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Looking for a better way to track your

expenses?
| e———

Great News! Colliers Corporate Finance is pleased to announce
that sales professionals and staff in the US now have the option
of filing expense claims online using ExpenseWire and having
the payment direct deposited into your account.

ExpenseWire provides online expense claim submission,
approval and payment. This new tool will replace the current
Excel based template and also allow remote claim submission.

Online expense reporting is as simple, fast and as easy as 1-2-3.

1. Enter your expense claim online and attach your receipts electronically or fax
your receipts to an 800 number, where they will be automatically attached to your
expense claim.

2. Your approver will be notified by email when you submit your expense claim and
can view and approve your claim online.

3. Once your expenses are approved, the finance team will process your claim and,

if you have provided your banking information, you will be paid by direct deposit.
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Getting Started

—

Receive credential: an email notice of credential information will be sent to all users which
include:

1.1. A link to ExpenseWire
1.2.  User Name

1.3. Password

B Your Expeme Reporting Credentials - Bessage [Plyin Text)
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LOGEING IN

Take note of your [user login information] below and wisit htrp://www.ExpenaeWice . com/Login-ta-ExpraacWise . hem?id=LILY. 32

your ExpenseWire Account.

USER LOGIN INFORRATION:

Umer Hams: LILY . SELWARCOLLIERS.COR

Pamsword:

SYSTEN PECUIRENENTS:

Expenaeilire im a purely hosted approach Lo expesss managemsnt. Even Lhough Chers is no need Lo install softwacs, Expenasil

ayatem apecifications in ardee to function propecly.

Suggested Hardware Specifications: Expenselire is usable on any computer capable of mesting the browser, security, and of
indicated,

Operating Syscem: ExperseVire works bestc runnimg under che Vindows (NT, 9B, ZK, XP) envicomsent.

Internet Drowser: Your computer wust utilize Microsoft s Internst Explorer with & version 5.5 or higher. (6.0 or higher 1
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 EXPENSEWIRE cou T———

Call us at 1-866-381-8334

Do you need help?

If vou would like to speak to a ExpenselWire representative about setting up an account
or if you have guestions ar problems with your current account, give us a call,

Emaill | support@expensewire,com
Phone ; BAA-381-8334 option 3

System Requirements

- Intemet Explorer 6.0 or above for PCs runming Windows,

First Time Logging in

e ———

Use credential information to log in, then:

When you login for the 1% time, the system will
prompt you to change your password and add
your banking information.

2.1 Change password, new password

must be more than 8 characters including at least
1 number and 1 letter

2.2 Enter bank account information for direct
deposit. You are able to come back to “my
profile” to add in bank information anytime.
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EXPENSEWIRE cou

T il

My Profile

Ucmr ID: LILY  EELWASCOLLIERE. CDH Calaull Curresnuy: Camsda, [Dollash

Firsl Kams: Ly Cwreck Depol Ensbiled: Fales Witrva My Profide ==

Lask Names Solra Ernal Alari Nubfheabion: Trug

Phure Murnbe:; 601, 652-1448 Mubdicabiun CC: lsalrralmeac com *
Email; iy selms@ohars . cum Dabe Forimal: UEA (mmuddfegrr ) Erlil My Profide >

Departmeni: Corpursie Accmurstmg B0

A My Onllivn: Banking Silaos

Chaange My Fasswrord >

Selupn sl Mambtam the Banking arsd Credil Tard sies thal contam the dhanges you wanl b imndude on Expetizs Reporis

Manayr Div el Dopos 0o
& My Parsonal Payment 1ypas for Delagatas

Indicats which Payment Types/OnlinnBanking Sir Transactinns will he availabds for delegate s disnng data Enery by checbing
the "wisible to Delegate’ Bax

bl Crewiil Cand o0

= My Approval Level Tree

Revimw whio sulsnilys Expenss Reporis o pou

Anakgn Suhatinme ( Wacatinn Sppesmes ==

Assagn Ky Delegaie Bsers 5>

= Rules Applying to My EXpansas

frview Speading Aules thet apply Directy ta yea

Winwe Egpense Policias =

RERE [ OCE®

support Kelated - Useril) LILT SLLWASCOLLITRS M | Company D 11592
Al E il ol Syl b 1

Hislip =

3.1 You are able to view and edit your profile, if department information showing in your profile is
incorrect, contact Colliers ExpenseWire administrator at exp.claim@colliers.com.

