Accorto Cloud Plus Configuration Instructions

Accorto Cloud Plus — Release 1.4

Configuration Instructions

The following are post installation steps. As part of your subscription we will complete these
tasks. You must be logged in with a System Administrator user to complete these steps.
Detailed step by step instructions follow the summary.

Summary

Required Steps
The following actions are required to complete your installation of Accorto Cloud T&E.

Override Standard Buttons

Object Button Visualforce Page

Payment New PaymentSelection {Accorto_PaymentSelection]
Payment Edit PaymentSelection {Accorto_PaymentSelection]
Statement New StatementNew [accorto_StatementNew]

T&E Report New TEReportNew [accorto_TEReportNew]

Optional Steps

The following actions are optional.

To allow access to sample Chart of Accounts from Google docs

Define Remote Site http://spreadsheets.google.com

To allow users to create or update T&E Items via email
Define Email Service using Apex Class of TEItemEmailHandler.
To enable Customer approval of T&E Reports via email

Define Email Service using Apex Class of TEReportCustomer

To prevent self approval of T&E Reports:
Remove the Approve Now button from T&E Report Page layout. If specific users
should be allowed to self approve, define a new page layout with the Approve Now
button for their access or it can be defined in the approval process described below.

To allow creation of T&E Items from Cases, Activities and Tasks:

Add the fields T&E Hours and T&E Amount to the appropriate page layouts.
Add Button Create T&E Item to the appropriate page layouts

Approval Process
To allow enable approval of T&E reports you must define the Approval process. The
following are some suggested guidelines

No entry criteria is required.
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Approval Assignment Email template is T&E Report Approval Request
All Actions required have been defined.
o Initial Submission
§ Field Update — T&E Report Submitted
o Approval Steps
§ Criteria T&E Report Items not equal 0, else Reject
0 Approval Actions
§ Email Alert — T&E Report Updated
§ Field Update — T&E Management Approved
0 Rejection Actions
§ Task — T&E Report Rejected
§ Email Alert — T&E Report Updated
o Final Approval Actions
§ Field Update — T&E Report Approved
o Final Rejection Actions
8 Field Update — T&E Report NotApproved
0 Recall Actions
§ Field Update — T&E Report NotApproved

Note: the field update of T&E Report Management Approved allows the definition of two
different approval steps (e.g. Manager and Accountinng). To enable this, change the
criteria of the management approval to Criteria met, else approve : “Management Approved
= “”_ This field is the timestamp of the management approval and is null if that has not
occurred.

Overdue Alerts

To allow enable the generation of Alerts if a T&E report is overdue define actions for the
following workflow rules. Note you must have defined T&E Report frequency in at least 1
financial organization for the alerts to be triggered.

Overdue T&E Item
o0 Add Time Trigger
o Add Time Dependant Workflow Actions : Select Existing Action or create a
new one.
Overdue T&E Report
o0 Add Time Trigger
o0 Add Time Dependant Workflow Actions : Select Existing Action or create a
new one.
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Detail

Required Steps

Configuration Instructions

The following actions are required to complete your installation of Accorto Cloud T&E.

Override Standard Buttons

From the main Salesforce window, select Setup.

Joreecon

Setup- System Log -Help-Logout

Navigate to App Setup > Create > Objects

ADE l_.
Gustumize: |
= Create '
Apps
Custom Labels
Objects —
Packages
Report Types
Tabs
Workflow & Approvals
Develop
Deploy
View Installed Packages
Critical Updates

Administration Setup

Manage Users
Company Profile
Security Controls
Communication Templates
Translation Workbench
Data Management
Monitaring

Mobile Administration
Offline Administration
Email Administration
Google Apps

1) Override New button for the Payment Object.

Label
Candidate
Employment Website

Fin Account
Fin Org
Job Application
Job Posting
Payment -

Installed Package

Accorto Cloud Plus
Accorto Cloud Plus

Accorio Cloud Plus

Payment Line
Position

Project

Resource

Review

Statement f———
Statement Line

T&F ltem

Accorto Cloud Plus

Accorto Cloud Plus
Accorio Cloud Plus

Accorto Cloud Plus
Accorto Cloud Plus
Accorto Cloud Plus
Accorto Cloud Plus

TBE Report ¢
Tax
Tax Rate

Accorto Cloud Plus
Accorto Cloud Plus

a) Double click the Payment Label to display the Payment Object window.

