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iExpense Training

Create (Enter) Expense Reports
End-User (Employee)

6‘\-) - |@,http:J‘,l’usU1-oracle-erp-pch‘solyndra.com:SDSDIOA_HTMLJOA‘jsp?OAFunc=OAHOMEPAGE M 4[| %] |Googe o

File Edit ‘Wiew Favorites Tools  Help

e o I@Orac\e Applications Home Page l_\ @ - B Qé; |k Page ¥ __’)} Toals |

From Subject Sent® You have not selected any favorites. Please use the "Edit Favorites”

Kingsley, Jeffrey More Information Requested: Document Manager Failed With Error Number 3 while processing Purchase  04-May-2007  button to set up your favorites.
R Requisition 700336

@ TIP Vacation Rules - Redirect or auto-respond to notifications.

@ TIP Warklist Access - Specify which users can view and act upon your notifications.

Navigator
| Edit Nawvigator )

(23 Alert Manager Please select a responsibity.
(3 Application Developer

(3 Daily Financials Intelligence

(3 Daily Inventory Intelligence

[0 Daily Payables Intelligence

(3 Daily Procurement Intelligence

[0 Daily Supply Chain Intelligence

(22 Engineering

[0 General Ledger Super User

[0 General Ledger Supenisor

[0 General Ledger User

(3 Internet Expenses

[0 Internet Procurement

[ iSupplier Portal Internal View

(3 Oracle iSetup

(3 Oracle Web ADI

[ Purchasing Super User

[ SOLUS Advanced Supply Chain Planner
[ SOLUS BOWM Super User

[ S0LUS BOM User

[ SOLUS Cost Mgmt Super User

[ SOLUS Fixed Assets Manager

(3 30LUS Internet Procurement

(3 SOLUS Inventory Super User

[ SOLUS OPERATIONS VIEW ONLY

[3 S0LUS Payahles Manager

(21 SOLUS Purchase Orders View Only

[ZJ SOLUS Purchasing Buyer

[13 SOLUS Purchasing Finance Setup

7 QN1 11 Burchacing Satin. Annrnual |imite

ttp: {fus0l-oracle-erp-peh, solyndra, com: 8050/0A_HTMLIOA, jsproAFunc=0AHOMEPAGERakR egionApplicationId=0&navRespld=21584&navRespap EE JTrustedsites H100% -

Notes

»  Use the Internet Expenses Responsibility to log on and create Expense Reports.
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File: Edit ‘Miew Favorites Took  Help

- |§, http:J‘,l’ule—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,KRF.jsp?Function_id=18333&resp_id=2291B&resp_appI_id=2DD&security_group_id=0&|ang_code=US&params=NQ2JM—M €2 ([ % | |Gaogle ye

{:f R'ﬁ I@Expenses Huotre: l_} @ 2 E gé; @ Igﬂli'age - @Tnnls b
ORACI_G. Expense Repol“ts Contact Us Global Policy Home Logout Preferences
Expenses

Expenses Home | Expense Reports | Credit Card Transactions | Exp

Expenses Home

| Create Expense Report nl Import Spreadsheet ) | Export Spreadsheet )

Track Submitted Expense Reports

The following expense reports are either outstanding or have been paid in the last 30 days.
Report Number Report Submitted Date Status Current Approver Days Since Last Activity Report Total (USD) Purpose Duplicate Withdraw
Mo results found.

13 Ifthe status is Pending Your Resolution, you were sent a notification explaining the required action.

Update Expense Reports
Click an Update icon to make changes to a saved, rejected, or retumed expense report.

Report Number Report Date Status Report Total (USD) Purpose Update Duplicate Delete
Mo results found.

Notifications

View |Open Notifications _ Go )

Select From Subject Sent Due
There are no notifications in this view.

@ TIP Vacation Rules - Redirect ar auto-respond ta notifications.

@ TIP Worklist Access - Specify which users can view and act upon your notifications

| Create Expense Report ) ( Import Spreadsheet | | Export Spreadsheet )

Expenses | Contact Us | Global Policy | Home | Logout | Preferences
Copyright (c) 2008, Oracle. Al rights reserved. Privacy Statement

one: [@ o Trusted sites H100% -

Notes

»  The screen will be displayed as above. This is the Expense Report Home page where all the expense reports you have submitted will be
shown with relevant statuses.

»  You can click the Create Expense Report button to start creating a new Expense Report.

FSCP Solutlons tne., 2
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@\—-‘; hd |g, http:/fus0l-oracle-erp-pch. salyndra, com: S050/0A_HTML/OA, jsp?OAFUNc=0IECREATEPAGES:_ti=1854553647&0apc=6 M 42| % | |Google ye
File: Edit ‘Miew Favorites Took  Help
ﬁi:? & I@Create Expense Report: Sengral Information l_} @ B gé; & I-_,-_}Page A f}l‘ Tools |
ORACLE' Expense Reports ContactUs GiobalPolicy Home Logout Prefersnces
Expenses

s | Projects and Tasks
g

hy
General Infformation  Cash and Other Expenses

Create Expense Report: General Information HieaLele spenselscpant )
= Indicates required field [ Sawe nm,l Step 1 of 3 @
Mame :lﬁf’l
* Expense Cost Center (5100
Reimbursement Currency US Dollar [includes Fareign Currency Receipts
Expense Template Travel

* Purpose

| 5ave | (Cancel ) Step 1of 3 | MNext
Expenses | Contact Us | Global Policy | Home | Logout | Preferences

Copyright (c) 2008, Oracle. All rightz rezerved Privacy Statement
one: [@ o Trusted sites H100% -
Notes

»  Here you enter the Purpose — which is a required field — and is used to identify as an overview of the Expense Report and is displayed in the
Notifications.

» Please review and check the Expense Cost Center to ensure that your cost center is correct. If this needs to be changed please send a
request to HR and copy AP with the request so that AP is aware that the expense report will have an inaccurate Cost Center for your
expense report.

»  You can check the box beside the Include Foreign Currency Receipts if your Expense report is for travel outside of the country where your
office is located and the currency of your expenditure is different from the Reimbursement Currency listed in the form above. (Refer
documentation Page — 99)

»  You can then click on the next button to progress to the next step.

FSCP Solutlons tne., 3
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@c/ < |& http:f,l'usU1—oracleferpfpch‘solyndra.com:SUSU,I'OF\_HTML,KOA‘jsp?OASF=OIE_EXF‘ENSE_REF‘ORT_SEARCH&_rc=OIEMF\INF‘AGE&_ri=2UU&OASF=OIE_EXPENSE_REPORT_SEARCFM || % Google e
File: Edit ‘Miew Favorites Took  Help

e e I@Create Expense Report: Cash and Other Expenses ] } @ B gé; v |k Page __!3} Tools |
ORACI_E' Expense Reports Cortact Us  Global Policy Home Logout Preferences

Expenses

ome | Expense Reporis |

Create Expense Report: Cash and Other Expenses
(Save ) (Cancel) (Back|Step? of 3 [Mext )

_J Receipt-Based Expenses [0.00] l Mileage Expenses [0.00

Receipt-Based Expenses
@ TIP Enter all business expenses. Enter one expense per line. Click Details to enter infarmation specific to an expense, such as the Daily Rate. If your receipt includes more than one expense type, click

ltemiza.
@ TIP Date Example: 26-FEB-2005

Select Expense Lines: | Duplicate ) [ Remove )
Select All | Select Mane

Select Line Date Receipt Amount Expense Type Justification Reimbursable Amount (USD) Details hemize
O 1 [16-Feb-2008 100 =
o 2 Airfare
O 3 Car Rental =

Entertainment

O 4 Lodging
Meals =

| 5 Miscellaneaus
O s Per Diem &
= Taxi m
0|z hd
O & L ¥ =
O s L
O 1w [ M

El [@ o Trusted sites & 100% -

Notes
»  This next screen shows you a row wise detail of the expenses that you will be entering for this expense report.
»  Enter the date and the Receipt Amount.

»  After you enter this you must choose the Expense Type that this expense relates to. The expense type drives the accounting and is needed
for each line.

»  The expense type list is based on the default Expense Report Template that has been defined in the system and is maintained by the AP
group. If you need any additional item / type on this list please coordinate with your AP department to add to this list.

FSCP Solutlons tne., 4
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%r = |E, http:f,l'usUl—oracleferpfpch‘solyndra.com:SUSU,I'OF\_HTMLJOA‘jsp?OASF=OIE_EXF‘ENSE_REF‘ORT_SEARCH&_rc=OIEMF\INF‘AGE&_ri=2UU&OASF=OIE_EXPENSE_REPORT_SEARCFM || % |G00g|e “E
Filz:  Edit ‘iew Favorites Tools  Help
e e IQCreate Expense Report: Cash and Other Expenses l_} @ B @ v |k Page @Tnnls -
ORACI_E' Expense RGPOITS Cortact Us  Global Policy Home Logout Preferences
Expenses

General Information  Cash and Other Expenses Review

Create Expense Report: Cash and Other Expenses

Save | ( Cancel ) ( Baclsl Step 2 of 3

_J Receipt-Based Expenses [0.00] l Mileage Expenses [0.00

Receipt-Based Expenses

@ TIP Enter all business expenses. Enter one expense per line. Click Details to enter infarmation specific to an expense, such as the Daily Rate. If your receipt includes more than one expense type, click
ltemize.
@ TIP Date Example: 26-FEB-2005

Select Expense Lines: [ Duplicate ) [ Remove

Select All | Select Mane
Select Line Date Receipt Amount Expense Type Justification Reimbursable Amount (USD) Details hemize

o 1 100 | | Car Rental
| ||

| | |
[ |

|Needed a carto get around town

()

ElE]E]

(%)

L

|

[lis]

(]

[(=x]

[
L

[[f=]

o
(7]

ElEE]E]

<

=

Eil / Trusted sites H100% -
L

Notes
» Once you have entered all the information you will see the form look something like this for each line.

»  You will then click the next button to go to the next page

FSCP Solutlons tne., 5
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- |§, http:J‘,l’ule—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,iOA‘jsp?OASF=OIE_EXPENSE_REPORT_SEARCH&_rc=OIEMAINPAGE&_ri=2DD&CurrentC\assiFicatinn=RECEIPT_BASEDEM €2 ([ % | |Gaogle ye

File: Edit ‘Miew Favorites Took  Help

{:? R'ﬁ IQCreate Expense Report: Review I \ @ 2 Q gé; @ IﬁﬂPage - @Tnnls b
ORACI_G. Expense Reports Contact Us Global Policy Home Logout Preferences
Expenses

Home | Expense Reports | Credit Card Transactions | Exp s | Projects and T:

General Information Cash and Other Expenses Review

Create Expense Report: Review
Review the expense report below before submission. | Sawve | | Cancel ) | Bacﬁl Step 3 of 3 (_Submit )

General Information

MName :155} Purpose ial tri or conference
Expense Dates 18-FEB-2008 - 18-FEB-2008 Approver
Cost Center 5100

_J Expense Details { Expense Summary  Approval Notes [0

Cash and Other Expenses

Receipt-Based Expenses

Date Receipt Amount Exchange Rate Expense Type Expense Location Justification Merchant Name  Reimbursable Amount (USD) Receipt Required Details
18-Feb-2008 100.00 USD 1 Car Rental MNeeded a car to get around town 100.00 v
Total 100.00

j Expense Details [ Expense Summary  Approval Notes [0

Expense Report Total 100.00 USD

| Sawe | [ Cancel ) | Bacl5| Step 3 of 3 [ Submit
Expenses | Contact Us | Global Policy | Home | Logout | Preferences

Copyright (c) 2008, Oracle. Al righte reserved. Privacy Statement
[@ o Trusted sites H100% -
Notes

»  The next page will show you a summary of the expense report per line, and you will have a choice to either submit (for approval) or save it
for future use.

