. Once you selected one or several lines, you can print the corresponding

expense reports by pressing the button.
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Other options on the main screen are:
Show details - shows all expenses for each employee

Show totals - shows only totals by employee

Print - prints the displayed sheet

Mail - mails the displayed sheet

Export to Excel - exports the displayed sheet to Excel (Excel has to be installed on the computer in
order for this to work)

Right click on a report line - if the line belongs to an expense report, a menu will appear to display the
corresponding report.
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6.11 Analysis tools - Expenses by expense type

This report shows the expenses grouped by expense type.

Expenses by expense types

Show Detailz Show Totals Show Espenze Report ligt

Company privé =+ |
Expenses by expense type
Accounting Month. From: 2.2004-3 To: 4.2004-1
E’;_Tplse Expense Description Date Cu';;en Amount Amount (EUR) Ncuummhpe.r E:fl_l:b":e Employee Name Trip NB|  Job Number | Department Agtnzg l:!qncncth ?:;
PERSCAR Perzonal car 02/02/2004 EUR 120.00 120000 300 11285 Dorsedou, Giles 11285 100-R2838 150 X150 2 200
PERSCAR  Perzonal car 01/02/2004 EUR 120.00 120000 300 1133 ALBIN, ILHAM 1133 100-00941 150 HH150 2 200
PERSCAR Perzonal car 01/02/2004 EUR 120.00 120000 300 1133 ALBIN, ILHAM 1133 100-00941 150 X150 Z 200
PERSCAR  Personal car 01/02/2004 EUR 120.00 120000 300 10858 Bobo, Maman 10858 100-A4501 121 X180 2 200
PERSCAR  Perzonal car 01/02/2004 EUR 120.00 120000 300 11254 Cochon, Pierre 11254 100-R2758 003 XH2N Z 200
PERSCAR Perzonal car 01/02/2004 EUR 120.00 120,00 300 11078 Dionis, Veroa 11076 100-R2532 5585 Y100 2 200
PERSCAR Perzonal car 01/02/2004 EUR 120.00 120000 300 1133 ALBIN, ILHAM 1133 100-00941 150 X150 2 200
PERSCAR  Perzonal car 01/02/2004 EUR 120.00 120000 300 1133 ALBIN, ILHAM 1133 100-00941 150 HH150 2 200
PERSCAR Perzonal car 01/02/2004 EUR 120.00 120000 300 10858 Bobo, Maman 10858 100-44501 121 X180 Z 200
Total PERSCAR 20 755.45

You can choose the period either by ‘Accounting Month, Year and Closure number’ or by ‘Expense date’,
by clicking on the appropriate button, in the “Tools” window.

If you chose the first option, you can select the desired period by typing the Month, Year and Closure (from
/ to) in the corresponding boxes. Click on the arrows or ) to go backward or forward. Click on
the button to display a list of all the closures, like shown below:

Accounting Periods
Ao, Ao, Clozure Date =
baonth | vear | Mumber nse categones

7 2002 1 29/07 /2002 \RRENTAL Rent a car
2002 27062002 ITEL Hotel, Motel, Other accomodation
2002 040542002 "HER All other expense types
2002 1705,/2002 VANSPORT  Plane, Train, Bus, Other tran:
2002 29/04/2002
2002 29/03/2002
2002 0103242002

Fm- 13/02/2002

Double-Click on the corresponding line to select it. The corresponding Month, Year and Closure Number
will be displayed in the white boxes above.

Select one or more companies to display only people belonging to these companies.
Select one or more expense categories in the expense categories list.

Click on the
employee.

@S| button to select an employee. The program will display only expenses for this

EXTREM SOFTWARE
Page 134



EXTREM User Manual

Employee list

Al Employess Prezent Employess
#-[J 1 - Extrem Sotware Usa Emplcyee List
#-[] 2 - Extrem Romania
=-[ 3 - Extrem France Eﬁanrﬁbag;'" EraﬂuprLﬂér';E Emplopes Mame Prezent ﬂ
[ 360 - Extrem Marzeile —
[ 350 - Extrem Infarmatique ,
[ 330 - Grenoble Office 300 11523 Bean, Jean-Marie ez
] 320 - Lille Dffice 300 10932 Beier. Philippe es
[1310-Lyon Commercial Office| 300 11242 Bella, Pienette Yes
300 - Paris Dffice 300 11241 Bele, Elene Yes
#-[] 4 - Extrem Belgiurn
+ []5 - Extrem North Evrope 300 115428 Beller, &nna es
00 11326 Bernjo, Jozeph Yes
300 11204 Bert, Patrick es
< I 30 1971F  Baari Cohsis N j

Accounting Period Expenze Date

2940772003 ~ | 28/08/2003 ~

[ Tresy Intemational EUROPE
[ Trezy International USA,

] & Expenze categories

[ @ CARREMTAL Rent a car

] HOTEL Hotel. Motel, Other accomodation
| OTHER All other expense types

[1 i@ TRANSPORT Plane. Train. Bus, Other tran:

Employees _ Show Feport

Select the From / To date by typing them in the corresponding boxes. Clicking on the down arrow of the
date boxes will display a calendar where you can select the desired date:

A juillet 2003 i

1 2 3 4 5 6
F 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 2% 27
28 29 30 AN

T Today: 28/08/2003

display only certain Expense Categories, check the corresponding boxes then press the
button, as shown below:
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Accounting Period Expense Date

1 ooz o |7 Jeous 5

= Treay International ELROPE ] ] Expenze categories
O Tresy Intemational US4 [] i@ CARRENTAL Rent a car
>E| HOTEL Hotel, Motel, Other accomodation
: e FH  Faorf Hotel
HOTEL Hatel
+E OTHER  All other expenze types
[] %M@ TRAMSPORT Plane, Train, Bus, Other tran:

s Jooo2 1| [z Joo0s [6__

- [ Tresy International ELROPE (] & Expense categories
[ Tresy Intemnational 152 [1 @ CARRENTAL Rent a car
[ iEHOTEL Hotel, Motel, Other accomodation
© iee FH  Forf. Hotel
: HOTEL Haotel
| > OTHER Al other expense types
[1 ‘-@ TRANSPORT Plane. Train. Bus, Other tran:

Employees _ Show Repart

You can use wildcards (*) for your selection, example:
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Accounting Period Expense Date

6 ooz 1|7 _Jeous 5

[ Trezy International EUROPE ] ] Expenze categories
[ Trezy International LIS.A [] i@ CARRENTAL Rent a car
] >E| HOTEL Hotel, Motel, Other accomodation
1 ¢ e FH Faorf Hotel
{ b HOTEL Hotel
| > OTHER Al other expense types
[] %M@ TRAMSPORT Plane, Train, Bus, Other tran:

Employees _ Showw Repart

Typing ‘2*” in the Job Number textbox will display all expenses for all Job Numbers beginning with 2.
Typing ‘61*” in the Job Number textbox will display all expenses for all Job Numbers beginning with 61.

Oplms| button — displays / hides the “Tools” window
Show Expense Report List| — shows a list of all Expense Reports concerned by the last displayed report.

Expense Report List

Select Prirt Selected Show Exp. Repart
183 Expense Reports
- Employee Hame Report Humber ﬂ
[ Eloc, Piere A00-11537-280204171 2227 J
[T Dinter, Michel A00-11267-27 020417 20235
[T EL&L, OLe 30011661 -27 020417 20233
[T Cler, Michel A00-11261-27 020417 20234
[T EBL&U, OLIVe 0011661 -27 0204171 2227
[T Devalho, Cici 300-11063-26020417 20235
[T Elanche, Meige 300-11524-26020417 20233
[T Claire, Regis A00-11342-26020417 20234
[T Elanche, Meige A00-11524-260204171 2227
[T Destray, Lubin 0011533 25020417 20235
™ Billy, Crawford 300-11347-25020417 20233
[T CHOISY, MARC A00-20070-25020417 20234 j

Double-Click on one line or press the W% R%tl button to display the corresponding expense
report.

Select one or more expense reports by checking the first cell on the corresponding line. Select / Deselect
all by pressing the eleéet| button. Once you selected one or several lines, you can print the corresponding

expense reports by pressing the button.

Other options on this screen are:
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Show details| - shows all expenses for each employee
Show totals - shows only totals by employee

Print - prints the displayed sheet

Mail - mails the displayed sheet

Export to Excel - exports the displayed sheet to Excel (Excel has to be installed on the computer in
order for this to work)

Right click on a report line - if the line belongs to an expense report, a menu will appear to display the
corresponding report.
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6.12 Analysis tools - Employee list

The following report displays a list of employees, selected according to certain criteria.

Employee List

All people Prezent People ‘with Cards General information Bank Accounts CARD infarmation Print, bail...

w1 - Extrem Sotware Usa ]
- 2 - Extrem Romania .
=[] 3 - Extrem France EmploYee LISt _
[ 360 - Extrem Marseille
[ 350 - Extrem Infarmatique
[0 330 - Grenable Office ELn )| En i =D Employee Name =t EnIlED E-Mail Address Present | Datein Date Out
D 320 - Lille Office Number | Number Balance Account
[ 310 - Lyon Commercial Office| 300 1133 ALBIN, ILHAM 40.00 1133.ACC  ILHAM. ALBIN@free. fr Yes | 0102000 20/05/2003
300 - Pariz Office 300 11527 AMAR, RACHID 40,00 11527 ACC RACHID AMAR@free. fr Yez  06/0G2002
* D 4 - Extrem B elgium 300 11588 AOSS0, MARIELLE 40.00 11588.ACC MARIELLE.AQSSO@free fr ez 30/01/2003
[ 5 - Extrem Morth Europe 300 11577 ARBAGIC, BATIR 40.00 11577.ACC BATIR ARBAGIC@free.fr res 041202002
300 11085 Assa, Seed 40.00 11085.ACC Seed Aszsa@free.fr ez
300 11003  A=zyme, Malain 40.00 11003.ACC Malain. Azyme@free fr Yes
300 11315 Attira, Minar 40.00 11315.ACC  Minar.Attira@ free. fr ez
300 11588 Ay, Ahmed 40.00 11569.ACC Ahmed. Ay@free fr res 18M1/2002
300 1123% Barbe, Bleu 40.00 11235.ACC Bleu.Barbe@free. fr ez 24/05/2002
300 11238 Bares, Bernard 163.44 11238 ACC Bernard.Bares@free.fr ez
300 11571  Baudocgue, Alain 20.00 11571.ACC  Alain.Baudocque@free.fr Yes 08M1/2002
300 10868 Baut, Leon 20.00 10888 ACC Leon.Baut@free. fr ez
300 11246  Baveur, Michel 20.00 11248 ACC Michel Baveur@free. fr Yes
ann 11572 Rean lean-Marie 200N 11572 ACC  lean-Marie Reani® free fr Wes  ZAMAITING

