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How to process an Expense Report

Expense Report document can be processed in 3 ways:

1. Using the Make Payment option available on Expense Report. To do this, go to the Expense
Reports list from the Transactions -> Employees -> Enter Expense Reports -> List menu

Quick Start Lists Reports Analytics Docu

Transactions Overview

| Bank >
Purchases ]
Payables >
Sales >
Billing >
Customers >

Order Management >

Employees » || Enter Expense Reports >

Go to document in preview mode — View

EDIT | VIEW INTERMAL ID DATE PRINT DOCUMENT NHUMBER NAME ACCOUNT STATUS
Edit 190939 08112022 Print 2064 Katarzyna 2002 Approved
Lesniewicz Employees by
Accouniing

Then enter the payment using the Make Payment button:

L&, Expense Report Q
2064 Katarzyna Lesniewicz  APPROVED BY ACCOUNTING

m ‘ Back ‘ ‘ ‘ Make Payment ‘ % +'3v Actions -

Before you process the payment, make sure that you have entered all the data.

(If  your company uses the Oracle NetSuite Polish  Localization  Package:
https://www.rsm.global/poland/en/service/it-consulting/netsuite-polish-localization-package, verify the
data in order to comply with Polish requirements).



https://www.rsm.global/poland/en/service/it-consulting/netsuite-polish-localization-package
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In the new window of Bill Payment document, enter the relevant payment details, including:

e Account — the account from which the payment is being made

e Date — date of payment
e Currency — currency of document
e Exchange Rate — exchange rate

e Approval status — if using the approval process; the payment status should be Approved for

the values to affect GL Impact.

k. Bill Payment a

‘ Cancel ‘ ‘ Actions =

Primary Information

AP ACCOUNT

CHECK#
9

2002 Employees -

CUSTOM FORM * AMOUNT

PL Bill Payment 2 - 108.00
CURRENCY *

TRANSACTION NUMBER

To Be Generated PLN

ACCOUNT * EXCHANGE RATE *

111 Alior Bank - 1.00

BALANCE DATE *

2rsrs00 0811172022

AVAILABLE BALANCE

-27,575.00 POSTING PERIOD

PAYEE * Nov 2022

Katarzyna Lesniewicz

&«

TQ BE PRINTED VOUCHER

MEMO
I TRANSIT
APPROVAL STATUS
Approved -
NEXT APPROVER
<Type then tab> v

In the Apply tab, tick the Expense Report to be paid with the amount of reimbursement.

Apply  PayecAddess  Relflonships  Communicaion Cusiom Rgbled Records PLP Appower U=t CM o Imspection

SELECT [TEM

Mari &1l unmark &1l Cusbesnize

DaTE DUE TR REF MO G SAMTDUE  CURBENCY
Expenzs Repart 2064 &0 1820 PLN

DEEC. TAREN (e
LR 10800

2. Entering a single Bill Payment. To do this, use options from Transactions -> Payables -> Pay

Single Vendor menu
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Transactions Overview

Bank >
Purchases >
> ‘ Bill Purchase Orders
Sales > | Enter Bills >
Billing > | Approve Bills
Customers > | PayBills >

Order Management » || Pay Single Vendor >

In the new window of Bill Payment document, enter relevant payment details, including:

e Payee — employee whose documents you want to reimburse

e A/P Account — account where documents to be reimbursed are located

e Account —account from which the payment is being made

e Date — date of payment

e Currency — document currency

e Exchange Rate — exchange rate

e Approval status — if using the approval process; the payment status should be Approved for
the values to affect GL Impact.