You can also go back and make changes if you noticed that there was something missing or there had to be some changes made.

» Once you click on the submit button you are taken to a screen showing you a final summary of what you had submitted.

FSCP Solutlons tne., 6
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12> pi/fus0l-oracle-erp-pch. solyndra, com: _t jsp? =0IE _| i _ _tr= _ti=] equestCounter=2&CurrentPage= oogle

L, hitty 01 l h,solynd S0S0JOA_HTMLIOA, jsp?OASF=0IE_EXPEMSE_REPORT _SEARCHE: OIEMATMPAGES: _ti=2002&01ER, tCounter=2&C P || | #4]] 2| |Gong e
File: Edit ‘Miew Favorites Took  Help

{:? & I@Expense Report TE10602 ] } @ B gé; & IﬁﬂPage A __()} Tools |
ORACI_E' Expense Reports Contact Us Global Policy Home Logout Preferences

Expenses

Projects and Tasks

Confirmation

Expense report number [E10602 for 100.00 has been submitted loE for approval.
Expense Report IE10602

* To send required receipts to Accounts Payable, print this page and attach all required receipts.
* Make a photocopy of this page and the receipts for your records.
* Place this page and the original receipts in an interoffice envelope, and send to Accounts Payable.

|_Return ) | Create Mew Expense Repaort ) | Printable Page |

Your manager (or specified approver) will be notified requesting approval for this expense report. Upon approval, a notification will be sent to you and
Accounts Payable. This expense report will be paid after it has been approved, and Accounts Payable verifies the receipts.

Expense Report Summary
Expense Report Total 100.00 USD

General Information
R — (] approver 7]
Expense Dates 18-FEB-2008 - 18-FEB-2008 Lines Requiring Receipt 1

Cost Center 5100 Submit Date 26-FEB-2008
Purpose Official trip to SFO for conference

_J Expense Details { Expense Summary  Approval Notes [0]

Cash and Other Expenses

Receipt-Based Expenses

Date Receipt Amount Exchange Rate Expense Type Expense Location Justification Merchant Name  Reimbursable Amount (USD) Receipt Required Details
18-Feb-2008 100.00 USD 1 Car Rental MNeeded a car to get around town 100.00 v
Total 100.00
_] Expense Details [ Expense Summary  Approval Notes [0]
one [@ o Trusted sites H100% -

Notes

» In this screen you will be shown a summary of what has been submitted for approval.

» ltalso lists the expense report number, the person to whom the expense report has been submitted for approval

» It also lists some additional information on what your next steps are to progress this Expense report for payment.

FSCP Solutlons tne.,
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@3 hd |g, http:J‘,l’ule—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,iOA‘jsp?OASF=OIE_EXPENSE_REPORT_SEARCH&_rc=OIEMAINPAGE&_ri=2DD&OIERequestCountar=3&CurrentPage=(M 42| % | |Google ye
File: Edit ‘Miew Favorites Took  Help
{:? R'ﬁ? I@Expenses Huotre: l_} @ 2 [3 gé; @ IﬁﬂPage - __()} Tools |
ORACI_E' Expense Reports Contact Us Global Policy Home Logout Preferences
Expenses

Expenses Home | Expense Reports | Credit Card Transactions | Exp | Projects and Tasks

Expenses Home

| Create Expense Report | | Import Spreadsheet | | Export Spreadsheet |

Track Submitted Expense Reports
The following expense reports are either outstanding or have been paid in the last 30 days.

Report Number'Repurl Submitted Date % | Status Current Approver Days Since Last Activity Report Total (USD) Purpose Duplicate Withdraw
IE10602 26-Feb-2008 Pending Manager Approval i 0 100.00 Official trip to SFO__ 3

13 ffthe status is Pending Your Resolution. you were sent a notification explaining the required action

Update Expense Reports
Click an Update icon to make changes to a saved. rejected. or retumed expense report.

Report Number Report Date Status Report Total (USD) Purpose Update Duplicate Delete
Mo results found.

Notifications

Select From Subject Sent Due
There are no notifications in this view.

@& TIP Vacation Rules - Radirect or auto-respond to notifications

@ TIP Warklist Access - Specify which users can view and act upon your notifications

|_Create Expense Report | | Import Spreacsheet | | Export Spreadsheet )

Expenses | Contact Us | Global Policy | Home | Logout | Preferences

Copyright (c) 2008, Oracle. Al righte reserved. Privacy Statement

one: [@ o Trusted sites H100% -

Notes

If you click on the return button or the Expense Home tab, you will be shown the summary for the expense report just submitted.

»  Note that the expense report status shows that it has been submitted for approval to <your Supervisor>
»  From this page you can either duplicate your expense report if you needed to do so for a recurring expense
>

You can also withdraw the expense report due to some other contingencies. (Needs testing)

FSCP Solutlons tne., 8
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@;‘; hd |g, http:J‘,l’ule—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,KRF.jsp?Function_id=18333&resp_id=2291B&resp_appI_id=2DD&security_group_id=0&|ang_code=US&params=NQ2JM—M 42| % | |Google ye
File: Edit ‘Miew Favorites Took  Help
{:? R'ﬁ? I@Expenses Huotre: l_} @ 2 Eﬂ gé; @ IﬁﬂPage - __()} Tools |
ORACI_E' EXDEI‘IEG Reports Contact Us Global Policy Home Logout Preferences
Expenses

Expenses Home | Exp ports | Credit Card Transactions | Exj

Expenses Home

| Create Expense Report | | Import Spreadsheet | | Export Spreadsheet |

Track Submitted Expense Reports
The following expense reports are either outstanding or have been paid in the last 30 days.

Report Number'Repurl Submitted Date % | Status Current Approver Days Since Last Activity Report Total (USD) Purpose Duplicate Withdraw
IE10602 26-Feb-2008 Pending System Administrator Action Expenses Administrator 0 100.00 Official trip to SFO._. @
IE10603 26-Feb-2008 Pending Payables Approval Accounts Payable 0 100.00 soul Testing rF‘j

[ ffthe status is Pending Your Resolution, you were sent a notification explaining the required action.

Update Expense Reports
Click an Update icon to make changes to a saved, rejected, or retumed expense report.

Report Number Report Date Status Report Total (USD) Purpose Update Duplicate Delete
Mo results found.

Notifications

View | Open Motifications o )

Select From Subject Sent Due
There are no notifications in this view.

@ TIP Vacation Rules - Redirect ar auto-respond to natifications.

@ TIP Worklist Access - Specify which users can view and act upen your notifications

| Create Expensze Report ) | Import Spreacisheet | | Export Spreadsheet |

Expenses | Contact Us | Global Policy | Home | Logout | Preferences

Copyright (c) 2008, Oracle. All rights reserved. Privacy Statement

one: [@ o Trusted sites H100% -

» Once <your Supervisor> has approved your Expense Report, you will see on your Expenses Home Page, the status that is in Accounts
Payable queue for their approval.

»  The status shows Pending Payables Approval, because they are expected to receive the originals (or copies) of your receipts for verification
and storage as an audit trail and supporting of the expense report.

FSCP Solutlons tne., 9
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File: Edit ‘Miew Favorites Took  Help

- |§, http:J‘,l’ule—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,KRF.jsp?Function_id=18333&resp_id=2291B&resp_appI_id=2DD&security_group_id=0&|ang_code=US&params=NQ2JM—M €2 ([ % | |Gaogle ye

{:? R'ﬁ I@Expenses Huotre: l_} @ 2 E gé; @ IﬁﬂPage - @Tnnls b
ORACI_G. Expense Repol“ts Contact Us Global Policy Home Logout Preferences
Expenses

Expenses Home | Exp ports | Credit Card Transactions | Exj

Expenses Home

| Create Expense Report | | Import Spreadsheet | | Export Spreadsheet |

Track Submitted Expense Reports
The following expense reports are either outstanding or have been paid in the last 30 days.

Report Number'Repurl Submitted Date % | Status Current Approver Days Since Last Activity Report Total (USD) Purpose Duplicate Withdraw
IE10602 26-Feb-2008 Pending System Administrator Action Expenses Administrator 0 100.00 Official trip to SFO._. @
IE10603 26-Feb-2008 Ready for Payment 0 100.00 soul Testing rF‘f

[ ffthe status is Pending Your Resolution, you were sent a notification explaining the required action.

Update Expense Reports
Click an Update icon to make changes to a saved, rejected, or retumed expense report.

Report Number Report Date Status Report Total (USD) Purpose Update Duplicate Delete
Mo results found.

Notifications

View | Open Motifications o )

Select From Subject Sent Due
There are no notifications in this view.

@ TIP Vacation Rules - Redirect ar auto-respond to natifications.

@ TIP Worklist Access - Specify which users can view and act upen your notifications

| Create Expensze Report ) | Import Spreacisheet | | Export Spreadsheet |

Expenses | Contact Us | Global Policy | Home | Logout | Preferences

Copyright (c) 2008, Oracle. All rights reserved. Privacy Statement

[@ o Trusted sites H100% -

Notes

»  Once the Payables group has verified and approved your Expense report, they will process the expense report to an Invoice.
»  Once this process is completed the status of your Expense Report is Ready for Payment.

»  This status can always be seen on your Expenses Home Page.

FSCP Solutlons tne., 10
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File: Edit ‘Miew Favorites Took  Help

- |§, http:J‘,l’ule—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,KRF.jsp?Function_id=18333&resp_id=2291B&resp_appI_id=2DD&security_group_id=0&|ang_code=US&params=NQ2JM—M €2 ([ % | |Gaogle ye

{:f R'ﬁ I@Expenses Huotre: l_} @ 2 E gé; @ Igﬂli'age - @Tnnls b
ORACI_G. Expense Repol“ts Contact Us Global Policy Home Logout Preferences
Expenses

Expenses Home | Exp ports | Credit Card Transactions | Exj

Expenses Home

| Create Expense Repun) | Import Spreadsheet ) | Export Spreadsheet )

Track Submitted Expense Reports
The following expense reports are either outstanding or have been paid in the last 30 days.

Report Number'Repurl Submitted Date % | Status Current Approver Days Since Last Activity Report Total (USD) Purpose Duplicate Withdraw
IE10602 26-Feb-2008 Pending System Administrator Action Expenses Administrator 0 100.00 Official trip to SFO._. @
IE10603 26-Feb-2008

0 100.00 soul Testing rF‘f

[ ffthe status is Pending Your Resolution, youem a notification explaining the required action.