Click on the right button to hide/display the company list.
Click on one or more companies to display only people belonging to the selected companies.

Possible options are:
Display people:

= All people| - displays all employees, present or not

= Present People| - displays only present employees
. - display only employees having a company card

Display data

= General information| - displays employee general information (cash balance, email address, etc.)

. - displays employee bank accounts

= Card information| - displays card information for employees with cards

APprovers| - displays the approvers for each employee

Other options on this screen are:
Print - prints the displayed sheet
Mail - mails the displayed sheet
Export to Excel - exports the displayed sheet to Excel (Excel has to be installed on the computer in
order for this to work)
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6.13 Analysis tools - Reimbursements

If you need to consult the reimbursement history, the next screen will show you that:

Reimbursements by employee

Show Detals || Show Totals || Include eurert P, Mail.
Company private -l
Reimbursements by employee
Accounting Month. From: 2.2004-2 To: 4.2004-1
Company - Employee Exchange X . Acec. Acc.
T P Employee Name Date Currency Amount — Amount (EUR) Paid By Check Mumber Reimburzement Number D e
300 2084 ANDRIES, ALAIN 04/04/2004 EUR 40.00 1.000000 40.00 Employee  Cash REIMB-0404041120201
300 2084 ANDRIES, ALAIN 1TINZIZ2004 EUR 35950.00 1.000000 3980.00 Company Bank Tranzfer  REIMB-170204!165552 2 2004
Total 300-2084 3 940.00 Company
300 11588 AOSS0, MARELLE 17/02/2004 EUR 3580.00 1.000000 3580.00 Company  BankTransfer REIMB-170204185552 2 2004
300 11577 ARBAGIC, BATIR 1TINZIZ2004 EUR 35950.00 1.000000 35980.00 Company Bank Tranzfer  REIMB-170204!165552 2 2004

You can choose the period either by ‘Accounting Month, Year and Closure number’ or by ‘Expense date’,
by clicking on the appropriate button, in the “Tools” window.

If you chose the first option, you can select the desired period by typing the Month, Year and Closure (from
/ to) in the corresponding boxes. Click on the arrows or ) to go backward or forward. Click on
the button to display a list of all the closures, like shown below:

Accounting Periods
A, A, Clozure Date 5
bonth | “Year | Mumber nze caltegones

2002 294072002 \RRENTAL Rent a car

2002 27062002 ITEL Hotel. Motel, Other accomodation
2002 30/05,/2002 "HER All other expense types

2002 17/05,/2002 IANSPORT  Plane, Train, Bus, Other tran:
2002 29/04,/2002

2002 29/03/2002

2002 01./03/2002

1940242002

Double-Click on the corresponding line to select it. The corresponding Month, Year and Closure Number
will be displayed in the white boxes above.

Select one or more companies to display only people belonging to these companies.
Select one or more expense categories in the expense categories list.

Click on the
employee.

eS| button to select an employee. The program will display only expenses for this
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Employee list

Al Employess Prezent Employess
#-[J 1 - Extrem Sotware Usa Emplcyee List
#-[] 2 - Extrem Romania
=-[ 3 - Extrem France Eﬁanrﬁbag;'" EraﬂuprLﬂér';E Emplopes Mame Prezent ﬂ
[ 360 - Extrem Marzeile —
[ 350 - Extrem Infarmatique ,
[ 330 - Grenoble Office 300 11523 Bean, Jean-Marie ez
] 320 - Lille Dffice 300 10932 Beier. Philippe es
[1310-Lyon Commercial Office| 300 11242 Bella, Pienette Yes
300 - Paris Dffice 300 11241 Bele, Elene Yes
#-[] 4 - Extrem Belgiurn
+ []5 - Extrem North Evrope 300 115428 Beller, &nna es
00 11326 Bernjo, Jozeph Yes
300 11204 Bert, Patrick es
< I 30 1971F  Baari Cohsis N j

2940772003 ~ | 28/08/2003 ~

[ Tresy Intemational EUROPE
[ Trezy International USA,

] & Expenze categories

[ @ CARREMTAL Rent a car

] HOTEL Hotel. Motel, Other accomodation
| OTHER All other expense types

[1 i@ TRANSPORT Plane. Train. Bus, Other tran:

Employees _ Show Feport

Select the From / To date by typing them in the corresponding boxes. Clicking on the down arrow of the
date boxes will display a calendar where you can select the desired date:

A juillet 2003 i

1 2 3 4 5 6
F 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 2% 27
28 29 30 AN

T Today: 28/08/2003

S| button — displays / hides the “Tools” window
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The report includes only reimbursements done in the selected period. If you want to include

reimbursements done after the last closure, select the “Include current reimbursements’ option, then
click on the ‘Show report’ button.

