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Introduction

FlexiPurchase

Expense management

FlexiPurchase is the expense management system used by Flinders University
for our Corporate Credit Cards.

Expenses are acquitted either through the desktop version of FlexiPurchase,
available through Okta, or through the mobile app. This guide includes step-by- step
instructions on how to use FlexiPurchase.
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A valid tax receipt/invoice should have:

Valid Tax Receipts/Invoices

Name of supplier

GST clearly shown

Amount

Tax receipt/invoice mentioned

Examples of valid tax receipts/invoices:

35
AIF: Bo6573221
O URLENCIA, 227
BERCELONS - 08007
Tel. 93 252 99 o4

**aTAX INVOICE#***
Adelaide Airport

Recei
Cas

it 0!71.2!
i Parking Ticket
Car Park

“g%ll 0! 04 -

Ssc 00

weur5383
. 16:47

+e:3536

RODM NO:
: 15/07/18
DEPARTURE: 21/07/18
10307
TA REC LOCATOR:  BDC-1380704506
INVOICE DATE: 21/07/18
CONFIRMATION NO: 4555978
TAX INVDICE 7578 PAGE (5) 1of1
DATE__ DESCRIPTION REFERENCE oesrT cRepIT
14/07/18 Deposit Transfer at Check In 15.00
14/07/18 CC Surcharge 1500
15/07/18 Deposit Transfer at Check In L154.00
15/07/18 Accommedation 14900
16/07/18 Accommadation 21900
17/07/18  Accommedation 21900
16/07/18  Accommedation 21500
19/07/18 Accommedation 199,00
20/07/18  Accommedatien 119.00
ToTAL 1,18900 1,186.00
¢ that L om personalydable for the payment
ofthe forsgong satsmen 2
bysirtece] .,Vm“; ,,E.ng TOTAL CHARGES 1,169.00
= “w”é'ﬁ'ﬂ.‘;“f;!"!ﬁm v e ones’ TOTALINCLUDES 65T 106.20
d several with such person, company or BALANCE 0.00 GST INCLUDED

assaciation.

. * INDICATES NON-TAXABLE SUPPLY
GUEST SIGNATURE —————————

Please make paymer
Resaunt Hame: Aboe The Aparment ol Narrapundan Pty L3 ATF Abode
Narrabundah Unit Trust.
Bank: Commonwealth Bank of Australia
062 900
Account No: 1050 6453
Abode Narrabundan
635 245 307
&1 Jerrabomberra Avenus NARRABUNDAR ACT 2604
Box 4516 KINGSTON ACT 2604
Phane: D2-6130 0650, 1300 1 ABODE (22633)
Emall: reservations abodehotels.com. au

i8sant oulticereale

viernes 06-07-18 07:14

ABN: 61 987 057 341
Furk Coffee + Food
6§ WAR Eastern Promenade Tenancy E2
E\wllly Park Sh 6042
8374 2882

TﬁX 1 NVOICE

Inport

poe 4014563 61 Tonsley Store 30/07/18 11:

4256 1

.90
PICCOLO LATTEX .
. FLAT WHITER na
ot > DINE IN GP

TOTAL
GST Subtotal
3T Amount
EFTPOS

(A

tonsleyRfurkcof feefood. con. au

TaeanTas _ Il

ket Itinerary, Receipt and Tax Invoice

j | ot
m“.mw.mmm
+ Esnperen ot securty
Passeng: st miommaton
Paainger Name FrcuantFy e, T, aausa Teast oir
— — mgte az
ket Tobat o al passangors* w2n
[ ———
s Fugntmber Departing smang stae
- T - K
- T F "= K
Dae PamentType Roteanca amount
gte s pr——r— =
e e
[ourmecen EE—
Titatcharges Charges o Taar
Toar £
Capamarres ]
ot amountPayabe” s =6 arn
e -
o o
T o o e o msueany
Srace Ganias Ay on 8 g 16
) e ©) ez 3 e
iy recoi sy g e
. prc s
St s g
o a2y + Famtars yumsrum e e
eyt e
N e
fries

4|Page



What is not a valid tax receipt/invoice?

° Merchant transaction slips that only show a transaction has been paid by EFTPOS
° Not enough information
° Not a tax receipt/invoice

Lost Dockets

ANZ\”"
ANZ CUSTOMER COPY

FUMK COFFEE & FOOD -

FUNY COFFEE_AHD F
i Pl R P

TERMINAL 1D 08185239701

UISAH <C» CR

774

PUR HD $7.80
MAB UVisa Credit

AalD AOO000Q0031010

TUR COOOOO0000

APSH 00 POODOT ATC 0028
APPROVED AUTH 325405

STAM 045843
3007718 11:20
ror VEEE E0¥rc

PLERSE BE TSN FOR YOUR RECORD

If you lose your receipt, you will be required to fill out a Lost Docket form for each individual transaction and

upload it instead of the receipt.

The form can be found by going to the Flinders University services website www.flinders.edu.au/services
and searching for ‘missing credit card invoice’.
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Set Default Code

If you only use one cost centre/project in your coding, or if you use one more than others, you can set up a
‘default code’ to be loaded automatically for each transaction. This code can be changed in the coding
screen of a transaction if necessary.