September 09

© Accorto, Inc. — All rights reserved

Page 3 of 31



Accorto Cloud Plus Configuration Instructions

Standard Buttons and Links

Action Label Name
Override Payments Tab Tab
Override List List
Override View View
Override Edit Edit
Override Delete Delete
Override Clone Clone
override NEW New
Override Accept Accept

b) Scroll down to the Standard Buttons and Links section and click Override for the

New Button.
Override Properties E
Label New
Name New
Content Type (' Custom S-Control@ Visualforce Page
Content Name I PaymentSelection [accorto_ PaymentSelection] |z| e
Comment -

| save Jf Cancel |

c) In Content Type, select the Visualforce Page radio button.
d) In Content name select ‘PaymentSelection {Accorto_PaymentSelection]
e) Click Save and return to the Payment Object window.
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2) Override the Edit button for the Payment Object.

Configuration Instructions

Standard Buttons and Links

Action

Override
Override
Override
Override
Override
Override
Override

Override

Label
Payments Tab
List

WView

Edit =
Delete

Clone

New

Accept

Name
Tab
List
View
Edit
Delete
Clone
Mew

Accept

a) Scroll down to the Standard Buttons and Links section and click Override for the

Edit Button.
Override Properties
Label Edi
Mame Edit
Content Type (& Custom S-Control @ Visualforce Page

Content Name

Comment

IF'aymentSeIection [accorto_ PaymentSelection] E —

b) In Content Type, select the Visualforce Page radio button.
c) In Content name select ‘PaymentSelection [accorto_PaymentSelection]

d) Click Save and return to the Payment Object window.

3) Override the New button for the Statement Object.
a) Select Objects from the Apps Setup in the left menu.

b) Double click the Statement label to display the Statement Object window
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Configuration Instructions

Standard Buttons and Links

Action

Override
Override
Override
Override
Override
Override
Override

Override

Label
Statements Tab
List

View

Edit

Delete

Clone

Accept

Name
Tab
List
Wiew
Edit
Delete
Clone
MNew

Accept

¢) Scroll down to the Standard Buttons and Links section and click Override for the
New Button.

Override Properti

Content Type

Content

es | save ] Cancel]

Label MNew
Name MNew

) Custom S-Control @ Visualforce Page

Name StatementNew accorto StatementNew E -+

Comment

| save ] Cancel]

d) In Content Type, select the Visualforce Page radio button.
e) In Content name select ‘StatementNew [accorto_StatementNew]
f) Click Save and return to the Statement Object window.

4) Override the New button for the T&E Report Object.

a) Select Objects from the Apps Setup in the left menu.
b) Double click the TE Report label to display the TE Report Object window
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Standard Buttons and Links

Action Label Name
Override T&E Reports Tab Tab
Override List List
Override View View
Override Edit Edit
Override Delete Delete
Override Clone Clone
Override MNew ff—— MNew
Override Accept Accept

¢) Scroll down to the Standard Buttons and Links section and click Override for the

New Button.
Override Properties | save [l Cancel |
Label MNew
Name New
Content Type (' Custom 3-Confrol @ Visualforce Page
Content Name TEFieurtNew accorto_ TEReportNew E . S
Comment =

d) In Content Type, select the Visualforce Page radio button.
e) In Content name select ‘TEReportNew [accorto_TEReportNew]
f) Click Save and return to the T&E Report Object window.
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Optional Steps

The following actions are optional. They are required only if you will be importing the
sample Chart of Accounts from Google docs or if you will be creating or updating T&E items
via email.

Allow access to Google Docs

1) Navigate to Administration Setup > Security Controls > Remote Sites
Click the New Remote Sites button

Desktop Integration

Remote Site Edit =3 | Cancel |
et Remote Site Hame IGDDgIESpreadsheet |
Customize Remote Site URL Ihttp:.-‘fspreadsheets.guugle.cum
Create Dizable Protocol ] ﬂ'

Develop Security

Deploy Description Required to importing the Financial Accounts examples|
Wiew Installed Packages
Critical Updates

Administration Setup [ Save | | Cancel |

Manage Users

Company Profile

B Security Controls
Sharing Settings
Field Accessibility
Password Policies
Session Settings
Metwork Access
Single Sign-On Settings
View Setup Audit Trail
Expire All Passwords

Delegated Administratin%
Remote Site Settings

Enter a Remote Site Name of GoogleSpreadsheet

Enter a Remote Site URL of http://spreadsheets.google.com
Enter a Description

Click Save
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Allow access Email of T&E Items
1) Navigate to App Setup > Develop > Email Services
a) Click the New Email Service Button

