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Expenses
Cash and credit card

Mileage

Automatically or manually

Time registration
Hours and absence

Allowance
Travelling allowance

Approval

Single transactions and expense reports




[ What 0s 1 n 1t for

V A list with unprocessed transactions

V User-friendly dashboard with graphic overview showing
unsettled and details for expenses, mileage and time registration

V Option for individual settings according to needs and preferences
- eg shortcuts

V Ov er v i ehistoryd@hdwirg all transactions
Including process icons (approved or awaiting approval)

V Filtration of transaction type
V Access to all features via the top menu
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Login to Acubiz One
by using:

Company ID
Username

Password
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You have two options to see your list with unprossed transactions
(the list with unprocessed also appears in your Acubiz EMS web solution)
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Status can be shown on the dashboard.
This can be customised according to your needs and preferences. See examples below:
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You can choose 4 preferred features as shortcuts.
Choose your shortcuts in the dock. See exampels below:
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0 AHistoryd s h o yosar transactions (at the bottom).

Icons indicate the status:

142,50 DKK

A 6 Wai t iappopvald bofrglass)
A @pprovedd (check marKk

142,50 DKK

ven.. 142,50 DKK

491,00 DKK

491,00 DKK

roeoo. 491,00 DKK




/| Acubiz One acubiz
- history and filtering expenses

Choose the funnel to sort your
transaction types.

As an example you could choose to
see only your unsettled expenses
as well as credit card transactions
by choosing icon showing these
transaction types.
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In the menu you can choose features
to which you have access
(eg expenses, mileage and allowance)

Or use shortcuts in the dock
to access your features
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How to send cash expenses and purchase on credit card including receipts for approval

o
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Mileage - automatically or manually
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Registrering of hours and absence
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Register allowance by using the shortcut’ orusethe menuandaddnew under O0AIl |
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Unsettled transactions are shown
In graphics and below in
dJnsettledd where filtration of

transaction types is possible
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Approve single transactions as expenses,

allowance, mileage and expense reports
iIn Acubiz One.

If you have the role as Approver, your
dashboard will look like this:




/[ Acubiz One - Approver