1.  Click on your name in the top right corner of the screen and click on ‘Personal Settings’.

Image Library

Language

Personal Settings

Password
Help

Mobile App

Log Out

2.  Click ‘Default Codes’ in the menu on the left.

3. Click on the arrow next to the account number fields.

Charge Groups Charge Codes
Report Groups Reports
Approval Roles Approval Rules

Personal Details Employee CC/Project Expense Code

Account Management _ 01.872.00207 3601 @— 3

I'.a Wﬁ
2 —( Default Codes )

Exp es

Approval Delegation
Customise Views
Audit History
Regional Settings
Motification Management

Mobile Devices
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4. Search for your account in the drop-down boxes, and then click save.

Charge Code Settings - Microsoft Edge = O X

a Fraedom Holdings Ltd [GB] control.fraedom.com/Settings/settings_cd1.asp?default_id=18&u:

Default Charge Codes - Personal

C/Project Expense Code
| > |

Your default code has now been set. This will appear automatically against all future transactions
and can be edited in the coding screen if required.

Reset Save
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Coding via. Desktop

Coding via the Okta FlexiPurchase app can be completed on your computer by following the instructions below:

1. Click on the ‘Expenses’ tab.

FlexiPurchase Home  Administration v A((oun Approvals  Reports v Analytics  Search

= Card Expenses m
2 Approvals m

# Pinned

To show your favourites here, click the pin
icon on a menu item

Proudly provided by [Nz m

ADMINISTRATOR

Transactions

06 May 2023 to 05 Jun 2023 Account Management

susr National Australia Bank
National Australia Bank

ANZ

Total Coding Required

5481 2222

PendingApproval

\ 778

Transactions. Debit (aunj Credit (up)

5481 1,108,341.57 848,295.77

[3 view full transaction summary

Recent Per

06 May éUZ3 1o 05 Jun 2023

v |

APPROVALS

Unmapped

Active

0 927

0

0

@ Approvals 32 Employees

Approval Required Info Provided Info Required

620 0 0

DELEGATED ACCOUNTS

= National Australia Bank 39 Delegations J1

2 odie

Flinders
University

=i Announcements

Important Note

Please note the new Purchasing Card
Procedure is out now. Available online
through the Policy Library

hitps #iwww flinders_edu au/content/dam/d
ocuments/staff/policies/fees-

finance/purchasing-card-procedures. pdf

For FlexiPurchase guides, please visit the
Flinders University FlexiPurchase website:

hitps-/istaff flinders edu au/workplace-
support/digital-services/lexipurchase

General information about cards can be
found on the Flinders University
Purchasing Cards website:
nitps:istaft.finders.edu. aufworkplace-

supportiinance/purchasing-card

Last visit: 06 Jun 2023

Copyright National Australia Bank. Al rignts reserved
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2. Atransaction list will appear with all transactions for all the cards you have access to. If you
are a delegate coder, you can sort the transactions by card holder by clicking on the drop-
down box labelled ‘All delegates’ and picking the relevant name.

FlexiPurchase Home  Administiation v Accounts  Expenses  Approvals

{ B Expenses

Expenses

Srow ters
Al delegates v ’ fiters set

Cash Interest Fees

& Coles 0430

B Live Payments

©  Coles 0430

Eh  Amazon Web Services
Eh  Amazon Web Services
M Ap Katoomba Post Shop
&©  The Daily Kitchen Co.
k= Tonsley Hotel

B Google Cloud Nximdt
&  Grind And Press Coff
&  Grind And Press Coff

Eq  lcms Australasia Pty Limi
«

D .
provsyprovicecty bnz [RETY

Reports v

© Fina

0.32 Aup
25.00 Aup
25.32 aup

175.00 Aup
158.13 aup
538.32 aup
17.57 o
16.50 auo
-100.00 aup
79.83 aup
24.40 aup
16.50 aup

1,210.00 ~uo

search

5 NAB (0545)

ETNAB (1242)

5 NAB (9821)

S NAB (1242)

B NAB (1824)

5 NAB (4430)

S NAB (2209)

5 NAB (8961)

5 NAB (8961)

ESINAE (4430)

ESINAEB (8259)

5 NAB (8961)

B NAB (2814)

05 Jun 2023

04 Jun 2023

04 Jun 2023

04 Jun 2023

03 Jun 2023

03 Jun 2023

02 Jun 2023

02 Jun 2023

02 Jun 2023

02 Jun 2023

02 Jun 2023

02 Jun 2023

02 Jun 2023

3L odiew
Biling __Source

Linda Humphrys

Lerryn Pennell >
Daniel King >
Lerryn Pennell >
Andrew Vakulin >
Wenhao Li >
Giles Hamm >
David Copley >
David Copley >
Wenhao Li >
David Paterson El >
David Copley >
Melissa Schlein >

Copyright National Australia Bank. All rights reserved.

3. Click on the ‘Details’ link to open the coding box on the right-hand side of the screen.
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Searching for a code manually

1. Click on the box in the ‘CC/Project’ field. If you have set a favourite code/s, they will appear as a list
for you to choose from. If you need to pick another code, select ‘Search codes’ at the bottom to
bring up the search screen.