Desktop Integration

m Save and New Email Address m
App Setup Email Service Information

Customize Email Service Name I TEltem_Mail
T :
; Create Apex Class | TEtemEmailHandler o
Develop Accept Attachments All hd |
Apex Classes ]
. Advanced Email Ll a
Apex Triggers Maw! Security Settings
API Accept Email From (i ]
Components
Email Senices -aff—
Pages
S-Controls Active  [¥]
Sites Haw!
Static Resources Failure Response Settings
Tools Configure how Salesforce responds when an attempt to access this email service fails fo
Ower Email Rate Limit Requeue message ¥
Eleply Action | |
View Installed Packages Deactivated Email |Bgu|"|ce message v|
Critical Updates Address Action
Deactivated Email |Bounce message V|
Administration Setup service '_&mon
Unauthenticated |Bounce message V|
Manage Users Sender Action
Company Profile Unauthorized Sender |E]0ur|ce message Vl
Security Controls GEETT
Communication Templates  Save [ Save and New Email Address | Cancel |

Data Management

b) Enter an Email Service name or TEltem_Mail

c) Select the Apex Class of TEItemEmailHandler

d) Set other options as displayed (or as appropriate for your organization)
e) Click Save and New Email Address
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Désktop Integration

Email Service Information

App Setup Email Service Hame  TEltem_Mail
Customize Accept Email From  All email addresses (subject to security settings)
Create
= Develop
Apex Classes Email Address Information
Apex Triggers Hew!
AP Email address ||te | @3f2xololstdjaeSgxadrm1aae.in.sar
Components Active
Email Senices Context User IJorg Janke | o]
Pages Accept Email From | o
S-Controls
Sites Hew!
Static Resources

Tools [Save | Save and New] Cancel]

Deploy

a) Change the Email address to te

b) Select a Context User

c) Delete any email addresses in the Accept Email From box unless you want to restrict
the users who can use this option.

d) Confirm the configuration

i) In the first tab in the “Welcome” tab, you will now see the email address. If not,
make sure that the Email address is “te”.

ii) You can set up a email address in your normal server and forward the mails to
the address displayed. (so you do not need to remember the email address
generated by SalesForce)

iii) If you do not receive the test emails, make sure that the “Accept Email From”
fields are empty and that the “Advanced Email Security Settings” are de-selected.
If it is working, we suggest to enable the security settings to reduce/prevent
spam

Enable Customer Approval of T&E Reports via Email

1) Navigate to App Setup > Develop > Email Services
a) Click the New Email Service Button
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& Deskiop Infegration

App Setup

& Cusiomize

B Cremta

B Develop
Apex Classes
Apex Trgoers. Hiwl
AP

5

Companen
Email Services - —
Pages
S-Confroks
Siatic Resounces
Tooks
& Deploy
Wiew Installed Packages
Criical Updates

Administration Setup
@ Manage Uisers

@ Company Profile

& Security Cantrols

B Commumcation Templates
B Transtation Waorkbench

@ Data Management

& Mon#anng

b) Enter an Email Service name of CustomerApproval_Mail
c) Select the Apex Class of TEReportCustomer

gl Service Information

Advanced Emall

Security Settings
Accept Emall
From

Active

Confgure how SASSOME ESPONS when an atempt 10 CCESs his email Senvice Taits 1o he réasons Shown
mEio
Mlqlmuglm

Ovar Emall Rote
Limbt Action
Denctivated Emall
Addivss Action
Deactivated Email
Sorvicn Action
Unauthenticated
Sonder Action
Unauthorized
Sonder Action

Bounce message x|
Bowrcs mssegelal
Bounce message =]
Bounce message =]

Configuration Instructions

| = Regusied nformation

| Save [ Save and Wew Email Address | Cancel |

d) Set other options as displayed (or as appropriate for your organization)

e) Click Save and New Email Address

Static Resouices
Toaols
& Deploy
View Inslalied Packages
Critical Updates

Administration Setup

" LEsnana | leare

a) Change the Email address to CA (or any other desired value)

Formail Servioe EnformaEtion

Emall Sarvice  CustomerApproval_Mail

Acewpt Email
From

Adil emad addresses (subject io security seffings)

Errviail Address Information

Emolloddioss JCH |

Specily the incal-pan of the email address Salesfonce assigns Me domain name part of the
Bddress

Active

Comext User | iKathy Pink

Accapt Emall
From

save [suve and tew | cancal

b) Select a Context User
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c) Delete any email addresses in the Accept Email From box unless you want to restrict
the users who can use this option.