Other options on this screen are:

Show details| - shows all reimbursements for each employee

Show totals| - shows only totals by employee
Print - prints the displayed sheet
Mail - mails the displayed sheet

Export to Excel - exports the displayed sheet to Excel (Excel has to be installed on the computer in
order for this to work)

Right click on a report line - a menu will appear to display the corresponding reimbursement.
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6.14 Analysis tools — Expenses by Vendor

This report shows the expenses grouped by vendor / travel agent.

By Vendor Report

Options _ Show Details Show Totals

Company private
Expenses by vendor
Accounting Month. From: 2.2004-4 To: 4.2004-1

300-11238 Bares, Bernard /

TS .. | Company Employee .

Vendor Name (Days/ Amount (EUR) | Expense description Employee Name Date Report / PO Number Operation Type

Nights/___} Number | Number
AMEX American Express 5 60.00 Hotel 300 11238  Bares, Bernard 11/02/2004  300-11238-110204!112227 ExpenzeReport
AMEX American Express 4 20.00 Car Rental 300 11238  Bares, Bernard 11/02/2004  300-11238-110204!1112227 ExpenseReport
AMEX American Express 100.00 Parking 300 11238  Bares, Bernard 11/02/2004 300-11238-110204!112227 ExpenzeReport
AMEX American Express 120.00 Perzonal car 300 11238  Bares, Bernard 11/02/2004  300-11238-110204!112227 ExpenzeReport
AMEX American Express 5 §0.00 Hotel 300 11238  Bares, Bernard 11/02/2004  300-11238-1102041120232 ExpenseReport
AMEX American Express 4 20.00 Car Rental 300 11238  Bares, Bernard 11/02/2004 300-11238-110204!120232 ExpenzeReport
AMEX American Express 100.00 Parking 300 11238  Bares, Bernard 11/02/2004  300-11238-110204!120232 ExpenzeReport
AMEX American Express 120.00 Perzonal car 300 11238  Bares, Bernard 11/02/2004  300-11238-1102041120232 ExpenseReport
AMEX American Express 18 720.00
IB1S 10 143.03 Hotel 300 11238  Bares, Bernard 18/02/2004  300-11238-1802041180213 ExpenseReport
IBIS 10 143.03

You can choose the period either by ‘Accounting Month, Year and Closure number’ or by ‘Expense date’,
by clicking on the appropriate button, in the “Tools” window.

If you chose the first option, you can select the desired period by typing the Month, Year and Closure (from
/ to) in the corresponding boxes. Click on the arrows or ) to go backward or forward. Click on
the button to display a list of all the closures, like shown below:

Accounting Period Expenze Date

Clozure Date =
Murnber nse categones

29407 /2002 \RRENTAL Rent a car

27062002 ITEL Hotel, Motel, Other accomodation
040542002 "HER All other expense types

1705,/2002 IANSPORT  Plane, Train, Bus, Other tran:
29/04/2002

29/03/2002

0103242002

194022002

T2 [ R TS ) B ) B N |

Double-Click on the corresponding line to select it. The corresponding Month, Year and Closure Number
will be displayed in the white boxes above.

Select one or more companies to display only people belonging to these companies.
Select one or more expense categories in the expense categories list.

Click on the
employee.

@S| button to select an employee. The program will display only expenses for this
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Employee list

Al Employess Prezent Employess
#-[J 1 - Extrem Sotware Usa Emplcyee List
#-[] 2 - Extrem Romania
=-[ 3 - Extrem France Eﬁanrﬁbag;'" EraﬂuprLﬂér';E Emplopes Mame Prezent ﬂ
[ 360 - Extrem Marzeile —
[ 350 - Extrem Infarmatique ,
[ 330 - Grenoble Office 300 11523 Bean, Jean-Marie ez
] 320 - Lille Dffice 300 10932 Beier. Philippe es
[1310-Lyon Commercial Office| 300 11242 Bella, Pienette Yes
300 - Paris Dffice 300 11241 Bele, Elene Yes
#-[] 4 - Extrem Belgiurn
+ []5 - Extrem North Evrope 300 115428 Beller, &nna es
00 11326 Bernjo, Jozeph Yes
300 11204 Bert, Patrick es
< I 30 1971F  Baari Cohsis N j

Accounting Period Expenze Date

2940772003 ~ | 28/08/2003 ~

[ Tresy Intemational EUROPE
[ Trezy International USA,

] & Expenze categories

[ @ CARREMTAL Rent a car

] HOTEL Hotel. Motel, Other accomodation
| OTHER All other expense types

[1 i@ TRANSPORT Plane. Train. Bus, Other tran:

Employees _ Show Feport

Select the From / To date by typing them in the corresponding boxes. Clicking on the down arrow of the
date boxes will display a calendar where you can select the desired date:

A juillet 2003 i

1 2 3 4 5 6
F 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 2% 27
28 29 30 AN