FlexiPurchase Home  Administration v Accounts  Expenses  Approvals  Reports ¥ Analyties  Search 2 sociev
d And Press Coff
R Expenses David Paterson

o Amount Date Issuer Mercnant category group
[E Expenses ‘ David Paterson v | 1 fiters set © Fina Q 24.40 AUD 02 Jun 2023 National Australia Bank © Misc Store
selectall [4 Code selected expenses Coding Details
e Grind And Press Coff 2440 a0 1
£
— ESNAB | 02 Jun 2023 = ‘ Spend Wizard ‘ ‘ Expense template |
— Cafe Alere
n e 13200
— ESNAB | 30 May 2023 =
Amountinct .
O e Grind And Press Coff 11.10 aup s ‘ 24.40 HID ‘ R prosz0151E Fnance &Em °
£
— ESNAB | 24 May 2023 B o TS
10% GST v
O e Phil Hoffmann Travel 16.50 ap Expense Code ‘)
T amoun
— ESNAB | 15 May 2023 222 . AUD ‘
3 code is missing
. Virgin Austr7950646633788 531.60 aup
o > ¥ st
— ESNAB | 15 May 2023
N8 Transportfornsw Opal 40.00 sup 5
— ESNAB | 15 May 2023 E Merchant Details
i ) Purchase Grind And Press Coff
0@ Adelaide Airport Limited 43.00 aup N
— ESNAB | 12 May 2023 Expense Description *
O e Adelaide Airport Limited 90.00 aup >
— ESNAB | 04 May 2023 = 4
160 characters left
N« Qantas Ainw 47480 ap
— ESNAB | 02 May 2023 =
0@ Phil Hoffmann Travel 16.50 a0
— ESNAB | 02 May 2023 — —
& Complete B ‘ Options ‘
. M Marinoe Pty | td 24 B0 win = — —
provayprovices by oz [IRIETY c Australia Bank. All righ d

2. You can search for a code by typing it in the ‘Code Value’ box with the format XX.XXX.XXXXX, or you
can search by description.

Home  Administration % Accounts  Expenses  Approvals  Reports W Analytics  Search 2 Jodiew

Grind And Press Coff Search codes
TP A Expenses David Paterson

T Amount Date Issuer FPExpense Code
E  Expenses ‘ David Paterson V| Afiters set @ Find Q 24.40 AUD 02 Jun 2023 National Australia Bank
. Code val
Selectall [ Code selected expenses Coding | S
o e Grind And Press Coff 24.40 avp N =
§
L] E5NAB | 02Jun 2023 =] ‘ Spend Wizard | ‘ Expense template ‘ Show valid codes orly
O s Cafe Alere 13.20 avo 5 | Search ‘
— ESNAB | 30 May 2023 =] n SE—
et oot
AUD ‘ cCiProject 01032 1089
O s Grind And Press Coff 11.10 auvo > ‘ 2440 Acad Continuing staff ransfer
— ESNAB | 24 May 2023 &l E—
10% GST v ‘ 1198
— @ PniIHofimann Travel 16.50 avo " ExpemseCode Acad Casual staff ansiers
o smount
U EINAB | 15 May 2023 222 AUD ‘
N 1200
require
Admin Continuing staff transfe
- Virgin Austr7 959646633788 531.60 auo
o x L4 ¥ seit 1550
— ESNAB | 15 May 2023
External Contractors (admin)
N ® Transportfornsw Opal 40.00 avo N 1650
— ES NAB | 15 May 2023 =] Merchant Details Contractors.
Purchase Grind And Press Coff 2008
- Adelaide Airport Limited 43.00 aup
O ® > . University Venicle Mileage
— ESNAB | 12 May 2023 Expense Description
2005
@ Adelaide Airport Limited 90.00 avp > ‘Accommodation (Aust)
— NAB | 04 May 2023
= = 2006
Conference Reg (Aust)
o x Qantas Ainw 474.80 a0,
— ES NAB | 02 May 2023 =] 2008
Vehicle and related Expenses
O e Phil Hoffmann Travel 16.50 aup > 2012
— ESNAB | 02 May 2023 “Travel Expenditure -Intematio
« Complete Description is required.
— M Marinas Pty | td 24 BN puin b 2014
Proudly provided by DIZ m Copyright National Australia Bank. All rights reserved.
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3. When you have found the code you wish to use, you can click on it to bring up the options menu.
Either click ‘Select’ to enter the coding or click ‘Favourite’ to add the code to your favourites list.