Restrict self approval of T&E Reports

The T&E Reports window has a button “Approve Now”. Users with access to page layouts
that include this button can self approve T&E Reports. The default page layout includes this
button. To remove the button complete the following:

1) Navigate to App Setup > Develop > Objects

Action Label Master Object Deployed Description

Edit = Ein Account s ACCoro Financial (natural} Account
Edit = Fin Org ¥ Accorto Financial Organization

Edit = Payment ¥ Accorlo Payment Seleclion

Edit = payment Line Payment o Acconn Payment Salection lines

Egt |5 Project v Accoro Project

Edit |~ Resouige ¥ Accorlo Resource

Edit = Slalement s Accorto Bank or Credit Cand Statement
Ed = Salement Ling Satement v Accono Financial institution Statement Line
Edit + TEE lbzm ' Accoro Time & Expense [bem

Edit = ISE Hepod o Accoro Time and Expense Heport
Ed = Ty v Accorio Sales or Value Added Tax
Edit [~ TaxRale Tax v Accorio Tax Rales

a) Double click on the T&E Report Label field

Page: Layouls Page Liguuts Hely €9
Actien Page Layout Name Creatad By Meditied By
Edit | Del = TC Report Layoul Jorg Janke, G/25/2008 1.04 PM Jorg Janke, BI24/2008 6:14 PM

b) Scroll down the Page Layout related list.

c) Click Edit

TE Report Layout ™ Mini Page Layout Mini Console View | Video Tutorial Help for this Page ¢
| save v/ Quick Save || Preview As... ¥ || cancel ||| 4 Undo | @ Redo ||[[F] Layout Properties |

Fields @, Quick Find| Field Mame *

Buttons *ElBlank Space Approval Response | Currency Difference Reason | Only Account Reporting Days Due | T&E Expe
Visualforce Pages Approval Status Customer Approval | Fin Org Owner Status T&E Expe
Custom S-Controls Approval Comment | Contact Customer Approval..| Last Modified By Reimbursement Am¢ T&E Date T&E Hour
Related Lists Approval Requested | Created By Description Management Approy Reimbursement Dif.. | T&E Date To T&E Item

<[ [ ]

T&E Report Sample

Standard Buttons Custom Buttons —\—*—
T&E Report Detail H ‘

d) Click on the ‘Approve Now’ button and drag the button up to the gray section above.
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TE Report Layout ™ Mini Page Layout Mini Console View | Video Tutorial Help for this Page
| save o= || Quick Save || Preview As... ¥ || cancel ||| 4 Undo | @ Redo ||[[F] Layout Properties |

Field\ @, Quick Find| Field Name *

Buttons *ElBlank Space Approval Response | Currency Difference Reason | Only Account Reporting Days Due | T&E Expe
Visualforce Pages Approval Status Customer Approval | Fin Org Owner Status T&E Expe
Custom S-Controls Approval Comment | Contact Customer Approval..| Last Modified By Reimbursement Am¢ T&E Date T&E Hour
Related Lists Approval Requested | Created By Description Management Approy Reimbursement Dif.. | T&E Date To T&E Item

<[ ]

T&E Report Sample
Standard Buttons Custom Buttons ————————————
T&E Report Detail H ‘

e) Don’t forget to click Save to save your changes!

If specific users should be allowed to self approve, define a new page layout with the
Approve Now button for their access or it can be defined in the approval process described
below.

Allow creation of T&E Items from Cases, Activities, Tasks and Events

To allow creation of T&E Items from Cases, Activities, Tasks and Events you must add the
fields T&E Hours and T&E Amount to the appropriate page layouts.

1) Navigate to App Setup = Customize = Activities > Task Page Layouts

=

Task Fage Laynout el fur s Tuge

This parge allowss you o creaste déferent page loyouls i desplay Tash dala
After creating pane layouts click the Page Layout Assignment batton to contrad which page layout users: see by default

Task Fage Layouts ;
Action  Page Layout Name Created By Moditied By
Edit | D&l Task Layout Jara Janke 40772000 11°42 AM Joea danke PTG 1105 AN
a) Click Edit

Note: Depending upon your SalesForce CRM setup, you may have multiple page
layouts. The same steps should be taken for each page layout as appropriate.
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Tosk Loyow ™

Ed

Field Narm:

‘Moiank Space [ Coli Duration | Commenis Last Medified Dy
Cuslom S-Conbiols | Euch | c.gi‘"nq-_am. | Creed By e

Aty Corrency M . Dz Dt Phone

Assgnad 1o Call Type | Email Prianty

Task Sample

Sample Subject
® DyeDote  /10/2008 3.03 PM

2 phone  1-415-555-1212
Sample Pricrity
Sample Activity Currency

£ Created By Sample User ' L) Last Modified By Sample User

Custom Links iHeaser vizibie on detail oniy)

b) Click on T&E Amount in the Fields section and drag to the Additional Information
section in the Page Layout
c) Repeat this for T&E Hours
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Task Layout =