T Today: 28/08/2003

display only certain Expense Categories, check the corresponding boxes then press the
button, as shown below:
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Accounting Period Expense Date

1 ooz o |7 Jeous 5

= Treay International ELROPE ] ] Expenze categories
O Tresy Intemational US4 [] i@ CARRENTAL Rent a car
>E| HOTEL Hotel, Motel, Other accomodation
: e FH  Faorf Hotel
HOTEL Hatel
+E OTHER  All other expenze types
[] %M@ TRAMSPORT Plane, Train, Bus, Other tran:

s Jooo2 1| [z Joo0s [6__

- [ Tresy International ELROPE (] & Expense categories
[ Tresy Intemnational 152 [1 @ CARRENTAL Rent a car
[ iEHOTEL Hotel, Motel, Other accomodation
© iee FH  Forf. Hotel
: HOTEL Haotel
| > OTHER Al other expense types
[1 ‘-@ TRANSPORT Plane. Train. Bus, Other tran:

Employees _ Show Repart

You can use wildcards (*) for your selection, example:
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I Accounting Period Expense Date

6 ooz 1|7 _Jeous 5

[ Trezy International EUROPE ] ] Expenze categories

[ Trezy International LIS.A [] i@ CARRENTAL Rent a car
] >E| HOTEL Hotel, Motel, Other accomodation
[] § = FH Forf Hotel
HOTEL Hotel
| > OTHER Al other expense types
[ ‘@ TRAMSPORT Plane. Train, Bus, Other tran:

Employees _ Showw Repart

Typing ‘2*” in the Job Number textbox will display all expenses for all Job Numbers beginning with 2.
Typing ‘61*” in the Job Number textbox will display all expenses for all Job Numbers beginning with 61.
Other options on this screen are:

- displays / hides the “Tools” window

- shows all expenses for each employee

- shows only totals by employee

Print - prints the displayed sheet

Mail - mails the displayed sheet

Export to Excel - exports the displayed sheet to Excel (Excel has to be installed on the computer in
order for this to work)

Right click on a report line - if the line belongs to an expense report, a menu will appear to display the
corresponding report.
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6.15 Analysis tools — Cash position / History

The following screen will show the cash and bank positions for the different currencies you have, and also
the history of the transactions for these currencies:

Cash History

Exit Currency Show Report Show Detailz Shaow Balances Only - Money In # Out

COmpaEny farive = |
Cash History
. . . Employes

Currency Cash  Operation date  Amount Paid By Balance Op. Type Oprer ation Mumber Mumber Employes Matme Comment T

ELUR Cash 7 684.53

GBP Cash §00.00

IRFR Cash 0.00

KIT Cash 4 000.00 -
| o[
[F!ead_v

You can display only the balances by choosing the Show balances only| option.
If the option “Track Bank Position” is activated, the program will also display the bank balances.
Show details| to display the history of all the transactions.

Cash History
Currehicy Show Repart Shaw Details Show Balances Only Money In /£ Out Fritt, bail..
Company private = |
Cash History
. X . Employee
Currency Cash |Operation date  Amount Paid By Balance Op. Type Operation Number Number Employee Name Comment
EUR Cash 170212004 - 50.00 Company -210 750.00 Advance 1657 300-11569 Ay, Ahmed
EUR Cash 1TI0Z2/2004 -100.00 Company -210 850.00 Advance 1658 300-11588 Ay, Ahmed
EUR Cash 170212004 - 50.00 Company -210 %00.00 Advance 1659 300-1123% Barbe, Bleu
EUR Cash 1TI0Z2/2004 -100.00 Company -211 000.00 Advance 1660 300-11239 Barbe, Bleu
EUR Cash 170212004 250 000.00 39 000.00 Manual an-1702041165435 300-71244 PALARAN, BO
EUR Cash 17/02/2004 2 500.00 Employse 41 500.00 Reimbursement REIMB-17020416574% 300-20235 CHICHA, ALl
EUR Cash 18/02/2004 -300.00 Company 41 200.00 Advance 1661 300-11238 Bares, Bernard
EUR Cash 18/02/2004 2 500.00 Employse 43 700.00 Reimbursement REIMB-1802041225308 300-31802 Duboiz, Aude
EUR Cash 180212004 2 500.00 Employee 45 200.00 Reimbursement REIMB-1802048122532 300-32273 DUR, JACQUES-OLNIER
EUR Cash 18/02/2004 - 50.00 Company 45 150.00 Adwvance 1663 300-1133 ALBIN, ILHAK
EUR Cash 180202004 - 100.00 Company 45 050.00 Advance 1664 300-1133 ALBIN, ILHAM
EUR Cash 18/02/2004 - 50.00 Company 45 000.00 Advance 1665 300-11527 AMAR, RACHID
EUR Cash 180202004 - 100.00 Company 45 500.00 Advance 1666 300-11527 AMAR, RACHID
EUR Cash 18/02/2004 - 50.00 Company 45 850.00 Adwvance 1667 300-2084 ANDRIES, ALAIN —
EUR Cash 180202004 - 100.00 Company 45 750.00 Advance 1668 300-2084 ANDRIES, ALAIN