FlexiPurchase Home  Administration % Accounts  Expenses
+ Add Expenses
Show Fiters
B Expenses David Paterson ¥ | Afiters set

Selectall [# Code selected expenses
O e Grind And Press Coff
— % s | 020un202
— Cafe Alere
O &
— ESNAB | 30 May 2023
S Grind And Press Coff
[ EINAB | 24 May 2023
e Phil Hoffmann Travel
- ESINAB | 15May 2023
- % Virgin Austr7959646633788
U ENAB | 15 May 2023
@ Transportfornsw Opal
U ESNAB | 15 May 2023
@ Adelaide Airport Limited
U ESNAB | 12 May 2023
@ Adelaide Airport Limited
U B NAB | 04 May 2023
- % Qantas Ainw
U ESNAB | 02 May 2023
— Phil Hoffmann Travel
[

— EINAB | 02 May 2023

«

. M Marinas Pty | td

Approvals

Reports v Analyties  Search 8 Jodew
Grind And Press Coff
David Paterson
Amount Date lesuer Merchant catt  CC/Project
Q Find Q 24.40 AUD 02 Jun 2023 National Australia Bank © Misc Stol
‘ Cade value ‘
Coding S
24 .40 aup 5 - ‘ Description ‘
E] ‘ Spend Wizard ‘ ‘ Expense template ‘ Show valid codes only
1320400 n ‘ Search ‘
“Amount nc! g o
P ‘ GC/Project T
11.10 aup > ‘ 2490 001 operating Office of the Vi
B T
10% GST v @ Select & Favourte @ Info
16.50 aup o Expense Code
b AUD ‘
531.60 aup 01.003.03354
> Y spit Merchandise
01.003.03256
40.00 aup Alumni Operations
=] Merchant Details
01.003.03358
Purchase Grind And Press Coff Media
4300 a0
Expense Description * 01.003.03359
Advancement Operation
90.00 a0
01.003.03360
B Marketing
47480 a0 01.003.03361
g Publications & Communications
01.003.03362
16.50 ap Events
Complete ‘ Update ‘ Description is required. 01.003.03373
94 BN e - L OCE Salaries

You can do the same with the Expense Code, or you can use a Spend Wizard to help pick the correct code.

Fle: Home  Administration ¥  Accounts  Expenses  Approvals  Reports ¥ Analytics  Search 2 sodiew
Grind And Press Coff codes
+ Add Expenses 8 eI
— R Amount Date Isser Merchant cate  Expense Code
B Expenses | David Patersan ¥ | fiters set © Fing Q 24 40 AUD 02 Jun 2023 National Australia Bank © Misc Stol
Select all [# Code selected expenses Goding ‘
(] i ©aAnd Press Cof 24400 o 5o | pescrton |
— ESNAB | 02Jun 2023 = ‘ Spend Wizard ‘ | Expense template ‘ Show valid codes only
— Cafe Alere
0O e 1320 a0
— ESNAB | 30 May 2023 =]
emountine!
A ‘ CC/Project 3601
O o Smaandpesscon miowe , | (@ e
— ESNAB | 24 May 2023 =] e A
10% GST v
e Phil Hoffmann Travel 16.50 aup 5 —— Eupense Cote
— ENAB | 15 May 2023 222 AUD ‘
A
— Virgin Austr7959646633788
Mo g 531.60 a0 ¥ spit
— ESNAB | 15 May 2023
@ Transportfornsw Opal 40.00 aup 5
U ESNAB | 15May 2023 = Merchant Details
Purchase Grind And Press Coff
O® Adelaide Airport Limited 43.00 aup 5
- ESNAB | 12May 2023 Expense Description *
Oe Adelaide Airport Limited 90.00 a0
— ESNAB | 04 May 2023 5]
N« Qantas Ainv 474.80 ap
— ESNAB | 02 May 2023 E]
- 8 Phil Hoffmann Travel 16.50 a0
U ESNAB | 02 May 2023 p—
« Complete ‘ Update ‘ Descrption is required.
M Marinos Ptv | td 24 B0 an b o

Provaly provieea sy bz [

Coyright National Auscraiia Bank, Al rights reserved.
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Coding an expense code with a Spend Wizard

Spend Wizards are available to help with coding expenses. Instead of searching for an expense code, you can
choose an applicable Wizard and the expense code will be entered automatically. The Spend Wizards can be
searched for common expenses, such as ‘parking’ or ‘coffee’, to make picking the correct Spend Wizard even
easier.

1. In the coding box, click on ‘Select Spend Wizard’ in the top left.

=l

Amount Date Issuer Merchant category group
-7.04 AUD 30 Jul 2018 National Australia Bank (0545) £ Misc Store
Link receipt
Coding Details
Select Spend Wizard Exgpnse template
o AUD CC/Project ‘ + ‘
F— A required code is missing.
10% GST v
Expense Code ‘ + ‘
064 AUD
0. A required code is missing.
4 split
erchant Details
Credit Voucher Fraud Reversal
- .
Expense Descriptio
Complete Save draft Description is required. Options

2. Alist of available Wizards will appear. Either select the required Wizard, or search by expense type
in the search bar up the top.

=

Amount Date Issuer Merchant categary group
-7.04 AUD 30)ul 2018 National Australia Bank (0545) £ Misc Store
Link receipt
Coding Details
< Back

What was this expense for?

Type in keywords like ‘travel’ or ‘hotel Q

Admin/Office

Admin/Office - expenses related to the running of the office. This includes stationery, printing, postage, couriers and phone and internet e...

Domestic Travel

Travel - Domestic covers travel expense items incurred by an employee while travelling domestically. Including Accommodation, Air Fares, Par.

Equipment (Non capital)

Equipment (Non capital) - IT related equipment and furniture or other equipment under $10000, such as lease/rental equipment, desktop PCs, m.