Update Expense Reports
Click an Update icon to make changes to a saved, rejected, or retumed expense report.

Report Number Report Date Status Report Total (USD) Purpose Update Duplicate Delete
Mo results found.

Notifications

View | Open Motifications o )

Select From Subject Sent Due
There are no notifications in this view.

@ TIP Vacation Rules - Redirect ar auto-respond to natifications.

@ TIP Worklist Access - Specify which users can view and act upen your notifications

| Create Expense Report ) Import Spreadsheet | | Export Spreadsheet )

Expenses | Contact Us | Global Policy | Home | Logout | Preferences

Copyright (c) 2008, Oracle. All rights reserved. Privacy Statement

[@ o Trusted sites H100% -

Notes

» In this case there seems to have been a problem with the first Expense Report, and this can be withdrawn.

FSCP Solutlons tne., 11
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= pi/fus01-oracle-erp-pch, solyndra, com: _t BE = age=(oracle/appsap/oiefwebuifHome =CIE _E =CIE oogle

L, hitty 01 l h,solynd S0S0JOA_HTMLIOA, jsp?OASF=0IEHOMEPAGE: { i bifHomeP GEOAPE=CIE_EMTRY BRAMNDECAHP=CIE_EX| v | | #4 || X | Coogl P
File: Edit ‘Miew Favorites Took  Help

{:? R'ﬁ? I@Conﬁrmaﬁon ] } @ 2 Eﬂ gé; @ IﬁﬂPage - __()} Tools |
ORACI_E' EXDEI‘IEG Reports Contact Us Global Policy Home Logout Preferences

Expenses

Expenses Home | Exp ports | Credit Card Transactions | Exj

Confirmation

Withdraw expense report: This cancels any existing manager and Payables approvals and moves
the expense report to the Update Expense Reports listings. You can edit the expense report and
resubmit for approval. Do you want to continue?

— —
(Mo ) (xes)
Expenses | Contact Us | Global Policy | Home | Logout | Preferences

Copyright (c} 2008, Oracle. All rightz rezerved. Privacy Statement

one: [@ o Trusted sites H100% -

Notes

»  If you chose to withdraw the expense report, you will be shown this confirmation screen to withdraw the relevant expense report.

»  Once you confirm the withdrawal, the expense report is withdrawn from the queue, and put back on your work queue for update, delete or
duplicate.

FSCP Solutlons tne., 12
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File: Edit ‘Miew Favorites Took  Help

- |§, http:J‘,l’ule—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,iOA‘jsp?OASF=OIEHOMEPAGE&page=,l’oraclefapps,l’apfoie,iwebui;’HomBPG&OAPB=OIE_ENTR\"_BRAND&OAHP=OIE_E><FM €2 ([ % | |Gaogle ye

{:? R'ﬁ I@Expenses Huotre: l_} @ 2 E gé; @ IﬁﬂPage - @Tnnls b
ORACI_G. Expense Repol“ts Contact Us Global Policy Home Logout Preferences
Expenses

Expenses Home | Exp ports | Credit Card Transactions | Exj

(i) Information

Withdraw was successful for expense report IE10602. You can now update the expense report and re-submit for approval.

Expenses Home

| Create Expense Report | | Import Spreadsheet | | Export Spreadsheet |

Track Submitted Expense Reports

The following expense reports are either outstanding or have been paid in the last 30 days.

Report Number'Repon Submitted Date |Slalus Current Approver Days Since Last Activity Report Total (USD) Purpose  Duplicate Withdraw
IE10603 26-Feb-2008 Ready for Payment 0 100.00 soul Testing FEE‘?

[ ffthe status is Pending Your Resolution, you were sent a notification explaining the required action.

Update Expense Reports
Click an Update icon to make changes to a saved, rejected, or retumed expense report.

Report Number |Repon Date © |Slatu5 Report Total (USD) Purpose Update Duplicate Delete
IE10602 18-Feb-2003 Withdrawn 100.00 Official trip to SFO... f mm
Notifications

View |Open Notifications _ Go )

Select From Subject Sent Due

There are no notifications in this view.
@ TIP Vacation Rules - Redirect ar auto-respond ta notifications.
@ TIP Worklist Access - Specify which users can view and act upon your notifications

| Create Expensze Report | | Import Spreacisheet | | Export Spreadsheet |

Expenses | Contact Us | Global Policy | Home | Logout | Preferences

Copyright (c) 2008, Oracle. Al rights reserved. Privacy Statement

one: [@ o Trusted sites H100% -

Notes

» Once it is put back on your work queue, you can choose to update it and resubmit with changed details or additional lie items.

»  You can also choose to delete the expense report completely.

FSCP Solutlons tne., 13
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File: Edit ‘Miew Favorites Took  Help

e e IQ Update Expense Report: General Information ] } @ B gé; v |k Page @Tnnls -
ORACI_G. Expense Repol“ts Contact Us Global Policy Home Logout Preferences
Expenses

Home | Expense Reports | Credit Card Transactions | Exp

T

hy
General Infformation  Cash and Other Expenses  Review

Update Expense Report: General Information

= Indicates required field | Sawe | (Cancel | Step 1of3 | Next)
(L) S— )
= Expense Cost Center 5100 * Purpose | Official trip to SFO for conference
Reimbursement Currency US Dollar [includes Fareign Currency Receipts

Expense Template Travel

| 5ave | (Cancel ) Step 1of 3 | MNext
Expenses | Contact Us | Global Policy | Home | Logout | Preferences

Copyright (c) 2008, Oracle. All rightz rezerved Privacy Statement
one: [@ o Trusted sites H100% -
Notes

»  If you choose to update then you are starting over with this and extending the original Expense Report.
»  You can make changes to the existing lines and resubmit

»  You can also add lines to this Expense Report and resubmit.
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@\:;r - |§, http:f,l’usD1—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,KOA‘jsp?OASF=OIE_EXPENSE_REPORT_SEARCH&_rc=OIEMAINPAGE&_ri=2DD&CurrentC\assiFicatiDn=RECEIPT_BASEDEM|‘f|| X ‘ |Google “}J
File: Edit ‘Miew Favorites Took  Help
e e Ig Update Expense Report: Cash and Other Expenses ] } @ B @ v |k Page @ Tools |
ORACI_E' EKDEI‘IEE REDOI’tE Contact Us Global Policy Home Logout Preferences
Expenses

| Expense Reports | Credit Card Trans

General Information  Cash and Other Expenses  Review

Update Expense Report: Cash and Other Expenses

Save ) | Cancel ) Bacl-_(l Step 2 of 3

_J Receipt-Based Expenses [250.00] l Mileage Expenses [0.00

Receipt-Based Expenses
@ TIP Enter all business expenses. Enter one expense per line. Click Details ta enter infarmation specific to an expense, such as the Daily Rate. If your receipt includes more than one expense type, click

ltemize.
@ TIP Date Example: 26-FEB-2008.

Select Expense Lines: [ Duglicate Remove

Select All | Select None

Select Line Date Receipt A t Exp Type Justification Reimbursable Amount (USD) Details ltemize

F 1 |100.00 ‘ |CarRentaI M |Neededacartugetaroundtuwn | 100.00
B 2 [150.00 \ | Airfare ] |to Bubank and back | 150.00 gl
ojs[ ] | | | e | |
O os«[  | | || M | | E
o/s[ | | || b | |
o s [ | | | | M | |
oz [ ] | || e | |
ols[ ] | | | M | |
ols[ ] [ || M | |
ane., [@ o Trusted sites H100% -

»  You choose to additional lines and then you will resubmit for approval.
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@‘\_) - |g, http:J‘,l’ule—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,iOA‘jsp?OASF=OIEHOMEPAGE&page=,l’oraclefapps,l’apfoie,iwebui;’HomBPG&OAPB=OIE_ENTR\"_BRAND&_ti=104819309M €2 ([ % | |Gaogle

File: Edit ‘Miew Favorites Took  Help

{:? & I@ Expenses Home l_}

@ - B Qéi ~ [sh Page ¥ ;@Tnnlsv

ORACLE' Expense Reports

Contact Us Global Policy Home Logout Preferences

Expenses

Projects and Tasks

Conﬁ'Expanses Homek
Expense report number [E10602 for 250.00 has been submitted tol—.—llf‘or approval.
Expense Report IE10602

* To send required receipts to Accounts Payable, print this page and attach all required receipts. |_Return ) | Create Mew Expense Repaort ) | Printable Page |
* Make a photocopy of this page and the receipts for your records.

* Place this page and the original receipts in an interoffice envelope, and send to Accounts Payable.

Your manager (or specified approver) will be notified requesting approval for this expense report. Upon approval, a notification will be sent to you and
Accounts Payable. This expense report will be paid after it has been approved, and Accounts Payable verifies the receipts.

Expense Report Summary
Expense Report Total 250.00 USD

General Information
(Y S— [T mpprover 1
Expense Dates 18-FEB-2008 - 19-FEB-2008 Lines Requiring Receipt 2

Cost Center 5100 Submit Date 26-FEB-2008
Purpose Official trip to SFO for conference

_J Expense Details { Expense Summary  Approval Motes [1]

Cash and Other Expenses

Receipt-Based Expenses

Date Receipt Amount Exchange Rate Expense Type Expense Location Justification Merchant Name  Reimbursable Amount (USD) Receipt Required Details
18-Feb-2008 100.00 USD 1 Car Rental MNeeded a car to get around town 100.00 v
19-Feb-2008 150.00 USD 1 Airfare to Bubank and back 150.00 v
Total 250.00
one: [@ o Trusted sites H100% -
Notes

»  Once resubmitted it will join the queue for approval as per original Expense Report and be submitted to <your Supervisor>
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File: Edit ‘Miew Favorites Took  Help

- |§, http:J‘,l’ule—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,iOA‘jsp?OASF=OIEHOMEPAGE&page=,l’oraclefapps,l’apfoie,iwebui;’HomBPG&OAPB=OIE_ENTR\"_BRAND&_ti=104819309M €2 ([ % | |Gaogle ye

{:f R'ﬁ I@Expenses Huotre: l_} @ 2 E gé; @ Igﬂli'age - @Tnnls b
ORACI_G. Expense Repol“ts Contact Us Global Policy Home Logout Preferences
Expenses

Expenses Home | Exp ports | Credit Card Transactions | Exj

Expenses Home

| Create Expense Repun) | Import Spreadsheet ) | Export Spreadsheet )

Track Submitted Expense Reports
The following expense reports are either outstanding or have been paid in the last 30 days.

Report Number'Repurl Submitted Date % | Status Current Approver Days Since Last Activity Report Total (USD) Purpose Duplicate Withdraw
IE10602 26-Feb-2008 Pending Manager Approval Camporaso, Paula 0 250.00 Official trip to SFO__. rrﬁ‘y
IE10603 26-Feb-2008 Ready for Payment 0 100.00 soul Testing rF‘f

[ ffthe status is Pending Your Resolution, you were sent a notification explaining the required action.