Qr}m Flmt ekl Name #
*Ciiank Spaca _] | Commants Lant Maahad Hy Hatatad Tn
*HsecoonCol { Home __S-tlm'l
n:m EIII'I'IM:'I d Phame Syt
Assignod To '_". ] | Priariky TEE Amount

Standard BuSons: mmmﬂ |
Task enl [ | Geeie ] Duite saies | et Fotin: s Task § Craae ol i e Immnmn—
* @ Assigned To  Sample User * @ Smws  Sample Status
¥ & Supject  Sample Subject ® Mameé Sample Contacl
® Duebale  OV1NZ008 303 PM ® Ralated o Sample Contract
B Phone  1-415-555-1212 2 Emall  sarah sampleECompany com

* @ Prioity  Sample Priosity
# Activity Currency  Sample Activily Currency

Custom Links (imsder weibis an demil oniyi
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d) Click Buttons in the upper left section

Task Layout ~

-mlv -Q.uc.ksave _P-eviewns_v -Cam.l -g Undo -0 Reda — Layout Properties.

Mini Page Layvout Mini Cons Video Tutorial Help for this Page 2

Fields @ Quick Find| Button Name [
Buttons Create Follow Up ... Delete Series
Custom S-Controls Create Follow Up ... Edit

Task Sample

%7Tags ¢ personal: Sample Tag

istom Buttons

Standard Buttons

Task Detail ‘ Delete Series [ Create Follow Up Task [| Create Follow Up Event

i Task Information (Header visible on edit only)

% ® AssignedTo Sample User % ® status Sample Status
% @ subject Sample Subject ® Name Sample Contact
® Due Date  10/5/2009 1:52 PM ® Related To  Sample Contract
5 Phone 1-415-555-1212 ) Email  sarah.sample@company.com

% ® Priority Sample Priority
* Activity Currency  Sample Activity Currency

i Other Information (Header visible on edit only)

= Additional Information (Header visible on edit only)
T&E Amount  USD 12345 T&EHours 83924
Z System Information (Header visible on edit only)
&) created By Sample User &) Last Modified By Sample User
i Description Information (Header visible on edit only)
Comments  Sample Comments

£ Custom Links (Header visible on detail only)

e) Click on Create T&E Item in the Buttons and drag to the Custom Button section in
the Page Layout
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Task Layout ¥

Configuration Instructions

Mini Page Layout Mini Console Wiew

| save v/ Quick Save || Preview As... ¥ || cancei ||| # Unds | @ Redo ||[[E] Layout Properties |

Video Tutorial Help for this Page 2

Fields Q@ quick Find| Field Name | %
EliETS *E]Blank Space Call Duration Comments Last Medified By Related To TE&E Hours
Custom S-Controls + Section Call Object Ident... Created By Name Status Type
Activity Currency Call Result Due Date Phone Subject Visible in Self-5...
Assigned To Call Type: Email Priority T&E Amount

Task Sample

Tags <¢’Personal: Sample Tag

Buttons Custom Buttons —;
Task Detail [eor] Creste Follow Up Task] [[E e vac vem
% ® AssignedTo Sample User % @ status  Sample Status L
% @ Subject Sample Subject ® Name Sample Contact
® Due Date  10/5/2009 1:52 PM ® Related To Sample Contract
5 Phone 1-415-555-1212 1 Email  sarah.sample@company.com
% ® priority Sample Priority
% Activity Currency  Sample Activity Currency
T&E Amount  USD 123.45 T&E Hours  839.24
5 CreatedBy Sample User 5 Last Modified By Sample User
Comments  Sample Comments
# Custom Links (Header visible on detail only)

f) Click Save to save changes to the Page Layout.

2) Repeat these steps for the appropriate Page Layouts for Activity — Event Page
Layouts and Cases — Page Layouts

Approval Workflow

Define Approval Workflow
1) Navigate to App Setup > Create > Workflow & Approvals > Approval Process
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Manage Approval Processes For: T&E Report -

Alisting of both active and inactive approval processes for T&E Reports is displayed below. To create a new approval
process, click Create Mew Approval Process then select Use Jump Start Wizard to set up your approval process in a few
short steps. Or, select Use Standard Wizard to configure all approval options.

Create New Approval Process
Use Jump Start Wizard
_ Use Standard Setup Wizard -

Active Approval Processes

No approval processes available

" "

Inactive Approval Processes

No approval processes available

a) Select T&E Report in ‘Manage Approval Process for’.
b) Click Create New Approval Process and select ‘Use Standard Setup Wizard’

New Approval Process

T&E Reports

Step 1. Enter Name and Description Step 1ofé

Enter a name and description for your new approval process.
Process Name |T&E Report Approval
Unigue Name |T_E_Ftep0rt_Approva| i)
Description  T&E Report Approval

a) Enter a Process name and Description
b) Click Next
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New Approval Process

T&E Reports

Step 2. Specify Entry Criteria Step 2 of 6

If only certain types of records should enter this approval process, enter that criteria below. For example, only expense
reports from employees at headguarters should use this approval process.