Information Technology

Information Technology - expenses relating to IT consumables, server maintenance, software, digital, audio costs, mobile phone charges, inte...

International Travel

Travel - International covers travel expense items incurred by an employee while travelling internationally. This area should only be used ...

12| Page



3. Allocate the expense to the correct category within the Spend Wizard. If you click into one of the
fields, you will be able to click ‘Allocate remaining balance’ to allocate the whole transaction.
Otherwise, you can manually enter an amount into the field. Then complete any required fields (e.g.
number of employees/guests, description of expense), and click ‘Next’.

Amount Date Issuer Merchant category group |""'J
-7.04 AUD 30 Jul 2018 National Australia Bank (0545) & Misc Stare
Link receipt
Coding Details
¢ Back

Domestic Travel

Travel - Domestic covers travel expense items incurred by an employee while travelling domestically. Including Accommodation, Air Fares, Parking.
Car Hire & Taxi

Airfares
Accommodation

Car Hire/Taxis

Public Transpers

@ Allocate remaining balance (7.04 AUD)

Meals & Incidentals

& Link employees Employees: 0, Benefit count: 0

& Link employees Employees: 0, Benefit count: 0

4. The correct expense code will automatically be entered on the coding screen. You will still need to

enter the correct CC/Project, if it hasn’t already been entered.

Amount Date Issuer Merchant category group
-7.04 AUD 30Jul 2018 National Australia Bank (0545) & Misc Store
Link receipt
Coding Details
- .
Coding
Select Spend Wizard Expense template

Domestic Travel
Domestic Travel - No. Travelling Empl

2.04 AUD CC/Project ‘

+
F—— . Arequired code is missing.
10% GST
Expense Code Travel Expenditure- domestico @
o AUD
2 split
Merchant Details

Credit Voucher Fraud Reversal

Complete Save draft Arequired code is missing. Options

13| Page



Favourite a Spend Wizard

You can favourite a Spend Wizard that you use often, so that it always comes to the top of the list. While in
the Spend Wizard screen, click the star icon on the right-hand side of the screen.

< Back

What was this expense for?
Type in keywords like ‘travel or "hotel’ Q

Admin/Office

Admin/Office - expenses related to the running of the office. This includes stationery, printing, postage, couriers and phone and internet e...

Domestic Travel

Travel - Domestic covers travel expense items incurred by an employee while travelling domestically. Including Accommeodation, Air Fares, Par...

Equipment (Non capital)

Equipment {(Non capital) - IT relared equipment and furniture or other equipment under $10000, such as lease/rental equipment, deskrop PCs, m...

Information Technology

Information Technology - expenses relating to IT consumables, server maintenance, software, digital, audio costs, mobile phone charges, inte...

International Travel

Travel - International covers travel expense items incurred by an employee while travelling internationally. This area should only be used ...

This will move the Spend Wizard to the top of the list, and it will remain there for all future transactions. You
can un-favourite a Wizard by clicking on the star again.

< Back

What was this expense for?
Type in keywords like 'travel’ or 'hotel’ Q

Information Technology

Information Technology - expenses relating to IT consumables, server maintenance, software, digital, audio costs, mobile phone charges, inte...

Admin/Office

Admin/Office - expenses related to the running of the office. This includes stationery, printing, postage, couriers and phone and internet e...

Domestic Travel

Travel - Domestic covers travel expense items incurred by an employee while travelling domestically. Including Accommadation, Air Fares, Par...

Equipment (Non capital)

Equipment (Non capital) - IT related equipment and furniture or other equipment under $10000, such as lease/rental equipment, desktop PCs, m...

International Travel

Travel - International covers travel expense items incurred by an employee while travelling internationally. This area should only be used ...
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Linking Employees through the Spend Wizard

For some transactions, you will be given the option to link employees (e.g. meals and entertainment
transactions). Please note: you will only be able to link employees who are already in the FlexiPurchase
system.

{ Back

Meals, Entertainment, Conferences

Entertainment covers expenses in relation to entertaining employees their families and clients. Entertainment provided to employees and their
families is subject to FBT.Meals entertainment - entertainment by way of food and drink including catering, drinks, coffee, morning tea, nibbles or
lunch and celebration cakes.Other entertainment - includes golf days, team building exercises, theatre shows etc that are attended by employees or

guests and visitors, ~ " ou are travelling please use the International or Domestic wizard. International Conference
or Domestic Confer @ Allocate remaining balance (7.04 AUD)

Meal Entertainment

Employees: 0, Benefit count: 0

cohol, purely a social function such as Christmas party. Alu.. More
Action with I, pu o . h as Christm. Alu. More
=&
ate: consume foex ink off work premises

Other Entertainment AUD No. Empl & Spouses

Employees: 0, Benefit count: 0

ohol, purely a sacial function such as Christmas party. A lu... More

If you click on the ‘Link Employees’ button, you will have the option to look employee’s up by their name or
their FAN. You can then click the ‘link’ button next to the employee’s name to link them to this transaction.