Update Expense Reports
Click an Update icon to make changes to a saved, rejected, or retumed expense report.

Report Number Report Date Status Report Total (USD) Purpose Update Duplicate Delete
Mo results found.

Notifications

View | Open Motifications o )

Select From Subject Sent Due
There are no notifications in this view.

@ TIP Vacation Rules - Redirect ar auto-respond to natifications.

@ TIP Worklist Access - Specify which users can view and act upen your notifications

| Create Expense Report ) Import Spreadsheet | | Export Spreadsheet )

Expenses | Contact Us | Global Policy | Home | Logout | Preferences

Copyright (c) 2008, Oracle. All rights reserved. Privacy Statement

[@ o Trusted sites H100% -

Notes

» It will show up again on your Expenses Home Page as “Pending Manager Approval”.
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Approved Expense Report

iExpense Training

6 - |Q‘ http:/fus0l-oracle-erp-pch.salyndra. com: 8050/0A_HTML{OA, jsp?OAFUNC=0AHOMEPAGE

M *y || X Google e

Fil:  Edit ‘iew Favorites  Tools  Help

e o I @ Oracle Applications Home Page l }

ﬁ - B Qé; - |2k Page ¥ '__‘:)}Tools'

ORACLE' E-Business Suite

Logout Preferences Help

Requisition 700336
& TIP Vacation Rules - Redirect or auto-respond to natifications.
@ TIP Worklist Access - Specify which users can view and act upon your notifications

Navigator

Worklist

(_Full List )
From Subject |sent=
Camporaso, Expense |[E10603 (100.00 USD) has been approved 26-Feb-2008
Paula

Kingsley, Jeffrey More Information Requested: Document Manager Failed With Error Mumber 3 while processing Purchase  04-May-2007
R

| Edit Mawigatar |

(23 Alert Manager

3 Application Developer

(23 Daily Financials Intelligence
[ Daily Inventory Intelligence

(3 Daily Payables Intelligence

(23 Daily Procurement Intelligence
(3 Daily Supply Chain Intelligence
23 Engineering

[ General Ledger Super User

[0 General Ledger Supenisor

[C3 General Ledger User

[ Internet Expenses

[23 Internet Procurement

3 iSupplier Portal Internal View
(3 Oracle iSetup

(23 Oracle Web ADI

[0 Purchasing Super User

23 S0LUS Advanced Supply Chain Planner

[ SOLUS BOM Super User
£ S0 1S ROM [ lsar

Pleaze =elect a responsibility.

Favorites

| You have not selected any favorites. Please use the "Edit Favorites”
button to set up your favorites.

Legged In As L __]

|_Edit Favorites |

[« Trusted sites #100% -+

Notes

»  Once the Expense Report has been approved by <your Supervisor> a notification is available to you showing the approval

»  This will be displayed the first time yu log in after the approval.

»  You do not have any action, but this is just a notification for informational purposes.

FSCP Solutlons tne.,
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Rejected Expense Report

iExpense Training

5:_:' - |§, http: /fusl-oracke-erp-pch. solyndra, com:80S0/0A_HTML/GA jsp?OAFUNc=0AHOMEPAGE

M €2 ([ % | |Gaogle ye

Filz:  Edit ‘iew Favorites Tools  Help

e o I (& Oracle Applications Home Page l }

@ - B Eéé - gpage'@mnlsv

ORACLE' E-Business Suite

Logout Preferences Help

Requisition 700336
@ TIP Vacation Rules - Redirect or auto-respond to notifications.
@ TIP Worklist Access - Specify which users can view and act upon your notifications.

Navigator

Kingsley, Jeffrey More Information Requested: Document Manager Failed With Error Mumber 3 while processing Purchase — 04-May-2007
R

—_—

|_Edit Navigator )

Worklist
(_Full List )
From Subject |SentT I
Expense |[E10606 (100.00 USD) has been rejected 26-Feb-2008

(3 Alert Manager

[23 Application Developer

(3 Daily Financials Intelligence
(23 Daily Inventory Intelligence

(23 Daily Payables Intelligence

(23 Daily Procurement Intelligence
[23 Daily Supply Chain Intelligence
[ Engineering

(3 General Ledger Super User

(23 General Ledger Supenvisor

(3 General Ledger User

(3 Internet Expenses

[ Internet Procurement

3 iSupplier Portal Internal View
(3 Oracle iSetup

[ Oracle Web ADI

[23 Purchasing Super User

1 SOLUS Advanced Supply Chain Planner

[ SOLUS BOM Super User
3 801 118 ROM | lsar

Pleaze =elect a rezponzibility.

Favorites

You have not selected any favorites. Please use the "Edit Favorites”
button to set up your favorites.

Y m—

Err———
|_Edit Favorites |

[@ o Trusted sites H100% -

Notes

»  This is how a rejected expense report will be notified to you the next time when you log in after the rejection

FSCP Solutlons tne.,
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@‘C I |§, http: [/ fus0l-oracle-erp-pch. salyndra, com: G050/0A_HTML/OA, jsprOAFUnc=FND_WFNTF _DETAILS&MHId=2500758addEread Crumb=Y&retainaAM="%_ti=767534402&0apc=2 M *2([ X | |Gaogle P

File Edit View Favorites Tools Help

e ot I@Nutificaﬁmbatails l_\ th- B

v |2k Page v () Todls |

ORACLE' E-Business Suite

Home Logout Preferences Help

/N Warning

1. This expense report was rejected by :

2. Rejection Reason: Mo reason provided.
3. This notification does not require a response.

Expense IE10606 (100.00 USD) has been rejected

(_OK J ( Reassign ) [ Reguest Information )

From Expense Report for
To Cost Center 5100

Sent 26-Feb-2008 21:59:40 Purpose Mundane testing
ID 250078 Expense Report Total  100.00 USD

Instructions

Before reimbursement can be made for this expense report, please make all necessary changes and re-submit for approval.

Cash and Other Expenses: Business Expenses

Line Date Expense Type Amount Justification Cost Center
1 19-Feb-2003 Meals 100.00 Meals 5100
Total 100.00

Related Applications
Expense Report Details

Return to Worklist
[ Display next notification after my response

| OK ) | Reassign ) ( Reguest Infarmation )

Home | Logout | Preferences | Help
Copyright (c) 2008, Oracle. Al rights reserved. Privacy Statement

one: [@ o Trusted sites H100% -

Notes

»  When you click on the expense report to review the details this is what you will see

» If there was a reason assigned to the rejection then it will be shown here
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Entering Expense Report with Foreign Currency Receipts

@\—/ < |& http:f,l'usU1—oracleferpfpch‘solyndra.com:SUSD,I’OF\_HTML,KOA‘jsp?OASF=OIE_EXPENSE_REF‘ORT_SEARCH&_rc=OIEMF\INF‘AGE&_ri=200&0ASF=OIE_EXPENSE_REPORT_SEARC}-M 2 ([ % Google ge
File: Edit ‘Miew Favorites Took  Help

ﬁ R‘% IQCreate Expense Report: Seneral Information l } @ - [3 gé; o Iﬁﬂpage = f::I' Tadls
ORACI_G. Expense Repor‘ts Contact Us Global Policy Home Logout Preferences

Expenses

Expenses Home | Expense Reports | Credit Card Transactions | Expenses Pr s | Projects and Tasks
M

oy
General Infformation  Cash and Other Expenses  Review

X1 Error

Please enter a value in the Purpose field.

Create Expense Report: General Information

* Indicates required field | Bawe | (Cancel ] Step 1of 3 | Mext
name 1 155)
* Expense Cost Center |5100 = Purpose | Valid Purpose required
Reimbursement Currency  US Dollar [¥lIncludes Forsign Currency Receipts

Expense Template Travel

| Save ) (Cancel ) Step 1of 3 | MNext
Expenses | Contact Us | Global Policy | Home | Logout | Preferences

Copyright (c) 2008, Oracle. Al rights reserved. Privacy Statement
:} [@ o Trusted sites H100% -
Notes

»  If you have any foreign currency receipts that you will be submitting with this expense report, you will check the box, to show that the
expense report includes foreign currency receipts.

»  Once you check this box, the expense report screen layout will differ — as shown in the next page.
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@5‘ - |@, http:J‘,l’ule-oracle-erp-pch‘solyndra.com:SDSD,I’OA_HTML,iOA‘jsp?OASF=OIE_EXPENSE_REPORT_SEARCH&_rc=OIEMAINPAGE&_ri=200&01ERequestCountar=1&CurrentPage=(M 42| % | |Google pe
File Edit View Favorites Tools Help
i:? e I@Create Expense Report: Cash and Other Expenses l_\ @ - B Eéé v IﬁﬂPage 4 @TW'S ~
ORACI_E' EXPEI‘ISG RGPOITS Cortact Us  Global Policy Home Logout Preferences
Expenses

ome | Expense Reports |

General Information  Cash and Other Expenses  Review

Create Expense Report: Cash and Other Expenses
(Save ) (Cancel) (Back|Step? of 3 [Mext )

_J Receipt-Based Expenses [0.00] l Mileage Expenses [0.00

Receipt-Based Expenses

@ TIP Enter all business expenses. Enter one expense per line. Click Details to enter infarmation specific to an expense, such as the Daily Rate. If your receipt includes more than one expense type, click
ltemize.
@ TIP Date Example: 04-MAR-2008

Select Expense Lines: | Duplicate ) [ Remove )
Select All | Select Mane

Receipt Receipt Exchange Reimbursable Amount
Select Line Date Amount Currency Rate Expense Type  Justification Cost Center {USD} Details ltemize
O 1 |02-Mar-2008 150 UsD 5100
e I
B |2 e : 5100 5
=R XN I 5100
usD = =
O s Ll " &m0 2
O s | [ M 5100
O & [ [ 5100
oz I s100
O s 5100
0 g [ 5100 &
— an ,—fa SAnn E‘_
El [@ o Trusted sites & 100% -
Notes
»  The form now will accept two additional fields — Receipt Currency (defaulted to USD) and Exchange Rate.
»  If you are entering a foreign currency receipt you will change the currency code to the appropriate one.
»  You will also have to enter the appropriate currency exchange rate for that day.
»  The exchange rate will be reflected in your Credit Card bill or you could go to one of the many web-sites to ascertain the exchange rate for

that day between your functional currency and the foreign currency.
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@‘\_) - |g, http:J‘,l’ule—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,iOA‘jsp?OASF=OIE_EXPENSE_REPORT_SEARCH&_rc=OIEMAINPAGE&_ri=200&01ERequestCountar=1&CurrentPage=(M €2 ([ % | |Gaogle ye

File: Edit ‘Miew Favorites Took  Help

e e I@Create Expense Report: Cash and Other Expenses ] } @ B gé; v |k Page __!3} Tools |

_J Receipt-Based Expenses [0.00] [ Mileage Expenses [0.00

Receipt-Based Expenses

@ TIP Enter all business expenses. Enter one expense per line. Click Details to enter information specific to an expense, such as the Daily Rate. If your receipt includes more than one expense type, click
ltemize.

@ TIP Date Exarmnple: 04-MAR-2008.