Specify Entry Criteria

Use this approval process if the following : criteria are met v —
Field Operator Value
T&E ltems ~ notequalto ~ 0 AND
—None-- + —None— - AND
--None-- ~ —None- - AND
—None-— + —None— v AND
—-None-- * —-None-- v

Advanced Opfions...

a) Select T&E Items in Field, an Operator of not equal to and value of O for the entry
criteria.
b) Click Next

New Approval Process

T&E Reports

Step 3. Specify Approver Field and Record Editability Properties Step 3 of 6
[Previous J next.

When you define approval steps, you can assign approval requests to different users. One of your options is fo use a
user field to automatically route these requests. If you want to use this option for any of your approval steps. select a
field from the picklist below.

Also. when a record is in the approval process, it will always be locked— only an administrator will be able to edit it.
However, you may choose to also allow the currently assigned approver to edit the record.

Select Field Used for Automated Approval Routing

Next Automated Approver Determined By Manager - o
Use Approver Field of T&E Report Owner

Record Editability Properties

) Administrators ONLY can edit records during the approval process.
Administrators OR the currently assigned approver can edit records during the approval process.

[previous || next [ Concel

a) Select Manager in the drop down list box

b) Check the Use Approver Field of T&E Report Owner

¢) Check the Admin or current assigned approver can edit records during the approval
process
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d) Click Next

New Approval Process

T&E Reports

Step 4. Select Email Notification Template Step 4 of 6

Prcvious | next N Concel

Select the email template that will be used to notify approvers that an approval request has been assigned to them. Note
that this template will be used for all steps for this process.

Approval Assignment

Approval Assignment Email Template  T&E Report Approval Re¢ ()

a) Select and Email Template of T&E Report Approval Request.
Note: Select the Accorto folder after clicking the lookup button
b) Click Next

New Approval Process

T&E Reports Help for this Page 2

Step 5. Select Fields to Display on Approval Page Layout Step 5of 6

Prcvious | next [ Cancel

The approval page is where an approver will actually approve or reject a request. Using the options below, choose the
fields to display on this page.

Approval Page Fields

Available Fields Selected Fields
Customer Approval ReplyTo * T&E Report =
Description Owner
Difference Reason T&E Date
Fin Org T&E Expense Amount
Last Modified By pco TN | P
Management Approved i
Only Account
Reimbursemem Ar_nc:-unl R n
Reimbursement Difference ) )
Reporting Days Due 3 Click here to view an
Status EXMmpic
T&E Date To
T&E Expense Amount To
T&E ltems = -

Display approval history information in addition to the fields selected above.

= Allow approvers to access the approval page only from within the Salesforce application. (Recommended)
Allow approvers to access the approval page from within the Salesforce application, or externally from a wireless-

enabled mobile device. o

[Previous | ext [ cancel
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a) Select the desired fields to display on the Approval page

b) Select the appropriate Security Setting for your company
c) Click Next

New Approval Process
T&E Reports

Step 6. Specify Initial Submitters Step 6 of &

Using the options below, specify which users are allowed to submit the initial request for approval. For example, expense
reports should normally be submitted for approval only by their owners.

Initial Submitters

Submitter Type  Search: Owner

> for | Find |
Available Submitters | Allowed Submitters
—MNone—- = T&E Report Owner

Add

Remove

- -

Submission Settings

Allow submitters to recall approval requests

a) Leave T&E Report Owner in the Allowed Submitters column

b) Check Allow submitters to recall approval requests if appropriate
c) Click Save

What Would You Like To Do Now?

You have just created an approval process. However, you cannot activate this process until you define at least one
approval step. Would you like to do that now?

@ Yes, I'd like to create an approval step now.

) No, I'l do this later, take me to the approval process detail page to review what I've just created.
) No, I'l do this later, take me back to the listing of all approval processes for this object.

 Got |
a) Select Yes to create an approval step now
b) Click Go
September 09 © Accorto, Inc. — All rights reserved
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Define Approval Workflow Step
1) The following window displays

New Approval Step

Step 1. Enter Name and Description Step1of3
[ ext |

Enter a name, description, and step number for your new approval step.