Coding Details

< Back to Meals, Entertainment, Conferences

Employee linking

Forename, surname, or employee

harr0567 *Q Linked employee(s)

i Search
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GST

You can change the GST code using the drop-down box if required e.g. overseas transactions generally do
not attract GST, so you would pick ‘0% GST'.

I x Www.Ingogo.Mobi Taxi P
David Paterson E
Amount Date Issuer Merchant category group
-26.52 AUD 07 Dec 2018 National Australia Bank @ Transport
Link receipt
Coding Details
Coding *
| Spend Wizard | ‘ Expense template ‘
_25 :5'.,-: - AUD | CC/Project 01.032.01518 Finance & Procurement Services @
max Code ‘v Expense Code 2022 Travel Expenditure- domestico @
1 10% G5T
10% GST
0% G5T
Input Tax
M
Cre Duty Tax
Ey WA

For more information regarding GST, please refer to the Tax Information page on the Flinders University
website.

https://www.flinders.edu.au/finance/tax-information/tax-information _home.cfm
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Submitting a transaction

Once your coding is complete, the GST is correct, a receipt has been uploaded and a description has been
entered, you will be able to click the ‘Complete’ button. This will submit your transaction to your approver.

Www.Ingogo.Mobi Taxi P

David Paterson

Amount Date Issuer Merchant category group
-26.52 AUD 07 Dec 2018 National Australia Bank @ Transport

Coding Details
Coding *

| Spend Wizard H Expense template |

,5 5, - ‘ AUD ‘ CC/Project 01.032.01518 Finance & Procurement Services €
26.52
[ Faiinae & Expense Code 2022 Travel Expenditure- domestico @
| 103 GST

i ‘ AUD ‘
< split

Merchant Details

Credit Voucher Www.Ingogo.Mobi Taxi P

*
Expense Description

i
| Credit for incorrect taxi charge

I J

: .’ Update | Description is required. ‘ Options |
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Expense Templates

If you have a recurring charge on your card, such as a subscription or a membership that needs to be coded
the same each time, you can set up an Expense Template to do the coding for you.

There are two ways you can set up an Expense Template, either directly when coding a transaction, or
through your personal settings.

While Coding:

1.  Click on ‘Expense Template’ in the top right of the screen.

Amount Date Issuer
10.00 AUD 14 May 2020 National Australia Bank (
Coding

‘ Spend Wizard* Expense template ,

CC/Proj
1000 AUD roje
( Tax code |
10% GST v ‘
) ) Expense
Y AUD
4 split

2. Click ‘Create expense template’ in the top right of the screen.

Ltd ® Select an expense template

My templates

category group
store

‘ Find Q ‘

Fraedom Bank Charges

A required code is missing

A required code is missing
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3. Give your template a name and enter all the coding details such as cc/project, expense code, GST,

description. You can also split the coding across multiple accounts if required.

Create expense template

Template name

Percentage
100

| CC/Project

Tax code

No default tax code

Expense Code
v ]

+ Add expense line

Total percentage: 100% Allocate percentage evenly

Merchant Details

Expense Description

Done ‘ Cancel |

4, Click ‘Done down the bottom to save your template.

Personal Settings:

1. Open your Personal Settings

Image Library

Language

Personal Settings

Password

Help

Mobile App

Log Out
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2.

3.

Click on ‘Expense Templates’ on the left.

Personal Details
Management Codes
Default Codes
Approval Delegation
Cusfomise Views
Audit History
Regional Settings
Hofification Management

Mobile Devices

Click ‘Create New Template’.

Personal Details

Account Management

Management Codes

Default Codes

Expense Templates

Approval Delegation

Customize Views

Charge Groups
Report Groups

Approval Roles

Expense Templates

Fraedom Bank Charges

Charge Gro
Report Gro

Approval R

Jessica Harri

Employee 1D
Username
Company Unit
Phone Mumber
Email Address
Date Added
Date Modified
Date Departing

Receipt Uplo
jhar.a.hqwpt.y45p:
Manager Def
Manager
Manager 2
Manager 3
Manager 4
Manager 5
Manager &

Charge Codes

Reports

Approval Rules

Set Preferred Expense Template

Account

Template

Edit ..

Create New Template
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4. Enter the template details: Template Name, the coding details, and an expense description, then
click ‘Save’.

Fraedom - Microsoft Edge - o x

& Fraedom Holdings Ltd [GB] ~ control.fraedom.com/Coding/CodingTemplates/Create?legacy=true

Create New Expense Template

Template Name

Line CClProject Expense Code Percentage Tax Code
1 VH v‘ 100% ‘[Devalm] ~
[+]
100% (=)
WMerchant Details
Expense Description
| save | | cancel

You will now be able to select your expense templates when coding transactions. If you are a delegate coder,
the expense templates of the cardholder will be shown.