. —_—
Select Expense Lines: | Duplicate ) | Remove |
Select All | Select Mane

Receipt Receipt Exchange Reimbursable Amount
Select Line Date Amount Currency Rate Expense Type  Justification Cost Center {USD} Details ltemize
O 1 |02Mar2008 150 1.4256 Had to eat 5100
o 2 2
o 3 5
0 s "
O s ] 5100
O ™
0oz ] 3
o s 5
0
oo ] 5100

| Add Mare Lines ) | Update | Total 0.00
Select Expense Lines: | Duplicate ) [ Remowe

Use this table ko enter receipt-based expenses that you did
niok charge ko your companry.

_] Receipt-Based Expenses [0.00] [ Mileage Expenses [0.00

| gave ) | Cancel ) | Back| Step 2 of 3 | Next )
Expenses | Contact Us | Global Policy | Home | Logouwt | Preferences

Canvrinkt (01 206 Oracle AN riokts reserved Privarv Statemert
et fus01 -oracke-erp-pch, solyndra, com: 3050/ 04 _HTMLOA jspPOASF=0IE_EXPENSE_REPORT_SEARCHE: r=CIEMAINPAGES ri=20080IERequestCa &l [% + Trusted sites #100% -
Notes

»  If you have a foreign currency receipt on a specific line and after finishing entering all relevant information yo may want to confirm/check the
equivalent amount in USD.

»  Todo this you click on the Update button below the Cost Center column
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5\:;{ - |§, http:f,l’usD1—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,KOA‘jsp?OASF=OIE_EXPENSE_REPORT_SEARCH&_rc=OIEMAINPAGE&_ri=2DD&CurrentC\assiFicatiDn=RECEIPT_BASEDEM|‘f|| X ‘ |Google “}J
File: Edit ‘Miew Favorites Took  Help
e e IQCreate Expense Report: Cash and Other Expenses ] } @ S @ @ @Page - @Tnnls -
ORACI_E' EKDEI‘IEE REDOI’tE Contact Us Global Policy Home Logout Preferences
Expenses

General Information  Cash and Other Expenses  Review

Create Expense Report: Cash and Other Expenses

Save ) | Cancel ) Bacl-_(l Step 2 of 3

_J Receipt-Based Expenses [213.84] l Mileage Expenses [0.00

Receipt-Based Expenses

@ TIP Enter all business expenses. Enter one expense per line. Click Details to enter information specific to an expense, such as the Daily Rate. If your receipt includes more than one expense type, click
ltemize.
@ TIP Date Example: 04-MAR-2008.

Select Expense Lines: [ Duglicate Remove

Select All | Select None

Receipt Receipt Exch Reimbursable Amount
Select Line Date Amount Currency Rate Expense Type  Justification Cost Center (USD) Details ltemize
O 1 |02-Mar-2008 EUR [v 14256 Meals v|[Had to eat | /5100 | 21384
O 2| | | | | 5100 |
O 3| | | | | 5100 |
O 4| | | | | 5100 |
O s | | | | | 5100 |
O s | | | | | 5100 |
0z | | | | 5100 |
O s | | | | ]l 5100 |
[l | [ | [ Tl [ lle1nn ]
one, [@ o Trusted sites &

»  The equivalent USD amount is shown in the next column for each line.

»  You need not do this for each line, but an do it for all the lines after entering all the lines for the expense report..
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Entering Additional Line Details

@‘\_) - |g, http:J‘,l’ule—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,iOA‘jsp?OASF=OIE_EXPENSE_REPORT_SEARCH&_rc=OIEMAINPAGE&_ri=200&01ERequestCountar=1&CurrentPage=(M €2 ([ % | |Gaogle ye

File: Edit ‘Miew Favorites Took  Help

{:? R'ﬁ? I@Create Expense Report: Cash and Other Expenses ] } @ - Eﬂ gé; - Ij Page __!3} Taools |

_J Receipt-Based Expenses [0.00] [ Mileage Expenses [0.00

Receipt-Based Expenses

@ TIP Enter all business expenses. Enter one expense per line. Click Details to enter information specific to an expense, such as the Daily Rate. If your receipt includes more than one expense type, click
ltemize.

@ TIP Date Exarmnple: 04-MAR-2008.

Select Expense Lines: | Duplicate ) | Remove |

Select All | Select Mane

Receipt Receipt Exchange Reimbursable Amount
Select Line Date Amount Currency Rate Expense Type  Justification Cost Center {USD} Details ltemize
O 1 [02Marz008 150 ' 1.4256 Had to eat 5100
D 2 5100 &
B! 5100 B
O 4 [ v 5100
O s L [ 5100
O s L [ 5100
Oz [ 5100
O s 5100 B
=i 5100
O 1 | L ¥ 5100 &
| Add More Lines | | Update | Total 0.00
Select Expense Lines: (_Duplicate ) [ Remove
_] Receipt-Based Expenses [0.00] [ Mileage Expenses [0.00
\save ) | Cancel ) | Back | Step 2 of 3 |MNext )
Expenses | Contact Us | Global Policy | Home | Logouwt | Preferences
Conwrinht (01 200F_Orande Al riskts reserved Privary Statemert
El [8 " Trusted sites F100% v
Notes
» Once you enter all the information , as you would on any expense report, you can either click the next button or one of the other buttons on

that line.
»  The two buttons available on each line are
o  Details

o ltemize
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@w\—/‘. hd |g, http:J‘,l’ule—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,iOA‘jsp?OASF=OIE_EXPENSE_REPORT_SEARCH&_rc=OIEMAINPAGE&_ri=2DD&CurrentC\assiFicatinn=RECEIPT_BASEDEM 42| % | |Google ge
File: Edit ‘Miew Favorites Took  Help

{:? e IU Cash and Other Expenses: Details for Line 1 ] } @ B gé; - Ij Page v __!3} Tools |
ORACI_G' Expense Reportg Contact Us Global Policy Home Logout Preferences

Expenses

| Projects and Tasks

General Information Cash and Other Expenses Review

Cash and Other Expenses: Details for Line 1

\ Update ) | Duplicate ) | Mew Line ) ([ Remowve Line | | Return )
* Indicates required field
* Start Date  |02-Mar-2008

(example: 18-Feb-2008)

Expense Location |Location where you had the meals
Daily Rate |150.00

Merchant Mame  |Merchant Name - Restaurant etc
MNumber Of Days |1

* Receipt Amount | 150.00 EUR - Euro .
= Exchange Rate | 14256
Reimbursable Amount 213.84 USD
[ original Receipt Missing

= Justification |Had tg eat

Expense Group |Group
* Cost Center 5100

Additional Information

|_Update | [ Duplicate ) | Mew Line ] | Remowe Line | | Return f

Expenses | Contact Us | Global Policy | Home | Logout | Preferences

|Reta\n unsaved changes and return to previous d
Copyright (c) 2008, Oracle. All rightz rezerved Y STATSITETT |

e {501 -oracke-erp-ph, solyndra, comi 3050/ 04 _HTMLOA jspPOASF=0IE_EXPENSE_REPORT_SEARCHE: r=CIEMAINPAGES, ri=2008CurrenkClass ] [@|  Trusted sites #100% -

Notes

»  Once you click on the details button you will be shown the screen that you see above.
»  This screen can be used to enter and capture additional details related to that line.

»  This may be needed in some cases based on the requirements at your company.
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Entering Itemized Line Details

6‘\—) - |g, http:J‘,l’ule—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,iOA‘jsp?OASF=OIE_EXPENSE_REPORT_SEARCH&_rc=OIEMAINPAGE&_ri=2DD&CurrentC\assiFicatinn=RECEIPT_BASEDEM €2 ([ X | |Gaogle g

File Edit Wiew Favorites Tools  Help

i:? e Il.':;] Create Expense Report: Cash and Other Expenses ] } @ B gé; v IﬁﬂPage A __!3} Tools |
ORACI_E. Expense Reports Contact Us Global Policy Home Logout Preferences
Expenses

Projects and T

General Information Cash and Other Expenses Review

X1 Error

1. Line 1-2 Error - A receipt with this expense type requires a justification. Please enter a justification for this receipt.
2. Line 1.3 Error - A receipt with this expense type requires a justification. Please enter a justification for this receipt.

Create Expense Report: Cash and Other Expenses
(Save ) | Cancel ) | Ba[l-_(l Step 2 of 3 [Mext £

_J Receipt-Based Expenses [213.84] { Mileage Expenses [0.00

Receipt-Based Expenses

@ TIP Enter all business expenses Enter one expense per line_ Click Details ta enter infarmation specific to an expense, such as the Daily Rate If your receipt includes more than one expense type, click
ltemize.
@ TIP Date Example: 04-MAR-2008

@y necessary. click Details or ltemize to correct the errors listed above.
Select Expense Lines: | Duplicate ) ( Remove )
Select All | Select None

Receip Exchang Reimbursable Amount
Currency Rate Expense Type  Justification Cost Center (USD) Details ltemize

Select Error Line Date

O 14 [02-Mar-2008 14256 Had to eat 5100 9979
O @ 12 |03Mar2008 14256 Had ta eat 5100 §7.02
O @ 13 04Mar2008 14256 (Meals  [v]|washungry 5100 57.02
o 2 I 5100
O 3 5100
o . T 5100
— - | I | E4nn
[8 7 Trusted sites <
Notes
»  When you click on the ltemize button you will be shown a screen to enter specific line detail to split the amount that you had entered for the
line .
»  This could be in case you had one line that showed an amount of $150 for 3 days.
»  You could also enter this same line with the split amounts on the previous screen; OR
»  You could enter th total amount for Meals in the previous screen and then enter the daily detail in this screen
»  This is a company specific requirement and could be done either way depending on your company policies.
»  You need to fill in each line completely as you had done the original — with all required columns filled in
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File Edit ‘Wiew

- |§, http:J‘,l’ule—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,iOA‘jsp?OASF=OIE_EXPENSE_REPORT_SEARCH&_rc=OIEMAINPAGE&_ri=2DD&CurrentC\assiFicatinn=RECEIPT_BASEDEM €2 ([ X | |Gaogle pe

=

Favorites  Tools  Help

i:f '1'# I@Create Expense Report: Review @ ol E

gé; - IﬁﬂPage - @Tools hd

ORACLE' Expense Reports

Contact Us Gilobal Policy Home Logout Preferences

Expenses

s Home | Expense Reports | Credit Card Transactions | Expe

es | Projects and T:

General Information

Cash and Other Expenses Review

Create Expense Report: Review
Review the expense report below before submission.

General Information
MName

Expense Dates

Cost Center

Purpose i ired
Approver
Lines Requiring Receipt 3

Approval Notes [0

02-MAR-2008 - 04-MAR-2008
5100

_J Expense Details { Expense Summary

Cash and Other Expenses

Receipt-Based Expenses

Receipt Exchange Reimbursable Amount Receipt
Date Amount Rate Expense Type Expense Location Justification Merchant Name (UsSD) Required Details
02-Mar-2008 70.00 EUR 1.4256 Meals Location where you had the Had to eat  Merchant Mame - Restaurant 99.79 v
meals etc
03-Mar-2008 40.00 EUR 1.4256 Meals Location where you had the Had to eat  Merchant Mame - Restaurant 57.02 v
meals etc
04-Mar-2008 40.00 EUR 1.4256 Meals Location where you had the Washungry Merchant Name - Restaurant 57.02 v
meals etc
Exchange Rate
02-Mar-2008 Rounding 0.01
Total 213.84
j Expense Details " Expense Summary Approval Notes [0
Funnnen Donnd Tatal 242 24 1ISN
one: [8 7 Trusted sites H100% -

Notes.