3.2 Change password: select “Change my password” under the “Actions” menu on the right hand side.
New password must be more than 8 characters including at least 1 number and 1 letter

3.3 Select “Manage Direct Deposit” to add or edit your bank account information. If bank account
information is not provided, you will be still paid by a check.

3.4 Assign delegate user to allow someone to prepare expense claim for you. To select “Assign my
delegate user” under the “Actions” menu on the right hand side. Search delegate name and tick “Is
Delegate” box.
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Creating a New Expense Report

e

You can start creating an expense report in two ways:

A. Create the expense report using NeatConnect

NeatConnect is a system that allows you to scan all your receipts and will automatically create an expense
report in ExpenseWire for you!

B. Login to ExpenseWire and create an expense report. You can attach your receipts in two ways:

B.1 Scan them in using your own scanner and upload them (if you choose this method, you can upload
receipts to each line item)

B.2 Fax them in (if you choose this method, all the receipts will appear together)

NOTE:

All receipts must be attached to your online expense report. A receipt is a document indicating detail
purchased items, quantity, date, purchased amount, payment method, payment amount. Ex. Detailed
restaurant recelpt for a meal, 1t1nerary for air ﬂlght name & date for event or course, period covered for a
contract....etc. A copy of credit card statement is not sufficient.
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Getting Started with NeatConnect

| e———

NeatConnect is the best way to get your
receipts in!!

Steps in setting up NeatConnect:
4.1 Your local IT department (ISA) needs to
properly set up NeatConnect in your computer

4.2 Connect NeatConnect to USB drive and run
NeatConnect
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reating a New Expense Report -Using
NeatConnect (1)

4.3 Place your receipt faced down and hit “Scan” in your computer or push “Scan” button on the scanmer=——"8

4.4 Choose “vendor”, using drop down menu to choose correct vendor, if it’s a new vendor, click add vendor
icon to add in a name.

4.5 Choose “Category”, using drop down menu to choose correct expense type
4.6 Edit “Receipt Date”, “Payment Type”, “Amount” if scanned result is not correct

4.7 To scan 2" page for same expense line, place 2™ page faced down into scanner and click “Scan” on
function menu on the top and choose “Scan Additional Page”

# HEATConnect - Expenselfine

File Edik Image Scan Help

@ OSLOAD to EXPENSEWIRE. Wendor Categony Feceipt Date Favment Type Amount
/ \ > Office Supplies 5,/15/2003 Cash 308,47

Scan 2" naoe
page

———— L

Press

Click here to add vendors

£

Scanned Text Panel

Invoice Summary Fage Page1 of 1
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5 “Upload to ExpenseWire” when all receipts had been
scanned.

5.1

5.2

5.3

54

5.5

5.6

Hit “Upload to ExpenseWire” on NeatConnect
screen.

Click “Yes” to the question “The scanned

29

data will be removed from your machine....”.

Enter “User Name” & “Password” and tick
“PII Certification” and submit (ExpenseWire login
information)

Click “ok” when see successfully upload to
ExpenseWire...” then it will automatically
log on ExpenseWire for you to enter more
information for all items.

Select “Edit this expense report ” under the
“Actions” menu on the right hand side to
change “Expense Title” from “Imported
receipt from NeatConnect...” to the purpose
of the expense report.