Humble Grounds Pty Ltd Select an expense templats
te Issuer Merchant category group My templates
-May 2020 Mational Australia Bank & Misc Store
Coding Find (

Expense template
Fraedorn Bank Charges

Milk purchases

arin T Prniart
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Editing/Deleting an expense template

1.  Click on the ‘Edit’ button next to the template you wish to edit/delete.

L T T I T P T e Y ST T R T T e R L P e R N L gt

Personal Details
Account Management
Management Codes

Default Codes

Expense Templates

Approval Delegation

Customise Views

oo e

Charge Groups

Report Groups

Approval Roles

Expense Templates

Fraedom Bank Charges

Fraedom Bank Charges

Charge Codes
Reports

Approval Rules

Set Preferred Expense Template

Arrrnint

Tarmnlata

Create New Template

2.  To edit the template, change the reauired fields and then click the ‘Save’ button down the bottom.

i

e
| Fraedom - Microsoft Edge

a REC LRGBS G Rl I nirol.fraedom.com/Coding/Coding Templat

es/Edit/31957legacy=truel

Edit Expense Template - Fraedom Bank Charges

Template Name

Fraedom Bank Charges

Line CC/Project

Expense Code

Percentage Tax Code

1 01.372.0020?-Bank0|v| |3601—BankCharges v| [ 100% | |0%031 v| o

Merchant Details

Expense Description

]

o] 6

W

e ey
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3. To delete the template, click the ‘Delete’ button down the bottom instead. Click ‘Ok’ to confirm.

| Fraedom - Microsoft Edge o O X

This site says...

Are you sure you want to delete this expense template?
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Uploading Images

It is now a requirement that each transaction has an image associated with it. This image can either be a tax
receipt or a lost docket form. You can also attach any backing documentation relating to the transaction,
such as additional approval.

FlexiPurchase uses OCR (Optical Character Recognition) to attempt to match receipts that are uploaded to
the correct transactions as they come through.

There are three ways to upload an image into FlexiPurchase.
Use the Smartphone App

You can use the app to take a picture of your receipt as soon as you receive it.

1. Inthe app, open the menu and click the ‘Receipts’ tab.

ol LUDIUS 9T 1A am W O DL .

e =
[V

IB=® Accounts
|¥] Approvals @
(@ Contact
£ Settings
[ Logout
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2. Your image library will open and show all your unmatched receipts. To add a new receipt, click the
plus symbol in the top right of the screen.

wll Oplus = 11:44 am < @ 65

= Receipts

[~
Netal e b ing 5
Tt Swvingn

3. To take a picture of the receipt, choose ‘A receipt using the camera’. You can also upload a picture
you already have in your phone by choosing ‘A receipt from the gallery’ instead.

What would you like to add?

A receipt using the camera

A receipt from the gallery

Cancel
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4. Your camera will open on your phone, and you can take a picture of the receipt. If you need to take
the picture again, choose ‘Retake’ in the bottom left. When you are happy with the picture of the
receipt, choose ‘Use Photo’ in the bottom right.

‘ Retake Use Photo

5. Your receipt will now be uploaded into your image library, and you will be able to see it in both the
app and through the desktop. The OCR will scan the receipt (as depicted by the hourglass in the

bottom left, showing the process is running), and when the transaction flows through from the bank
it will attempt to auto-match the receipt for you.

wll Optus = 11:46 am “ @ 65% )

= Receipts -+

1.8
Tatal Including 651 29,1
Total Savings 8.12
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Upload an image via. your computer

You can also scan a copy of the receipt and save it to your desktop. You can then upload it when coding the

transaction through the desktop.

1. In the coding screen, click on the ‘Link Receipt’ button in the top right.

hrauer
474474 AUD 10 Ot 2018 Mathonsl Australia Bank (2808)

Ceding

Sebect Spend Wizard Expense template

v AL ClProgs
x Eud - Espenue Code
B0 ST
ALD
~Lsom
chari Dot
St Foes Fraedom Pry Lod
.
Expi
Comphete v 1 Dricripton o Feduingd

O ETLO00T

Cptions

2. This will bring up your image library. Click on the ‘Upload’ button in the top left and browse to the
place on the computer that you have saved your receipt. Double click on the file to upload it.

toicon ) Logirie T o

v Accouns )l Frasdom Hokdings L 68 cortotraedomcom maqsanagement el inkins aresctond=H1011201810

Image Linking
Mational Australia Bank: 10Ot 2018 Amount; §4. 744 74 AUD

& uUpoad  Upeadvia Emal

o Folders ()

- Desktop rjz Documents.
J oo D m
[ Pictures. Videos
= ]
& t10findepdizd < Devices and drives (1)
e e
Shares(inded | gm -
BB shase= N 520 6 free ot 454 GE
567 (e )
= Shoe (WSarcFl * Network locations (7)
= Teonster i prote o "
= ety b
3 | -] [ies =
=

16.50 avm

~7.04 s
[isBmpieie] | s oron

Deseripaion s requined.

2 sesskcaw

Lk recesgt

Options
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3. Theimage will now be automatically linked to your transaction.

Fraedom - Microsoft Edge
g

Image Linking
National Australia Bank: 10 Cct 2018 Amount: $4 744 74 AUD

& Upload

Upload via Email

00000471 pdf

i Fraedom Holdings Ltd [GB]  controlfraedom.com/ImageManagement/imagelinking?transactionld=H101120181010xkesceswdBitransactionimages

—
Linked images

Image Library

47487450 W .
= Expense Description

16.50 aup

-7.04 sup

Famnlata Cam draft Nacerintinn is ransired

Email the image through to your unique FlexiPurchase email

Detai

1. Inyour image library, click on the ‘Upload via Email’ button to obtain the unique email address for
the card holder that the transaction relates to. If you are a delegate coder, you will need the email
address for each of your card holders. It may be a good idea to save these to your address book.