»  The completed expense report now looks something like this detailing each line where the specific details were entered.

»  You can now click the submit button to submit for approval to <Your Supervisor>
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File Edit Wiew Favorites Tools  Help

i:f ﬁ'ﬁ I @Create Expense Report: Review ] }

- |g, http:J‘,l’ule—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,iOA‘jsp?OASF=OIE_EXPENSE_REPORT_SEARCH&_rc=OIEMAINPAGE&_ri=2DD&OIERequestCountar=9&CurrentPage=(M €2 ([ X | |Gaogle

@ - B Qé; - @Page'@molsv

ORACLE' Expense Reports

Contact Us Gilobal Policy Home Logout Preferences

Expenses

Home | Expense Reports | Credit Card Transactions | Exp s | Projects and T:

General Information Cash and Other Expenses Review

Create Expense Report: Review
Review the expense report below before submission.

General Information
N — T Purpose

Valid Purpose required
Expense Dates 02-MAR-2008 - 04-MAR-2008 Appraver ﬁ
Cost Center 5100 Lines Requiring Receipt

Expense Details Expense Summary [ Approval Motes [0

Weekly Summary By Expense Types

Expense Type  Sunday 02-MAR-2008 Monday 03-MAR-2008 Tuesday 04-MAR-2008 Wednesday 05-MAR-2008 Thursday 06-MAR-2008 Friday 07-MAR-2008 Saturday 08-MAR-2008 Total
Meals 99.79 57.02 57.02 0.00 0.00 0.00 0.00 213.83
Total 99.79 57.02 57.02 0.00 0.00 0.00 0.00 213.83

Weekly Summary By Expense Groups

Expense Group  Sunday 02-MAR-2008 Monday 03-MAR-2008 Tuesday 04-MAR-2008 Wednesday 05-MAR-2008

Group 99.79 57.02 57.02 0.00
Total 99.79 57.02 57.02 0.00

Thursday 06-MAR-2008 Friday 07-MAR-2008 Saturday 08-MAR-2008 Total
0.00 0.00 0.00 213.83
0.00 0.00 0.00 213.83

Expense Details Expense Summary [ Appraval Notes [0

Expense Report Total 213.84 USD
| Sawe | | Cancel ) | Baclgl Step 3 of 3 Submit )

[8 7 Trusted sites H100% -

Notes

»  The expense summary sub-tab gives you a little different detail to show you a weekly summary of expenses
» Asyou had entered a group information on the detail screen it also shows you this group detal.

»  This is only for reporting purposes and in now way changes the way the expense report will be processed.
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File Edit Wiew Favorites Tools  Help

3 '1'.* | jé Expense Report TE10541 | ‘

v | 8] http:/fus0i-oracle-erp-pch, solyndra, com: 8050/0A_HTMLIOA jsp?OASF=0IE_EXPENSE_REPORT_SEARCHE: re=CIEMAINPAGES: ri=200801ERequestCounter=108CurrentPage=| ¥ | || X

fi~- B ®

v I-_-}Page w (f Tools ¥

Expense Report IE10641

* To send required receipts to Accounts Payable, print this page and attach all required receipts.
* Make a photocopy of this page and the receipts for your records.

Expense Report Summary

Expense Report Total 213.84 USD
General Information

Name 155)
Expense Dates 02-MAR-2008 - 04-MAR-2008
Cost Center 5100
Purpose Valid Purpose required

Expense Details Expense Summary  Approval Notes [0

Cash and Other Expenses

Receipt-Based Expenses

Rounding

Fxnense Netails Expense Summary Anproval Notes [01

Lines Requiring Receipt

| Return |

| Create Mew Expense Report | | Printable Page )

* Place this page and the original receipts in an interoffice envelope, and send to Accounts Payable.

Your manager (or specified approver) will be notified requesting approval for this expense report. Upon approval, a notification will be sent to you and
Accounts Payable. This expense report will be paid after it has been approved, and Accounts Payable verifies the receipts.

approver 7]

3
Submit Date  04-MAR-2008

Receipt Exchange

Date Amount Rate Expense Type Expense Location Justification Merchant Name

02-Mar-2008 70.00 EUR 1.4256 Meals Location where you had the Had to eat  Merchant Mame - Restaurant
meals etc

03-Mar-2008 40.00 EUR 1.4256 Meals Location where you had the Had to eat  Merchant Mame - Restaurant
meals etc

04-Mar-2008 40.00 EUR 1.4256 Meals Location where you had the Washungry Merchant Mame - Restaurant
meals etc

Exchange Rate
02-Mar-2008

Total

Reimbursable Amount Receipt
(USD) Required Details
99.79 v
57.02 v
57.02 v
0.01
213.84

[8 7 Trusted sites * 100%

Notes

»  Once you click the submit button the expense detail information is shown as above for the expense report you just created.

>
>

The process after this is the same as the one for a single line, USD or expense report with no details.

<Your supervisor> will now have to approve this Expense Report before any processing can be done.
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Approve Expense Report

iExpense Training

@ TIP Worklist Access - Specify which users can view and act upon your notifications

Navigator

| Edit Nawigator |
3 Raily Financials Intelligence Flease select a responsibilty.
] Internet Procurement

Copyright (c) 2008, Oracle. All rights reserved.

Logout | Preferences | Help

E‘C-}' - |g, http:/fusnl-oracle-erp-pch. solyndra. com: S050/0A_HTMLIOA, jspTOAFUNC=0AHOMERAGE M *y || % Google P
File  Edit ‘iew Fovorites Tools  Help
* e I@Drac\e Applications Home Page l } @ - B gé; - b Page - f:} Tools |
ORACLE E-Business Suite
Logout Preferences Help
Logged In As | I
Worklist Favorites
(Full List ) (_Ediit Favorites )
Erom Subject Sent™ You have not selected any favorites. Please use the "Edit Favorites”
Ll Expense IE10602 ](100.00 USD) 26-Feb-2008
@ TIP Vacation Rules - Redirect or auto-respond to notifications

button to set up your favorites.

Privacy Statement

EB o Trusted sites

HA00% T

Notes

>
>

FSCP Solutlons tne.,

»  When the Supervisor / Manager logs in to the system (Oracle Applications), they will see the notification as it is shown here.
They do not need to enter any responsibility to approve or review Expense Reports sent to them for approval.

To review, approve, reject or perform any tasks on the Expense Report please click the link (Subject)

31



iExpense Training

=
Q\— . |g http:/fus0l-oracle-erp-pch. salyndra, com: S050/0A_HTMLIOA, jsprOAFURc=FND_WFNTF_DETAILS&MNHId=250071 faddBread Crumb=Y&retainAM=Y2_ti=11856897 16&0apc=2 [V] 3| X% ge

File Edit Wiew Favorites Tools  Help

e ot I_@Nutificaﬁmbatails l_} th- B

gé; - l-_-_}Page - ";r Tools |

ORACLE' E-Business Suite
Expense IE10602forL—— 1(100.00 USD)
From : Expense Report for :

Home Logout Preferences Help

| Approve ) [ Reject ) | Reassign ) | Request Information |

Ta Cost Center 5100
Sent 26-Feb-2008 15:24:29 Purpose  Official trip to SFO for conference
Due 02-Mar-2008 15:24:29 Expense Report Total 100.00 USD

D 250071

Instructions
Please approve or reject this expense report. Please provide a Note if you reject.

Cash and Other Expenses: Business Expenses

Line Date Expense Type Amount Justification Cost Center
1 18-Feb-2008 Car Rental 100.00 Needed a car to get around town 0000
Total 100.00
Action History
Num Action Date Action From To Details
1 26-Feb-2008 15:24:29 Submit - ]

Related Applications
Expense Report Details

Response
INote

Return to Worklist

[ Approvej REJectj | Reassignj | Reguest Information _J
[ Display next notification after my response

one: [8 7 Trusted sites H100% -

Notes
»  The expense report is displayed and can be reviewed for details
»  The supervisor / manager has the following options
o  Approve — Expense report can now be processed further and subsequently paid
o  Reject — Sends it back to the Expense report filer with a rejection
o  Reassign — Can be reassigned to someone else for review and approval

o Request Information — Same as rejection in a way, but has an option to specifically request additional information on the
transaction
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@‘\_) - |g, http:J‘,l’ule—oracleferpfpch‘solyndra.com:SDSD,I’OA_HTML,iOA‘jsp?page=J‘oracIe,l’apps,l’FndfFramaworKinavigate,l’webu\,l’HomePG&homePage=\"&OAPB=FWK_HOMEPAGE_ERAND&_M €2 ([ % | |Gaogle

File: Edit ‘Miew Favorites Took  Help

e e I (& Oracle Applications Home Page

=

fi - B

gé; - IﬁﬂPage - __()} Tools |

ORACLE' E-Business Suite

Logout Preferences Help

Worklist

From

There are no notifications in this view.

@ TIP Vacation Rules - Redirect or auto-respond to notifications.

@ TIP Worklist Access - Specify which users can view and act upon your notifications.

MNavigator

Subject

Logged In A}
Favorites

|_Full List

——
|_Edit Favorites |
Sent

You have not selected any favorites. Please use the "Edit Favorites”
button to set up your favorites.

| Edit Nawigator |

Please select a responsibility.

(3 Daily Financials Intelligence
]| Fternet Procurement

Copyright (c) 2008, Oracle. All rights reserved.

Logout | Preferences | Help

Privacy Statement

[@ o Trusted sites

FA00% -

Notes

»  Once you click approve, reject or reassign button the notification will not longer be visible by you.
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Reassign an Expense Report

iExpense Training

6 - |& http: {fus01-oracle-erp-pch.solyndra. com: 5050/04_HTML/OA, jsp?OAFUNC=0AHOMERAGE

m *y || % Google

File  Edit ‘iew Fovorites Tools  Help

ﬁ e I @ Oracle Applications Home Page

=

fi - B

gé; - IjPage hd _f)} Taals |

ORACLE' E-Business Suite

Logout Preferences Help

@& TIP Vacation Rules - Redirect or auto-respand to notifications
@ TIP Worklist Access - Specify which users can view and act upon your notifications.

Navigator

Worklist
(Full List )
From Subject SentT
| Expense [E10606 [ | ](100.00 USD) 26-Feb-2008

| Edit Nawigator |

Please select a responsibility.

EIII;IE.IJ&EHiEﬂCIElS Intelligence
3 nternet Procurement

Copyright (c) 2008, Oracle. Al rights reserved.

Logout | Preferences | Help

Ty S—

|_Edit Favorites )
You have not selected any favorites. Please use the "Edit Favorites”
button to set up your favorites.