“Edit” each line item following the steps (See Edit
Expense Items)

Creating a New Expense Report -Using

NeatConnect (2)

e

“Wendor Categony Feceipt Date

=— 1 Office Suppies  [Bg) 8/15/2008

Payment Ty

. Authenticate

L| Forgot Usemame £ Password

Uszer Mame | lily. zehwai@calliers. com |
Passward [eesanscess |
Save Crederlialz

PII Cetification wihat is this?

By checking the above checkbox, | affirm that the file | am uploading
does not contain any Personally Identifiable Infarmation [PI1).

Click Here

[ submit |

[ Cancel ]
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Creating a New Expense Report-
Uploading or Faxing Receipts (1)
e ——l—

My Profile | Log Qut

Expenszes Analytics Entities

Currently logged in as: LILY.SELWAGCOLLIERS.COM

|

k

If you choose to fax your receipt or to uploaded @) creste anew expense report >
receipt from your computer. '

<A
";E‘: Hew expense report from credit cards=>
6.1 Select “Create a new expense report” under ~
the “Actions” menu on the right hand side to
start your expense I'CpOI't. ﬁ- Analytics, queries and reports =>
2 -
_ Expense policies »=
&>

© © © © ©

Getting help »>

&
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6.2

6.3

6.4

6.5

6.6

Key in “Expense Title” ex. Purpose of the trip.

The User, Company and Department drop
downs will automatically default to your

home department. If the entire expense report is
to be charged to one department other than
your home department, change the department
sections now and these changes will follow into
the line item detail as well.

Project can be associated with the entire
expense report if you wish to do so. This is
available on each individual line item as well.

Finally, you can change the Default Currency
of the report by changing the default currency
drop down to the appropriate currency. The
Default Currency is USD for staffs in USA and
Canadian dollars for Canadian staffs.

“Save & Add Items” to enter expense item
right now or “Save & Close” to enter the
expense item later

Creating a New Expense Report-
Uploading or Faxing Receipts (2)
—r

Adding an Expense Report

*Expense Title:  Tripto Sesttle

*User: | Selwa, Lily

Custarner / Entity:

Project:

Company: | Canada

Division: | administration

Department: |Cl:|r|:|0rate Accounting 004

Purpose: Training on expense wire|

Zash Advanced:

Default Currency: | Canada, {Dollar)

* Indicates required field,

[ Save + Add Rems ] [ Save + Cloze J
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Add Expense Items

. . Addi Line It
You can add items to a report created through ExpenseWire or A

through NeatConnect

[ R W |

*Expense Date:  [E]10/152008
Customer: q,

7.1 Select “add a line item” on the left hand side in Expense section.

Project: Q,
Company: |Canada v|
7.2 Enter in the appropriate date for the expense along with Project (if Division: | administration vl
applicable). At this point you have the ability to change the dept that Department: | Corporats Accounting 004 vl
you want to charge your expense using the drop down menu “Expense Type: | Meals - Locel Staff-Out of Town  w| @
(Customer field is not required if you ¢ of persons in 3
Attendance:
7.3 Choose your expense type from the drop down menu Deal / Job Number
Optional):
Please specify the name of the company you paid, business purpose as
0 5 00 5 well as the names of persons in attendance in your description.
7.4  Fill in any additional field, the fields with * * ” are mandatory that “Deseription:  Red Robin, raning lunch, A Kidston, M.
you have to fill in before you can save the expense item Hsish

7.5 Enter expense amount " Payment Type: | Credit Card - Personal
Reimbursable:

*amount: 3949 Itemize o

7.6 Foreign Currency, choose the correct currency type of your expense
system will automatically convert to default currency with exchange
rate of expense date. You are able to override the exchange rate to
yﬁ)ur credit card rate provided that you submit a document to back up
that rate.

Currency: |.ﬁ.merican s 4 (Dallar) hd

Receipt:

7.7  “Save to Close” to continue adding a line item Or “Save to Split” to o -
split an expense into different departments or different expense types Cooar]| ;ajetC|Dseq][dS;e'ds (o]
(ex.To separate Hotel bill to room charge, meal and others) :
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Splitting expense, using “Split Wizard” you can choose to split by
percentage or by amount. After split, go back to individual line item to edit

Splitting Expenses

—

department /expense type and adding information in additional field.