You can select a single currency by typing its code in the currency box, then hitting ‘Return’ or pushing the
) Report| button. You can also display a list of currencies by clicking on the Lukt@ngy| button and then
select the desired one in that list:
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Currencies
Currency LIST
Currercy Courtry Dezcription ﬂ
ELIR Europe ELURO
SEF ROvALIME-LUMIS LIWRE STERLIMG
IRF [RAMN DIMAR [RAMIEM
kKZT kFAZAKHSTAM  Tengue
LvD LvEIE DIMAR LYEIEM
beA [ bARDC DIRHAR MARDCAIM
HOF. HORYEGE COUROMME MORWEGIEMME
PLM POLOGME POLAMD ZLOTY
ROL ROUMAMIE LEI ROURMAIM —
RUE RUSSIE RUSSIaM ROUBLE
TRL TURGUIE TURKISH LIRA, j

Right click on one of the report’s lines. A menu will be displayed, enabling you to visualize the details of
the transaction.

You can record here the mput/output manual transactlons for cash or bank accounts. For this, click the

Cash History

Cumency Show Details Show Balances Only m Money [n / Out

Company private
Cash History
Cash / Bank
Currency = Cash  Operation date  Amount Paid By Balance EUR - - 15 658.64 ;

EUR Cash 1TI0Z2IZ2004 - 50.00 Company -210 750.00 Advan
EUR Cash 170242004 - 100.00 Company -210 850.00 Adwvan
EUR Cash 1TI0Z2IZ2004 - 50.00 Company -210 500.00 Advan
EUR Cash 170242004 - 100.00 Company -211 000.00 Advancg
EUR Cash 1TI0Z2IZ2004 250 000.00 35 000.00 Manual Hﬂn 1702041165435 300-T1244 PALF\RAN BO
EUR Cash 170242004 2 500.00 Employse 41 500.00 Reimbursement REIMB-17020416574% 300-20235% CHICHA, AL
EUR Cash 18/02/2004 -300.00 Company 41 200.00 Advance 1661 300-11238 Bares, Bernard
EUR Cash 18/02/2004 2 500.00 Employse 43 700.00 Reimbursement REIMB-1802041122508 300-31802 Duboiz, Aude
EUR Cash 180212004 2 500.00 Employse 45 200.00 Reimbursement REIMB-1802041 22532 300-32273 DUR, JACQUES-OLNIER
EUR Cash 18/02/2004 - 50.00 Company 45 150.00 Adwvance 1663 300-1133 ALBIN, ILHAM

Choose the transaction type (‘Cash’ or ‘Bank’) in the first list, select the currency in the second, then type
the amount in the corresponding case and click on the $ave| button. Type a positive amount when you make
a deposit, a negative one when you withdraw money.

Other options on this screen are:

Print - prints the report that is displayed

Mail - mails the report that is displayed

Export to Excel - exports the list to Excel (Excel has to be installed on the computer in order for this to
work)
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6.16 Analysis tools — Travel Analysis

This report shows the expenses grouped by vendor / travel agent, filtered by different criteria such as the
Expense category, City From, City To, Vendor or Travel Agent, etc.

Travel Analysis Report

Accounting Month. From: 2.2004-5 To: 4.20041

Amount Expense

Ticket | Comp. |Employee

T

(Day

Vendor Name (EUR) — City From City To Date T e e Employee Name Report / PO Number Night:
3
CO CONTINENTAL 345.00 Plane fare Mew York-USA |Houston - USA 19/02/2004 | OW 300 32263 |DURPONT, NATHALIE Mza7
CO CONTINENTAL 250.00 Plane fare Houston - USA | Pariz - FR 19/02/2004 | OW 300 32263 |DURPONT, NATHALIE fz38
CO CONTINENTAL 1 196.00 b
SNCF SNCF 250.00 | Train Fare PARIS - FR Le Hawre - FR 02/04/2004 | RT 300 11541 | Elazen, Mimi M247
SNCF SNCF 500.00 Train Fare PARIS - FR LONDON - UK 20403/2004  RT I 300 II 11536 |Elert, Celine 245
SNCF SNCF 500.00 | Train Fare Pariz - FR Lyon - FR 12/03/2004 | RT 300 11278 |ELY, Marie M243
SNCF SNCF 500.00 Train Fare Pariz - FR Lyon - FR 19/02/2004 | OW 300 11278 |ELY, Marie M23z
SNCF SNCF 450.00 Train Fare Lyon - FR Pariz - FR 19/02/2004 | OW 300 11278 |ELY, Marie 233
SNCF SNCF 2 200.00

You can choose the period either by ‘Accounting Month, Year and Closure number’ or by ‘Expense date’,
by clicking on the appropriate button, in the “Tools” window.

If you chose the first option, you can select the desired period by typing the Month, Year and Closure (from
/ to) in the corresponding boxes. Click on the arrows or ) to go backward or forward. Click on
the button to display a list of all the closures, like shown below:

Accounting Period Expenze Date

Accounting Periods

Fi¥eled Ao
blonth | vear

Clozure

Humber Date

nze categories

7 2002
2002
2002
2002

1

28/07 2002
270642002
30/05/2002
17/05/2002

\RRENTAL Rent a car

ITEL Hotel, Motel, Other accomodation
"HER All other expense types
VANSPORT  Plane, Train, Bus, Other tran:

2002
2002
2002

Fm-

234042002
23/03/2002
M A03/2002

1940242002

Double-Click on the corresponding line to select it. The corresponding Month, Year and Closure Number
will be displayed in the white boxes above.