Favorites

Privacy Statement

EB o Trusted sites

HA00% T

Notes

»  When you log in to the system (Oracle Applications) you will see notifications of waiting Expense Report transactions needing your action

»  Click on the Expense Report subject link to open the transaction
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@‘C I |§, http: [ fus0l-oracle-erp-pch. salyndra, com: G050/0A_HTML/OA, jsprOAFURc=FND_WFNTF _DETAILS&MHId=250077&addBread Crumb=Y&retainaM="%_ti=73133997 1&oapc=2 M *2([ X | |Gaogle

File Edit View Favorites Tools Help

*_4}'{;[ & Notification Details l_\

@ B gé; - l-_.-_}Page - Zi’-.jI-TooIs

-l

ORACLE' E-Business Suite

Home Logout Preferences Help

Expense IE10606ford______ ] (100.00 USD)
From : Expense Report for :

To Cost Center 5100
Sent 26-Feb-2008 21:57:48 Purpose  Mundane testing
Due 02-Mar-2008 21:57:48 Expense Report Total 100.00 USD

D 250077

Instructions
Please approve or reject this expense report. Please provide a Note if you reject.

Cash and Other Expenses: Business Expenses

| Approve | | Reject | | Reassign ) | Reguest Infarmation |

Line Date Expense Type Amount Justification Cost Center
1 19-Feb-2008 Meals 100.00 Meals 5100
Total 100.00
Action History
Num Action Date Action Iﬁ[gm 1o Details
1 26-Feb-2008 21:57:48 Submit ]

Related Applications
Expense Report Details

Response
Mote

Return to Worklist
[ Display next notification after my response

|_Approve | [ Reject | | Reassign | | Request Infarmation |

[@ o Trusted sites *100%

Notes

»  The transaction is opened up and you have a choice to approve, reject, reassign of request for information.

» In this case you will choose to Reassign the Expense Report to someone else for review and approval
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6‘\_/ - |& http:J‘,l’usnl-nracle-erp-pch‘smlyndra.cnm:SDSD,l’OA_HTML,iOA‘jsp7_rc=WFNTFDETAILSFNPAGE&_ri:ED1&OAFUnc:FND_WFNTF_DETAILS&NtFId=2SDD??&addBreadCrUmh=\'&reIM +y || % Google R
File: Edit “iew Favorites Tools  Help
12? @ I@Rza&sign Notifications l } ﬁ - B gé; h IjPage w2 '__(:)}Tools 7
ORACLE E-Business Suite
Home Logout Preferences Help

Motification Details >

Reassign Notification: Expense IE10606 for T (100.00 USD)

Use 'Delegate’ to give another user authority to respond to a notification on your behalf, while still retaining ownership or Transfer' to give another user complete ownership of and responsibility for | Cancel | [ Submit |

that notification.
= Indicates required field

* Assignee |AII Employees and Users M 5
(@ Delegate your response
(I Transfer notification ownership

Comments

Return to Worklist | Cance| | [ Submit |

Home | Logout | Preferences | Help
Copyright (c) 2008, Oracle. Al righte reserved. Privacy Statement
one [« Trusted sites H100% T
Notes

»  The following screen opens up with an option for you to choose a name of a User/Employee to reassign to.
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"
Q‘\- I |g, http:J‘,l’usnl-nracle-erp-pch‘smlyndra.cnm:SDSD,l’OA_HTML,iOA‘jsp7_rc=WFNTFDETAILSFNPAGE&_ri:ED1&OAFUnc:FND_WFNTF_DETAILS&NtFId=2SDD??&addBreadCrUmh=\'&reI[V] +y || % R
File: Edit “iew Favorites Tools  Help
i ﬁ'% I@Rza&sign rlotifications l } ﬁ - D gé; - l-_-}Paqe - Z_{:jTools A
ORACLE' E-Business Suite
Hotme Logout Preferences Help

Maotification Details >
Reassign Notification: Expense IE10606 ford_______ (100.00 USD)
Use Delegate' to give another user authority to respond to a natification an your behalf, while still retaining ownership or Transfer' to give another user complete ownership of and respansibility for [ Cancel ) [ Subrmit )
that notification.
* Indicates required field

* Assignee |AII Employees and Users [V]Pannell, Lucas M ,,5?

(@ Delegate your response
() Transfer notification ownership
Comments

Return to Worklist ( Cancel ) [ Subrmit )

Home | Logout | Preferences | Help

Caopyright (c) 2008, Cracle. All rights reserved. Privacy Statemert

£l [/ Trusted sites & 100 -

»  Choose from the list and accept a name of a Supervisor or Manager.

»  Note — This person has to be configured in the system with a limit for approving expense reports. (See page 99 - Setting up Limits for
Expense Report Approval)

»  You can choose to
o Delegate — This will assign all approval authority that you have to the person you are re-assigning to for this transaction

o  Transfer — This will transfer ownership of this transaction to the person you are reassigning this transaction to. This means that the
transaction is now in his queue and will follow his hierarchy and approval limits.
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Reject an Expense Report

@\_ > |g, http: [fusD1-oracle-erp-pch.solyndra, com: 8050/0A_HTML/OA, jsp?OAFUNC=FND_WFNTF_DETAILS8retainaM=YtaddBreadCrumb=y2ME Id=2500778_ti=73133997 180apc=5 M *2||X| |Google P

Fil: Edit ‘iew Favorites Took  Help

T:? @ I@Nmificminn Details l } ﬁ - B gé; & l-_.-}Page - :;'-:QI-Tools -

ORACLE' E-Business Suite

Expense IE10606 for T (100.00 USD)
From | | Expense Report for :

Home Logout Preferences Help

(_Approve ) | Reject ) [ Reassign ) ( Request Information )

To | Cost Center 5100
Sent 26-Feb-2008 21:57:48 Purpose  Mundane testing
Due 02-Mar-2008 21:57:48 Expense Report Total 100.00 USD

D 250077

Instructions
Please approve or reject this expense report. Please provide a Note if you reject.

Cash and Other Expenses: Business Expenses

Line Date Expense Type Amount Justification Cost Center
1 19-Feb-2008 Meals 100.00 Meals 5100
Total 100.00

Action History
Num Action Date Action From To Details

1 26-Feb-2008 21:57:48 Submit 1 |
Related Applications
Expense Report Details

Response
Mote
Return to Worklist | Approve ) [ Reject ) | Reassign ) | Reguest Information |
[ Display next notification after my response
one E} f Trusted sites HA00% T
Notes

»  This is the same screen you will see when you choose to review and approve, reject or reassign an expense report

»  This time you will choose to reject the expense report
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6‘\_) - |& http:J‘,l’usnl-nracle-erp-pch‘smlyndra.cnm:SDSD,l’OA_HTML,iOA‘jsp7page=InracIe,l’apps,l’FndJ‘Framawnrk,inavigate,l’wehu\,|’HnmePG&hnmePage:Y&OAPB:FWK_HOMEPAGE_ERAND&_M *3 ([ X Google

File Edit ‘“iew Fovorites Tools  Help

ﬁ e I @ Oracle Applications Home Page l }

@ - B Qé; - b Page = ;f:))-TooIsv

ORACLE' E-Business Suite

Logout Preferences Help

Worklist
From

There are no notifications in this view.
@ TIP Vacation Rules - Redirect or auto-respond to notifications.

Navigator

@ TIP Worklist Access - Specify which users can view and act upon your notifications.

Subject

|_Full List
Sent

| Edit Navigator

Pleaze =elect a rezponsibility.

Jaily E'iancials Intelligence
nternet Procurement

Copyright (c) 2008, Oracle. All rightz rezerved

Logout

Preferences | Help

1

|_Edit Faworites |

Favorites

You have not selected any favorites. Please use the "Edit Favorites”

button to set up your favorites.

Privacy Statement

EB o Trusted sites

H100%

Notes

»  Once you choose reject the notification is removed from your queue and it will be reverted back to the filer of the expense report.

»  There is no notification to you when you reject an expense report

»  There will however, be a notification back to the filer and it will appear again in his queue as rejected.
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E‘C-}' - |g, http:J‘,l’ustll-oracle-erp-pch‘solyndra.com:SUSU,I’OA_HTML,iOA‘]sp?0AFunc=OAHOMEPAGE&akReglonAplecatlonId:El&navRespId=5E|243&navRaspAppId=ZUU&navSecGrpId=U&tM *2 ([ X Google

Fil: Edit ‘iew Favorites Took  Help

e o Iu_) Oracle Applications Hame Page

=

ﬁ - B Qé; - |2k Page ¥ :ftjl-Tools'

1 Alert Manager
3 Application Developer
(23 Daily Financials Intelligence
[ Daily Inventory Intelligence
(3 Daily Payables Intelligence
[ Daily Procurement Intelligence
(3 Daily Supply Chain Intelligence
(23 Engineering
[ General Ledger Super User
[0 General Ledger Supenisor
[C3 General Ledger User
[ Internet Expenses
3 Internet Procurement
iSupplier Portal Internal View
Oracle iSetup
Oracle Web ADI
= sing Super User
Advanced Supply Chain Planner
BOM Super User
BOM User
Cost Mgmt Super User
Fixed Assets Manager
Internet Procurement
Inventory Super User
OPERATIONS VIEW ONLY
Payables Manager
Purchase Orders
Purchasing Buyer
Purchasing Finance Setup
Purchasing Setup- Approval Limits

(Only

Uracle Applications Manager
=| Workflow

| License Manager
Diagnostics
Senice Fulfillment Manager
Patching and Utilities
Cloning
Hosts
Purging/Critical Activities
System Alerts
Logs
Applications Usage
Business Flows

atabase Status
| System Configuration Overnview
| Forms Monitoring
Concurrent Managers
| Concurrent Requests
JServ Usage
Dashboard

OAM Setup

Concurrent
Requests

Set

Conflicts Domains

Concurrent : Manager
Administer
Define

Purchasing Super User
Purchasing User
Supply Chain Planner

I o o oo oo o

WorkShifts
ule

Concurres Program

WIP Super User efine
a Super HRIMS Manager xecutable
Tvpes
KL Publisher Administrator .
Profile
System
[@ Personal
one E} o Trusted sites HA00% 7
Notes

»  The Payables group will now have to review and approve the Expense Reports as per the policy at the company.

»  They have review and verify that all receipts for each expense line item has been submitted through the normal channels before they can

approve the expense report for further processing

»  This is done using their standard payables responsibility

FSCP Solutlons tne.,
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6\:;: - |§, http:J‘,l’usnl-nracle-erp-pch‘smlyndra.cnm:SDSD,l’OA_HTML,iOA‘jspmnFunc:OAHOMEPnGE&akReginnApplicatinnld:D&navRespId:SDZ‘lS&navRaspAppId:ZDD&navSecGrpId:ﬂ&tM *3 || 2| [soogle e

File: Edit “iew Favorites Tools  Help

e o Ii;; Oracle Applications Home Page l }

fi- 8

gé; - IﬁPage - @Tools -l

ORACLE' E-Business Suite

Logout Preferences Help

Requisition 700336

Navigator

@ TIP Vacation Rules - Redirect or auto-respond to notifications.
@ TIP Worklist Access - Specify which users can view and act upon your notifications.