Shlit Wizar

Original Item

Child Ttem 1 remove item

| Meals - Local Staff-Out of v| 104502008 | |Red Rooin trsinng kinch, & kidston, M. Heieh [l m.uu\

Child Item 2 remove item

| Meals - Local Staff-Out of v \mmsrzuna ||Red Rakin trsining kunch, 4. kiston, M. Heish [l 15.00\

Child Ttem 3 temove iterm

AR v| 0nsome | RedRobin raning kinch, & kdston, M. Hah ﬂ i 00|

© Add Hew Spit ttem

I only want to split the item to
3 departments. | will remove
this item (blank row) before
saving

Yoy can choose amount or %

hd

£ e

Select open to change the department
name or expense type

& add id aeern | BB tmpart Credit Cards
Crate Expense Pay Type Armaurnit Elalus
oy AV1S2008 Meals - Local Stalf-Dut of Town - Red Robn, traming  Sredit Card - fl44% | H
it bunch, &, kidsten, M. Higk Parsonal Total: ooy recagt
$30 .45
10182008 Meals - Local Staff-Out of Town - Red Robin, training Credit Caed 1000 [ H
banch, A, kidston, M. Hiel Parsanal Tolal; oy receyd
§13.43
101572008 Meals - Local Staff-0ut of Town - Red Robin, traning Credit Cand - $15.00 E u
Iunch, A. kidston, M. Hsish Persanal Total: poboy recepl
§30.49
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Edit Expense Items

After you uploaded your expenses using NeatConnect or after split the expenses
through Split Wizard, you need to edit the expenses in ExpenseWire. R

Currently logged in as: LILY.SELWA@COLLIERS.COM

Steps in editing line item: Editing a Line Item
o s X
8.1 Open Expense Report copy move drop
8.2 Put your cursor over Open and select edit “Expense Date: [ &15/2008
. . . . Custamer: C
8.3 The Edit line item box will open and then enter the o
Project: Q
required information
Company: | Canada v|
Division: |F'.dministratiu:un v|
EXPENSEW’RECM Department: |Car|:n:|rate Accounting 004 V|
Ea File . Mew &4 Help “Expense Type: | Office Supplies vli}
EXPENSE REPOR Ttsbetss) Expense Total $308.47 Dol /R ptianab:
Imported Receipts ¢ From MEATConnect 10/15/2008 :ZFH;EZ':S:;E::LZ'TDtal: $3§:3§ Please specify the name of the commpany you paid and business purpose
: : : i description.
Selia Lity Ernployee Owe Total; 40,00 i ¥eHr escrlp*:::l:scri tion:  DHL
SR/lls/tZDdDS -~ 8/15/2008 arnount Due Employes: £308 47 F '
elated:

Itarmns Adjustments Receipts Hotes Histary Details Violations

; * Payment Type! | Cash w
W2 add line jtem | - Import Credit Cards

Reimbursable:

Actions Date Expense Pay Type Amount Status. *Ammount: 30847 I !
— ' = ! : termnize &
By : ““—p Supplies - DHL Cash $308.47 E i
opeh s " e W X Converted policy recespt Currency: | Canada, (Dollar) Vl
edif copy spiil move deop

*Conversion Rate: 41000000000
*Converted Arnount; 30547

Receipt: |DHL_1 vl
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Attaching receipts

All receipts must be attached to your online expense claim. e ——
If you did not use NeatConnect, you need to attach all your receipts by fax or file upload.
If used NeatConnect and have additional receipts to add, you can either fax the additional receipts or upload them.