Enter Name and Description | =Required Information -

Approval Process Name  T&E Report Approval
Name |T&E Repart Approval
Unigue Name |T_E_Report_Apprc:-vaI i ]
Description  T&E Report Approval

Step Number |1

[ next [ Cancel

a) Enter a Name and Description of T&E Report Approval
b) Click Next

New Approval Step

Step 2. Specify Step Criteria Step2of 3

Specify whether a record must meet certain criteria before entering this approval step. If these criteria are not met, the
approval process can skip to the next step, if one exists. Learn more

@ All records should enter this step.

) Enter this step if the following criteria are met ~ . else approve record - :

[ Previous J next [ concel

a) Select All records should enter this step
Note: If desired you could enter specific criteria where records would be ‘auto

approved’. Some examples are if the amount is less than 100.00 or for specific
users.

b) Click Next
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New Approval Step

Step 3. Select Assigned Approver Step 3 of 3

Specify the user who should approve records that enter this step. Optionally, choose whether the approver's delegate is
also allowed to approve these requests.

Select Approver

@ Automatically assign using the user field selected earlier (Manager)
© Automatically assign to queue. | |Qy
) Automatically assign to approver(s).

The approver's delegate may also approve this request. {)

a) Select Automatically assign using the user field selected earlier.
b) Click Save

What Would You Like To Do Now?

You have just created an approval step. You can optionally specify workflow actions to occur upon approval or rejection
of this step. Would you like to do that now?

T ves, I'd like to create a new approval action for this step now. Task -
T ¥es, I'd like to create a new rejection action for this step now. Task -
{6} Mo, I'l do this later. Take me to the approval process detail page to review what I've just created.

a) Select No, to creation of workflow actions.
b) Click Go

Define Approval Actions
1) From the Initial Submission Actions related list click Add Existing
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Select Existing Actions

Choose  Search: Field Update ~ for | Find
Action
Type
Available Actions Selected Actions
Field Update: T&E Report Approved a ‘Field Update: T&E Report Submitted §2

Field Update: T&E Report Management Approved
Field Update: T&E Report NotApproved

Field Update: T&E Report Time Reported
Add

Remove

a) Select Field Update
b) Add Field Update T&E Report Submitted to the Selected Actions column
c) Click Save

2) From the Approval Steps related list click Show Actions
a) From the Approval Actions related list click Add Existing
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Select Existing Actions Help for this Page
Choose  Search: Field Update -~ for: | Find |
Action
Type
Available Actions Selected Actions
Field Update: T&E Report Approved = Email Alert: T&E Report Updated o

Field Update: T&E Report NotApproved Field Update: T&E Report Management Approved
Field Update: T&E Report Submitted
Field Update: T&E Report Time Reported

Add

Remove

a) Select Email Alert

b) Add Email Alert: T&E Report Updated to the Selected Actions column
c) Select Field Update

d) Add T&E Report Management Approved to the Selected Actions column
e) Click Save

2) From the Approval Steps related list click Show Actions
a) From the Rejection Actions related list click Add Existing
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Select Existing Actions

| save ] cancel
Choose Action  Search: Field Update - for | Find |
Type
Available Actions Selected Actions
Field Update: T&E Report Approved ‘ Task: T&E Report Rejected &

Field Update: T&E Report Management Approved
Field Update: T&E Report Submitted

Field Update: T&E Report Time Reported

Add

Remove

a) Select Task

b) Add Task: T&E Report Rejected to the Selected Actions column
c) Select Field Update

d) Add T&E Report NotApproved to the Selected Actions column
e) Click Save

2) From the Final Approval Actions related list click Add Existing

Select Existing Actions

Choose Action  Search: Field Update - for: | Find |
Type
Available Actions Selected Actions

Field Update: T&E Report Management Approved Field Update: T&E Report Approved &

Field Update: T&E Report NotApproved
Field Update: T&E Report Submitted

Field Update: T&E Report Time Reported
Add

Remove
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a) Select Field Update
b) Add Field Update T&E Report Approved to the Selected Actions column
c) Click Save

2) From the Final Rejection Actions related list click Add Existing

Select Existing Actions

E =
Choose Action  Search: Field Update - for. | Find
Type
Available Actions Selected Actions
Field Update: T&E Report Approved a ‘Field Update: TA&E Report NotApproved ¥

Field Update: T&E Report Management Approved
Field Update: T&E Report Submitted

Field Update: T&E Report Time Reported
Add

Remove

a) Select Field Update
b) Add Field Update T&E Report NotApproved to the Selected Actions column
c) Click Save

3) From the Initial Recall Actions related list click Add Existing
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Select Existing Actions

Choose Action  Search: Field Update -~ for | Find |
Type
Available Actions Selected Actions
Field Update: T&E Report Approved 5