Kingsley, Jeffrey More Information Requested: Document Manager Failed With Error Mumber 3 while processing Purchase  04-May-2007
R

(Edit Navigator )

(3 Alert Manager
(23 Application Developer
(23 Daily Financials Intelligence
(23 Daily Inventory Intelligence
[0 Daily Payables Intelligence
(23 Daily Procurement Intelligence
(23 Daily Supply Chain Intelligence
(3 Engineering
[23 General Ledger Super User
General Ledger Superisor
General Ledger User
Internet Expenses
Internet Procurement
iSupplier Portal Internal View
Oracle iSetup
Oracle Web ADI

Ysing Super User

BOM Super User
BOM User

Cost Mgmt Super User
Fixed Assets Manager

I o o

Advanced Supply Chain Planner

Invoices
Accrual Write-Off

Invoices : Entry
nvoice Batches
Invoices
Quick Invoices
xpense Reports «mm—
Recurring Invoices
Open Interface Invoices

Invoices : Inguiry
Invoice Batches

Invoice Overview
Withheld Amounts

Payments : Entry
Payment Batches
Payments

Payment Batch Sets

button to set up your favorites.

Logged In
Worklist Favorites
From Subject ISEI“T | You have not selected any favorites. Please use the "Edit Favorites”

pplet initialized,

il EB J Trusted sites

,100%

Notes

»  Once they have logged in to the relevant responsibility

»  They will choose the form — Expense Reports to review and verify the expense report details
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oracle Applications {__________bpy of Proeduction - 27th Jan 2008

CAIE R Y L AR

File Ed Foldzr T nd 1l

Haold
i

ng time. Entering cr nbe o reduce the

Accounting
Employee Nurmber Week End Date Amount | Irvaice Num

Notes
» In this case we know as we are testing that the expense report is for Richard Griffiths.
You will use the standard Find button on the toolbar to bring up the search dialog box and search for Richards’ expense report

You can do this if you are specifically looking for a specific employees’ expense report to verify and process further.

YV V VY

Ideally this would be a daily or even weekly process and you would like to query all the Expense Reports that are needed to be reviewed
and verified by Payables.

»  You would do this by following the example on the next page
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Functions

Invoices:Entry:Expense Reports

Maintain Expense Reports

Invoices

- Entry
Invoice Batches
Invoices
Quick Invoices

Expense Reports

Recurring Invoices
Open Interface Invoices
+ Inquiry
Accrual Write-Off
Payments
Accounting
Suppliers
Employees
Credit Cards
Setup
Workflow
Other

Amount GL Account

iExpense Training

Heviewed By
H

Template ~ [!]

Withholding
Tax Group

Al Venfied

»  You would open up the Expense Reports form
»  Then you would press F11. IN most cases this is the key that will put the forms in an “Enter Query” mode.

» Once in enter query mode, check the box to the left of the text “Management”, in the “Reviewed By” region (this is to the center of the form

towards the right)

YV V VYV V

Make sure that the checkbox beside the Management is checked.

Once this is checked then press Ctrl-F11 together. This executes the query that you have just entered — visually.

You have just requested the system to bring up all transactions that are Management Reviewed, but not Payables reviewed.

The Management review checkbox is checked because the <Supervisor> has reviewed and approved the expense report.
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Functions

Invoices:Entry:Expense Reports
MWumber

Maintain Expense Reports

- Invoices intion £ =19 -FEB-2008
- Entry e Wi i 250.00

Invoice Batches

Invoices
Quick Invoices
Recurring Invoices
Open Interface Invoices
+ Inquiry
Accrual Write-Off
Payments
Accounting
Suppliers
Employees
Credit Cards BB
Setup Includes Tax

Withholding
Workflow

~ ltem Amount GL Account Tax Code Tax Group
Other l Car Rental 100.00 |02.101.0000.64110.0000.0000

Airfare 150.00 |02.101.5100.64 100.0000.0000

Al Venfied

Notes
»  This will bring up all the transactions that you — Payables Group — has to review and verify

»  Only if this completed successfully can the Expense Report be processed further.
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‘=5 Oracle Applicationy  Fopy of Praduction - 27th Jan 2008

Lines Total
Hold

Expense Audit

— R

Amount Justification Werified Reguired Missing

jlIlIKIIlNeeded a car to get around tg [

<l
<

B
B
B
B
B
B

R
R

All Werified

Notes

»  Once you have reviewed and ensured that all the receipts have been submitted to you as per company policies you will review that expense
report and click on the All Verified button at the bottom of the screen.

»  Once this has been clicked the system will automatically check the box on each line for the verified receipt indicator.
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Lines Total
Hold

Expense Audit

— R

Amount Justification Werified Reguired Missing
100.00 |Needed a car to get around tc [

<l
<

R
R

Allerfied

Notes
»  Once this has been done you will also have to check the box beside the Payables text in the Reviewed By region
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‘=5 Oracle Application]  Eopy of Praduction - 27th Jan 2008
File Ed Wind H

Murnber

18-FEB-2008

IE10603
soul Testing Lines Total
Hold

Reviewed By
P

Armount Justification
100.00 |Needed a car to get around tc

[ I o R
O0O0OO s
OO0oood

Allerfied

Notes
»  You will then save the transaction or transactions, as the case may be.

»  Once you have done this task for each of the Expense Reports, you will be ready to progress the Expense Report to the next step.
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opy of Procuction - 27th Jan 2008

Functions
Other:Requests:Run
Submit requests

+ Invoices I Top Ten List

Payments
Accounting
Suppliers ﬂ
Employees
Credit Cards
+ Setup :]
+ Workflow
- Other
Requests

Set
Profile
Concurrent
Change Organization

Notes
»  You will now need to run a process to convert the expense report to an Invoice

»  The program name is “Expense Report Import” and is run form the menu option Other - Requests = Run.
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2 oracle Applications|_______ opy of Production - 27th Jan2008

elp

bmit Requ

Run this Request...

Expense Report Impor

American English

Language Settings.. Debuy Options

At these Times...
Run the Job

CNWE 22FEBOB Expense Reports

Upon Completion... . = atize Renort -'
- iis:8 Oracle Internet Expenses ©

Notes

»  The parameters will be based on the specifics at the company — Batch Name is required if the company uses Batching, else you can enter
N/a.

Always enter “No” to Summarize.

And the Source has always to be Oracle Internet Expenses.

This will submit a process to convert the Expense Report to an Invoice.

This process will also create a Vendor record for all Employees that are submitting an expense report for the first time.
Note — YOU SHOULD NEVER CREATE AN EMPLOYEE AS A SUPPLIER MANUALLY.

Y V V V V
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& oracle Applicatior] Jcopy of Preduction - 27th Jan 2008
(€ hitp://us01-oracle-erp-pc :£050/ O A_CGI/FNDW RR.axeHemp_id=2780138140 - Windews Internet Explorar =EE
= RS AZ e |@, http:ffus0i-oracle-erp-pch, solyndra, com: 8050/ 04_CGI/FMDWRR exe?temp_id=2780138160 M €2 ([ 2| |Google Peibs
E Filz=  Edit View Favorites Tools  Help
Refre i:f ahe [@http:.f.fusﬂI—Drac\e—erp—pch.solyﬂdra.oom:SDED/OA...l l @ - B @ i IﬁPage 4 ,9} Todls =
-~
Expense Report Import Report 26-FEB-08 15:51 Page: 1
Source: Self-Service Applications
B N 22 202
|2|]55441 Batch: WE 22FEB0Z Expense Reports
2043562 Audit Report
2043071 . ) . ) ) )
Supplier Supplier Invoice Invoice Invoice Invoice
2042081 Hame Humbexr Hame Humber Number Date Currency Imount Description Hold
155 1 ] 102611 IE10603 18-FEB-08 USD 100.00 soul Testing
2041398
Total Invoices Created: 1
Total Functional Currency Invoice Amount: 100.00 3
Hald Total Expense Reports Rejected: 0
Total Functional Currency Invoice Amount: 0.00
Cance Expense Report Import Report 26-FEB-08 15:51 Page: 2
= Source: Self-Service Applications
Exceptions Report
Supplier Supplier Invoice Invoice Invoice Invoice
Hame Humber Hame Number Number Date Currency Emount Rejection Reason
sxx A mars Ewisrs e rmis Damarr wax ]
4 I | B
Done [+ Trusted sites | 100% v
Notes

»  Once the request is complete the output will show the results of the Expense Report conversion process

YV V VYV V

time this process is run.

The above shows the Expense Report IE10603 has been successfully created to an Invoice.
The lines that show in the Audit Report portion of the report are successfully created

The lines that show on the Exceptions Report portion will not have been created.

These should be reviewed for the problems and once the problem is rectified the records will automatically get created as Invoices the next

FSCP Solutlons tne.,
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Verify if Invoice for Expense Report created

" oracle Applicationl__________Fopy of Production - 27th Jan 2008

Functions
Invoices:Entry:Invoices

Maintain Invoices

- Invoices I Top Ten List

- Entry
Invoice Batches

Quick Invoices
Expense Reports
Recurring Invoices
Open Interface Invoices
+ Inquiry
Accrual Write Off
Payments
Accounting
Suppliers
Employees
Credit Cards
+ Setup
+ Workflow
- Other
- Requests
Run
Set
Profile
Concurrent
Change Organization

JES
«

Notes
»  To verify that an Invoice has been created with the process that was run in the previous step.

»  Choose Invoices from the menu/function list
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= Oracle Applicatio Copy of Pracduction - 27th Jan 2008
-
BReelGowg PR NhERI 289 251007
o
= -
Type Su Prepaid Amoul
PO Shipment: -
-
- b IE10603 Terms: - 5 &
=~ Pay Group: -
1 General
0 0
Amount Pai - -
O A 1
Description
Calculate Balance Owed . Clear e W Fnd
Actions... 1 Clverview Distributions - tdatch
Change Organization
Notes
» Inthe Find screen displayed enter the Invoice Number in the relevant field
»  The press the “Find” button
52
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@ Oracle Applicuiiol_l Copy of Praduction - 27th Jan 2008

HeOIH 8P L NDERI LD PLPHIET 7

=
=3
Type Supplier Supplier Num || Site Invoice Date Irvaice Murn || Invoice Curr | Invoice Amount Withheld Amaount Prepaid Amoul
Expense 102611 lhome [1sreBzo08  [JiE10603 lusp 100.00) —
A RnhEhn 3
1 General
A t Paid Invoice Status Approval Status
|L|SD | 0.00 Statug  |Never Validated Approval |Not Required
Accounted |No Pending Appraver
S ¥
Description [soul Testin _
b g Holds 0
Distribution Tatal 100.00
botins. iz [ Diviasons JO Purchase onder bt
Change Organization
Notes

» In this screen you will be shown the expense report as an Invoice transaction.

»  Once the Invoice is created the transaction will flow through the normal AP process of validation and payment in a periodic basis.
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