9.1 By Fax, select “Fax receipt cover sheet” under the “Actions” menu
9 §
&-“ Edit this expense report ==
9.1.1 Print out “Receipt Fax Coversheet” L) Delete this expense report >>
9.1.2 Fax with all receipts to the number indicated on the fax A o T itomm o
coversheet. '
9.1.3 To view the attached receipts, select the “receipt” tab above the ED tmport credit card data >>
“add line item” and click “view”. (1 Copy the oxt pon
_] O NS exXpense repo =
&"' Print this expense report ==
‘ Submit for payment >>
éﬁ Fax Receipt Cover Sheet ==

Recalpt Upload

'l There i3 9 sge limit of 7,580 on yploaded recegts

9.2 File upload from your computer

"File to Uphoad:
Crxoument Tile:
Diescription:

9.2.1 Click “receipt” icon on the “Status” column of the
expense item you want to attach to.

VAT (Swed] 9.2.2 Use “Browse” to locate the file in your computer and
Wy chicking * 1 Agres + Uplosd *, [ affirrn that the fils 1 am hit <1 Agree + Upload”

up;‘oudng it g r?ln:vt contain any Personsly 1dentifiable
Enformation (PEI), What i this? 0 0 5 . .

9.2.3 To view the receipt, click “receipt” icon on the
“Status” column of the expense item
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Actions

%4 ¢ Edit this expense report ==

7
&@ Delete this expense report ==
l_@ Add a line item =>
=
i _..:O Import credit card data >>
QJ Copy this expense report =»
(=5 Print this expense report =-

‘ Submit for payment ==

@ Fax Receipt Cover Sheet »»

000\0000

View Data Entered

I

10.1 Select “Print this expense report ” under the
“Actions” menu on the right hand side to review
the data on screen or on a printed out hard copy.
Select cancel when asked to print unless you want
to print the report.

Fugus e e [T Ao

. . Ex
10.2 A summary coding will be shown on the bottom of Brofects Invalved: ot
. Entity Project # Total Reirnbu
the report that enable you to review the department ane Selected 39,43  Emeloye
account code for all expenses. Notes:
Additional Notes Submitter Mo
Account Summary: Expense Ty
10.3 Violations or missing receipts need to be fixed L Code Account Description Total Expe
. CMN-004-6771-0000-  Staff Epter‘tainment - Partially 414 .43 Meals - Laci
before submit for payment. oo deductivl Town
CMN-067-6771-0000-  Staff Entertainment - Partially $10.00
000 deductible
CMM-034-6771-0000-  Staff Entertainment - Partially $15.00

oon deductible
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Warnings and Policy Violation
—

When see red flags on policy status , move cursor to
view the policy violated. Edit the expense item and fix
it before submit for payment.

% File J0 Hew &7 Halp Currnntly logged m as: MELODY.HSIEH
EXPENSE REPORT(nur111) Expanze Total: $105.50 —
Hon=Resmbarsabile Tolal: 000 Actions
Misxl Approwis: Sedwa, Liby K
Tast Raimbursabla Total; $185.50 - _
Employes Owe Total: £0.00 LS Add an Adjustment=>

Hzigh, Melody

far sl Ao Duaee Employ ce: $18E5.50 )

10772008 -- 1047 2008 L ] Copy this eapese eponl ==
Related:

Recespls Vorbfed: |:| =y

= Primn this expense repom »»

# Take Back ==

Sdlpustments

pog e I0STFEN0R Consriver = couner=lesd Cash $2c.0n B
b Tokgl: | Fey recwt e
f=r.50
poy e A0STFEN0R Cosrivr = couner=les Cash $12.e0 M
i _3_'-5"_ PR M eule 210 4 line item matching an >
E=2v.50 P Ewponemie Type of Codl B
e 10/T/P00R T-Owerride Account - test 1040 Cash $se.0n BR Blackberry Charges will raise 2
e iy e stop, or red light condition,
whim ther count ol borms
v 1072008 Coll B Blackberry Chargues - Coll Cash $20.00 rn o matching Cell & Blackberry
et oiCy Pes
monthly charge-Aug 00 Charges meeats or exceeds 2 for
e 10/7/2008 Call & Blackbarry Charges - Call cash fz0.00 W Al itens for that Month, & *
apen Monthlv charoe &uo OR poRcy F 5
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Expense report must be submitted for payment
by the claim owner, when an expense report is
prepared by a delegate, after the delegate
completed and submitted the expense report,
the claimer will receive an email notice that his
expense report is completed and waiting for his
submission. The claimer needs to log on