Field Update: T&E Report Management Approved
Field Update: T&E Report Submitted

Field Update: T&E Report Time Reported
Add

Remove

a) Select Field Update
b) Add Field Update T&E Report NotApproved to the Selected Actions column
c) Click Save

Additional Workflow definitions
1) Activate the Workflow

Approval Processes

T&E Report: T&E Report Approval
« Back to Approval Process List

Process Definition Detail [Cione |
Process Name  T&E Report Approval Active

Unigque Hame T_E Report_Approval Hext Automated  Manager of Record Owner
Approver Determined
By

Description  T&E Report Approval
Entry Criteria T&E Report: T&E Items NOTEQUALTO O

Record Editability  Administrator OR Current Approver Allow Submittersto ~ +
Recall Approval
Requests

Approval Assignment  T&E Report Approval Request
Email Template

Initial Submitters  T&E Report Owner
Created By  Kathy Pink, 9/8/2009 2:26 PM Modified By  Kathy Pink, 9/6/2009 2:41 PM

2) Allow approval of T&E Reports via Email
a) Navigate to App Setup = Create > Workflow & Approvals > Settings
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Workflow & Approvals Settings

Specify the user Salesforce associates with a workflow rule if the user who invoked the rule is no longer active. Salesforce
recommends choosing a user with system administrator privileges.

Default Workflow User  Kathy Pink Q,

Enabling email approval response lets users reply to email approval requests by typing APPROVE or REJECT in the first line and
adding comments in the second line.

Enable Email Approval
Response

By enabling the email approval response feature, you agree to allow salesforce.com fo process email approval responses,
update approval requests for all active users in your organization, and update the approval object on behalf of your
organization's users.

| save ]| cancel

b) Select a Default Workflow User
c) Check the Enable Email Approval Response check box if appropriate
d) Click Save

Add Overdue Alerts T&E Items and Reports
Note: Some options are only available if your T&E Policy (defined in Financial Organization) has
Reporting Frequency defined.

1) Navigate to App Setup > Create > Workflow & Approvals > Workflow Rules

Action Rule Name ~ Description Object Active
Edit | Activate [*| Overdue T&E Item T&E Item not reported yet - T&E ltem

Add Time Trigger and select existing Actions - and activate
Edit | Activate [*| Overdue T&E Report T&E Repot is due fo be sumbitted - T&E Report

Add Time Trigger and select existing Actions - and activate

a) Double click the Overdue T&E Item Rule Name
Note: If the Workflow Rule is Active you must Deactivate prior to editing.
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Workflow Rule

Overdue T&E Item (Managed)
« Back to List: Workflow Rules

This Weorkflow Rule is managed, meaning that you may only edit certain attributes. Display More Information

Workflow Rule Detail @

Rule Name  Overdue T&E Iltem Object  T&E Item

Namespace Prefix  accorto Evaluation Criteria  When a record is created, or when a
record is edited and did not previously
meet the rule criteria

Installed Package  Accorto Cloud Plus
Active
Description  T&E ltem not reported yet -
Add Time Trigger and select existing Actions - and activate

Rule Criteria  (T&E Item: Reporting Days Due greater than 0 ) np (T&E Item: Status equals New,Not
Approved,Completed )

Created By  Kathy Pink, 9/4/2009 10:57 AM Modified By  Kathy Pink, 9/4/2009 10:57 AM

Workflow Actions Er €4—
Immediate Workflow Actions

No workflow actions have been added.

Time-Dependent Workflow Actions
No workflow actions have been added. Before adding a workflow action, you must have at least one time trigger defined.

b) Click the Edit button in the Workflow Actions section

Step 3: Specify Workflow Actions Step 3 of 3

Specify the workflow actions that will be triggered when the rule criteria are met. See an example

Rule Criteria  (T&E Item: Reporting Days Due greater than 0 ) ano (T&E ltem: Status equals New, Not
Approved, Completed )

Evaluation Criteria  VWhen a record is created. or when a record is edited and did not previously meet the rule criteria

Immediate Workflow Actions

No workflow actions have been added.

Add Workflow Action ~

Time-Dependent Workflow Actions  See an example
Mo workflow actions have been added. Before adding a workflow action, you must have at least one time trigger defined.

[ Add Time Trigger [ B

c) Click the Add Time Trigger button in the Time Dependant Workflow Actions section

Add Time Trigger
T&E Item

Workflow Time Trigger Edit
Workflow Rule  Overdue T&E Item
|10 Days =~ After ~ Rule Trigger Date =

[save [ cancel| ]
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d) Enter the desired number of days after the T&E due date when the alert should be sent.
e) Repeat this process for the Overdue T&E Report Rule.
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