Select one or more companies to display only people belonging to these companies.
Select one or more expense categories in the expense categories list.

Click on the
employee.

eS| button to select an employee. The program will display only expenses for this
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Employee list

Al Employess Prezent Employess
#-[J 1 - Extrem Sotware Usa Emplcyee List
#-[] 2 - Extrem Romania
=-[ 3 - Extrem France Eﬁanrﬁbag;'" EraﬂuprLﬂér';E Emplopes Mame Prezent ﬂ
[ 360 - Extrem Marzeile —
[ 350 - Extrem Infarmatique ,
[ 330 - Grenoble Office 300 11523 Bean, Jean-Marie ez
] 320 - Lille Dffice 300 10932 Beier. Philippe es
[1310-Lyon Commercial Office| 300 11242 Bella, Pienette Yes
300 - Paris Dffice 300 11241 Bele, Elene Yes
#-[] 4 - Extrem Belgiurn
+ []5 - Extrem North Evrope 300 115428 Beller, &nna es
00 11326 Bernjo, Jozeph Yes
300 11204 Bert, Patrick es
< I 30 1971F  Baari Cohsis N j

Accounting Period Expenze Date

2940772003 ~ | 28/08/2003 ~

[ Tresy Intemational EUROPE
[ Trezy International USA,

] & Expenze categories

[ @ CARREMTAL Rent a car

] HOTEL Hotel. Motel, Other accomodation
| OTHER All other expense types

[1 i@ TRANSPORT Plane. Train. Bus, Other tran:

Employees _ Show Feport

Select the From / To date by typing them in the corresponding boxes. Clicking on the down arrow of the
date boxes will display a calendar where you can select the desired date:

A juillet 2003 i

1 2 3 4 5 6
F 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 2% 27
28 29 30 AN

T Today: 28/08/2003

display only certain Expense Categories, check the corresponding boxes then press the
button, as shown below:
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Accounting Period Expense Date

1 ooz o |7 Jeous 5

= Treay International ELROPE ] ] Expenze categories
O Tresy Intemational US4 [] i@ CARRENTAL Rent a car
>E| HOTEL Hotel, Motel, Other accomodation
: e FH  Faorf Hotel
HOTEL Hatel
+E OTHER  All other expenze types
[] %M@ TRAMSPORT Plane, Train, Bus, Other tran:

s Jooo2 1| [z Joo0s [6__

- [ Tresy International ELROPE (] & Expense categories
[ Tresy Intemnational 152 [1 @ CARRENTAL Rent a car
[ iEHOTEL Hotel, Motel, Other accomodation
© iee FH  Forf. Hotel
: HOTEL Haotel
| > OTHER Al other expense types
[1 ‘-@ TRANSPORT Plane. Train. Bus, Other tran:

Employees _ Show Repart

You can use wildcards (*) for your selection, example:
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I Accounting Period Expense Date

6 ooz 1|7 _Jeous 5
[ <o M <> [ o | [ << M <> W oos

[ Trezy International EUROPE ] ] Expenze categories

[ Trezy International LIS.A [] i@ CARRENTAL Rent a car
] >E| HOTEL Hotel, Motel, Other accomodation
[1 : == FH Forf Hotel
© ‘e HOTEL Hatel
| > OTHER Al other expense types
[ @ TRANSPORT Plane. Train, Bus. Other tran:

Employees _ Showw Repart

Typing ‘2*” in the Job Number textbox will display all expenses for all Job Numbers beginning with 2.
Typing ‘61*” in the Job Number textbox will display all expenses for all Job Numbers beginning with 61.

You can choose the City From / City To, by typing the city name in the corresponding textbox. Click on the
City From)| or City To| button to display a list of all cities where you can select the desired one.

CITIES
City Courtry ﬂ
i
Cannes FR
Lille FF
Lyan FR
M arzeile FR
Mantes FR
Mice FR
Fariz FR
St Mazaire FR
Milan IT
Fome IT
Arad RO |

Other options on this screen are:
- displays / hides the “Tools” window
- shows all expenses for each employee

- shows only totals by employee

- prints the displayed sheet

Mail - mails the displayed sheet

Export to Excel - exports the displayed sheet to Excel (Excel has to be installed on the computer in
order for this to work)
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7. Connected Users

This screen is only available for users who have administrator rights. It displays a list of the users
connected to the system.

You can use it to send a message to one or more users, to stop one or more users, or to shut down the whole
system.

hetvevsers
Connected Users

Module IF Address MHetwork, U ser LOG User Computer Hame Connected Since Action | ListenPort E]

TimeSheet 172.22.178.36 bpa PaLARAN, BO PCOD424 13/02/2004 10:27 O 1410

[ Refrezh List

Message lo send

Send Meszage

[ Stop Selected Users ]

[ Shut Down System ]

To send a message, type the message text in the white rectangle, select the users you want the message to
be sent to and then click on the @ meseage| button.