ExpenseWire and submit for payment by
himself

11.1 Select “submit for payment ” under the
“Actions” menu on the right hand side.

11.2 “Submitting” screen pops up showing
approver’s name, choose “ Submit &
Print”

11.3 An email notice will be sent to approver
of your submission.

w Edit this expense

Fg |
ﬂ Delete this expense report =~

Y
‘-@ Add a line item >

".::_-% Import credit card data >>

[1] Copy this expense report =~

e

("> Print this expense report >»
=

‘ Submit for payment =

ﬁ Fax Receipt Cover

report >»

© © © © © © ©

Submitting Expense 10: 194

Additinnal Mores
W i Lynn,

Can you please apprave my sxpense claim?

Thanks,
Lily

assgn T ok, Lynn i

[ St st} [ Sooma [ Corel |
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Submit Original Receipts

| e——

12.1 All original receipts need to be stapled with the
expense report you printed out at step “11.2”

12.2 Send the report and receipts to your admin manager
or super user to forward to “Melody Hsieh” in
Corporate Accounting in Vancouver

RO




13.1 Users will receive an email notice of the denied item or entire expense
report and can find the denied report under “My Tasks” or “My Expenses”

13.2 Users are able to “submit for payment” again when they correct the issue

Expense Denied

—

EXPENSEWIRE cow

,'{.} Mew & Help

My Tasks

& There is 1 Expense Report that has been Denied,

My Expenses

Unsubrnitted (1) - Mot Yet Submitted. $3038 .47
You can edit a denied expense claim by $0.00

Pending Approval {0 - Pending Approval, S -
licking here and open the claim

Approved (03 - Approved, $0.00
Cenied (1) - Payment Denied, €————— Or here $39.449
Pending Payment {0) - &pproved and Awaiting Payment, $0.00
Paid {0} - Paid, £0.00
Total (23 $347 .96

My Messages Unread @ all @  EHED

b
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Payment

| e———

14.1 Once the expense export is approved, the user will receive an email
notice of the approval

14.2 ACH Payment (direct deposit), the payment will be deposited into
user’s account within three business days after Corp Accounting
processed. A notice will be sent out to user for the payment.

14.3 Check payment, if bank account information is missing in user’s
profile, the reimbursement will be made by check and processed
through account payable and paid at the regular A/P check run date.

{‘"'-_
=
-
=1
]
=1
F !
—
z
=
i )
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Checking Status

| e———

15.1 Go in “Expense” section besides “Home” page

15.2 You can choose “mine” to view your own expense reports or “delegated” to view
the expense reports you prepared as a delegate.

15.3 Using drop down menu at left hand side, select “all” to view all your reports

15.4 Status of each expense report is indicated at the right end of each line.

EXPENSEWIRE cow

._{:p Mew 5—" Help

: ; Rules ; Expense User Subrmitted Expense
Actions Status Expense Title jie) Siarin Diate Total Status
o B B Imported Receipts : From 135 Selwa, $305.47 Unsubritted
open print | pobicy recerpt | WEATConnect 10/15/2008 Lily
B B M Trip to Seattle 134 Selwa, 10/15/2008 $39.49 Denied
open prinl | polioy receipt Lily
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Questions & Support

S|

16.1 If you have any questions in operating in ExpenseWire , you can
always find the “Getting help” button located in the system.

16.2 You can also contact your local admin manager or Colliers
ExpenseWire administrator at expclaim(@colliers.com .
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