[k Bill Payment a

save v SN Actions =

Primary Information

AP ACCOUNT

2002 Employees -
CUSTOM FORM * AMOUNT CHECK #
PL Bill Payment 2 - 108.00 g
CURRENCY *
TRANSACTION NUMBER MEMO
To Be Generated PLN v
ACCOUNT * EXCHANGE RATE * NTRANSIT
111 Alior Bank - 1.00 APPROVAL STATUS
BALANCE DATE * Approved v
-27.575.00
08/1122022
AVAILABLE BALANCE NEATAPPROVER
-27,575.00 FOSTING PERIOD <Type then tab> v

PAYEE =

Katarzyna Lesniewicz v

Nov 2022 -
| TO BE PRINTED VOUCHER

Like in the first method, in the Apply tab, click the Expense Report to be paid and the reimbursement
amount. If you have more documents to be reimbursed, you can select several of them, and one
aggregate payment will be made to reimburse all the transactions.

Apply  FaycedAddmess  Fe@tonships  Communcaion  Cusiom  Rplied Records  PLP Appveris!  CMMS imo  jespection

Maric A1l Unmark Al Euzteaniza

ALy [ vee [ o s AT DUE  CuRmERCY nEe. nare EC AL nEz TsER [
v Expenen Rapert 2084 10800 109800 FLN [T ]

3. Creating Expense Reports documents by entering aggregate payments to documents from
Transactions -> Payables -> Pay Bills



Quick Start Lists Reports Anal

Transactions Overview

Bank %

Purchases >

% h Bill Purchase Orders

Sales > | Enter Bills >
Billing > | Approve Bills

Customers » | Pay Bills >

In the new window of Bill Payment document, enter relevant payment details, including:

e A/P Account — account where documents to be reimbursed are located

e Account - account from which the payment is being made

e Date — date of payment

e Start Date, End Date — you can filter transactions to be reimbursed by the start and end date
of receipts

E Bill Payments

m Cancel Actions

Primary Information

AP ACCOUNT POSTING PERIOD END DATE

2001 Accounts Payable - Nov 2022 -

ACCOUNT AMOUNT TO BE PRINTED

111 Alior Bank v USE BILL-TO ADDRESS FROM VENDOR

BALANCE SUBSIDIARY INTRANSIT
Peland
START DATE

AVAILABLE BALANCE

27 575.00

DATE *

08/11/2022

Then, in the lower sections, tick the documents you want to reimburse. You can select multiple
transactions linked to different Vendor and Employee records.

Customize
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0 e REFMO.  CURREMCY EXCHANOE RATE AMCUNT DE  D4TE DG vl DiEC THAEN PAAMENT
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n0sz0z2 A "z RN 100

Once you have selected all the transactions you are interested in, confirm billing generation by clicking
Save. The process of generating Bill Payments documents will then start, and its status can be
verified.

Processed Bill Payments

NAME STATUS NUMBER AMOUNT ERROR MESSAGE
Katarzyna Lesniewicz Complete 14 147.60
Tech Computers Sp. z o.0. In Progress

Total 147 60



Once processing is complete, you receive a list of generated payments with document number and
amount. If multiple documents of the same vendor/employee are being reimbursed, the payment is
being made for their total value.

From the level of the generated payment, you can view receipts to which the payment is related.

[k Bill Payment q
15 Tech Computers Sp. Z 0.0.  PENDING APPROVAL
m Back & {1~ Actions~

Primary Information

CHECK # WH TAX AMOUNT
15 0.00

PAYEE BALANCE

Tech Computers Sp. z 0.0 -27,575.00
SUBSIDIARY CURRENCY
Poland PLN

ACCOUNT EXCHANGE RATE
111 Alior Bank 1.00

AMOUNT POSTING PERIOD
8,610.00 Nov 2022

Classification

DEPARTMENT CLASS

AE” Payee Address Relationships Communication ‘System Information Approver List PLP Inspection Related Records

Applied To 8,610.00+  Credits Applied 0.00

DATE DUE TYPE REF NO. ORIG. AMT. AMT. DUE CURRENCY
10/10/2022 Bill 214555 2,450.00 2,460.00 PLN
22i09/2022 Bill 6,150.00 6,150 00 PLN

If you want to learn more about various functionalities of Oracle NetSuite, write to our experts:
expert@rsmpoland.pl and find out how we can help your company.
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