Click on $t0p Selected US@YS| to stop the EXTREM module for the selected users. A warning message will
be sent to them saying the program will be stopped and they have to save their work and exit.

After that, each time someone will try to use EXTREM, the following message will be displayed:
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Sysiterm 15 shut down for mamtenance /
Flease ry agam later. ..

Fress a key lo continue...

To restart the system, execute EXTREM from the Start menu, Run command, as
shown below:

“C:\extremdirectory\extremsoft.exe” admin

Type the admin keyword at the end of the command line.

When the program starts, log in and got to Configuration/Parameters:
@) Use Expense Report Signature

© stop General @ Use Travel Request Signature
@ Stop Local Accounting users [2 | [ change |

MATTAMMAMSME

Click on the “Stop general Change” button and wait for the light to turn red.

@ Use Vendor Invoicing | Change |
@ Use Expense Report Signature
@ Stop General @ Use Travel Request Signature
@ Stop Local Accounting users 2 | [ Change |
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8. Initialization file (EXTREM.INI)

After the installation, the initialization file has the following configuration:

[GENERAL]
ProductCode=94864C-4B4F6081
ExportDirectory=C:\TEMP
TempDirectory=C:\Temp
TempFiles=C\TEMP
BankFiles=C:\temp\BankFiles
StartMail=No

STOP=No

[Database]
DataBaseType=SQLServer
DataBaseName=EXTREM
NetWorkLibrary=dbmssocn
Server=150.60.200.001
QueryTimeOut=300

[Mail]

MailSystem=MAPI

;MailSystem=NotUsed

;MailSystem=SMTP
;SMTPServer=smtp.wanadoo.fr

;SMTPPort=25
;SMTPSender=Travel.expense@libertysurf.com
MailReportTo=Travel, Expense

[WinSocket]
ListenPort=1410

[EXPEDIA]
FirstLineExpediaFile=8
Air=BAVION
Rail=Train

Hotel=Hotel

The parameters in this file are:
GENERAL
= TempFiles, TempDirectory — a place to store temporary files. You’ll need to delete them manually
from time to time.
= ExportDirectory — a place to store temporary Excel files (exported from EXTREM). You’ll need to
delete them manually from time to time.
= BankFiles — a place to store the electronic bank transfer files. Check with your bank communication
program to use the same directory.
= StartMail — if YES, the mail system will be available to EXTREM immediately after the program is
started. If NO, you can start it manually the first time you need to use it.
=
DataBase
= DatabaseType — only ‘SQLServer’
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= DatabaseName — name of the catalog

= NetworkLibrary — dbmssocn if connection to SQLServer via TCP/IP

= Server — IP address or name of the SQLServer computer

= QueryTimeOut - in seconds, how long to wait for a query to complete

Mail

= MailSystem — the mail system you are using — possible values are :
- NotUsed — if no mail available
- SMTP — smtp mail
- MAPI — for a MAPI compatible system
- SMTPServer=smtp.wanadoo.fr - name of the SMTP server (or IP address)
- SMTPPort=25
- SMTPSender=Travel.expense@Ilibertysurf.com - when you send a message from
EXTREM, this will be the default sender

WinSocket
= ListenPort — Number of the IP listen port for the accounting module

EXPEDIA

= FirstLineExpediaFile — Number of the first line in the Excel file sent by Expedia
= AIR =BAVION - Correspondance between Expedia Codes and Extrem Codes
= Rail = Train — Correspondance between Expedia Codes and Extrem Codes

= Hotel = Hotel — Correspondance between Expedia Codes and Extrem Codes
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9. Network directories and access rights

One network directory is concerned:

» The directory where you install the programs (ex: R:\ExtremSoft\) - the network access rights for this
directory are:

Normal users - read only access
Some Administrators — read / write access (only for people who have the right to Shut Down local
system)

This directory has to contain the following files:
ExtremSoft. EXE — main program
ExtremSoft.INI - initialization file
ExpFiles — subdirectory for Expense reports files, which contains:
- Expense.xls - Excel form for the expense report.
- KeyTravelRequest.xls — Excel form for the travel request
- DueCompanyModel.rtf - Word document used as a template for printing employee
notifications (money due to company message)
- NonReportedAdvancesModel.rtf - Word document used as a template for printing
employee notifications (non reported advances message)
- ReimbursementModel.rtf - Word document used as a template for printing employee
notification (automatic reimbursements)
- RejectedExpenseReportModel.rtf — Word document used as a template for printing /
mailing employee notification for rejected expense reports.
- SignExpenseReportModel.rtf — Word document used as a template for sending mail to
approvers informing them that Expense Reports are waiting for their approval.
- SignTravelRequestModel.rtf - Word document used as a template for sending mail to
approvers informing them that Travel Requests are waiting for their approval.
- Invmodel.xls - invoice file model. This is just the model of the Excel file containing
vendor invoices which can be imported by EXTREM (see “Vendors invoices’ for more
information).
TranslateFiles — subdirectory for translation files, which contains:
- language.txt
- translat.txt
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