N
| Fraedom - Microsoft Edge

Image Linking
National Australia Bank: 70 Oct 2078 Amount: §4,744.74 AUD

& Upload Upload via Email
"

= .fﬂ M_‘-.—‘-

E ﬂ Fraedom Holdings Ltd [GB] control.fraedom.com/ImageManagement/Imagelinking?transactionld=H101120181010xkcsceswdaitransactionimagesvi

Linked images

¢ gl
[
it Y

i

Involce_BKG207273_481072_5912 pdl Involce_BKG207277_481071_2814 pdf

Invoica_BKG207273_480407_4820 pdf

————
Image Library

474474 a0 T N
= Expense Description

16.50 aup
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2. You can then email attachments through to this email address and they will automatically be
uploaded into your image library. The OCR will scan them and attempt to auto-link them to your
transactions, or you can go through and manually link them.

‘ i Fraedom Holdings Ltd [GB] controlfraedom

ImageLinking?transactionld=H101120181010:

Upload via Email

To upload receipts to your account via email, please send your
receipt to the email address below:

"

‘address book to avoid having to enter the

= Expense Description *

Linking an image already in your library

10 your contact list or
email address every fime.

e If your image is already sitting in your image library, you can click on it and then click the ‘Link’
button to manually link it to the relevant transaction.

E

-

tionid=H10112018101

Image Linking

National Australia Bank: 70 Oct 2078 Amount: 54 744.74 AUD

| & Upload | |7 Upload via Email

P

p—

.

Invoice_BKG207273_481072_5912.pdf
s Q

[65 We scanned this receipt but it doesn't look ke it's a match
for this expense.

‘ B Fraedom Holdings Ltd [GE]

Bank Charges

Bank Charges
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Unlinking an image from a transaction

If you link the wrong image to a transaction, you can unlink it. You can switch between your ‘Image

Library’ and ‘Linked Images’ in the top right. Click on ‘Linked Images’, and then click on the receipt
image. You will then get the option to ‘Unlink’.

Fraedom - Microsoft Edge
4 i Fraedom Holdings Ltd [GB] conirolfraedom.com/image!

Image Linking
National Australia Bank: 10 Oci 2018 Amount: 54,744 74 AUD

& Upload Upload via Email

00000471.pdf
S

= E Date Summary
100ct2018  Service Fees

t/ImageLinking?transactionld=H10112

Amoun
4T447.
(AUD

Linked images | Image Library

o7

474474 w0 N

= e
E] Expense DESCFI;‘T_IUZ‘

16.50 aup
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Accessing your image library

You can access the receipts in your image library via the desktop and the mobile app without having to go

through the transaction screen.
Desktop

1.  Click the ‘Expenses’ tab at the top of the screen.

FlexiPurchase Home  Administration v Attcun‘*ﬂp?’ovals Reports v Analytics

Search
&5 CordExpenses B roMINISTRATOR
@ Approvts [0
Transactions 06May 20235005202 | Account Management Unmapped  Active
# Pinned . e sts o 0 927
National Australia Bank
To show your favourites here, click the pin ANZ 0 0
icon on a menu item.
Total CodingRequirsd Bending Approval
5481 2222 \ 778
Transactions Debit (aup) Credit (aup)

5481  1,108,341.57

& View full ransaction summary

848,295, 77

Recent Perods

06 May 2023 fo 05 Jun 2023 M |
APPROVALS
T Approvals
Approval Required Info Provided Info Required

620 0 0

DELEGATED ACCOUNTS

32 Employees

& National Australia Bank

roseysovssssy bz [T

39 Delegations 4t

2. Click the ‘+ Add’ icon on the left-hand side of the screen, and then click ‘Receipt’.

2 jodiev

Flinders
University

= Anhouncements

Important Note
Please note the new Purchasing Card
Procedurs is out now. Available online
through the Policy Library.

hitps: /v flinders edu aucontentidam/d
ocuments/stafpoliciesifees-
finance/purchasing-card-procedures pd

For FlexiPurchase uides, please visit the
Flinders University FlexiPurchase website:

hitps-listaft finders. edu au/workplace-
supportidigital-servicesflexipurchase

General information ahout cards can be
found on the Flinders University
Purchasing Cards website:

hitpe-listaft finders. edu auworkplace-

supportifinance/purchasing-card

Last visit: 06 Jun 2023

Copyright National Australia Bank. All ights reserved.

3. Yourimage library will apne~~*’_u can upload Images o1 receip.. <™ here as per the previous

instructions.
Admindsiration W

l-l dO|T'] Home

xpenses

Show Al - To do

Accounts I:I. don-‘ Haome

rys All

Adminisiralion ACDOL, S
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Mobile

1.  Click the menu button in the top left of the screen.

4G 10:45 am 7 @ 74% wm)
My Accounts Q
National Australia Bank (... Available (AUD)
=] Purchasing Card 4'80000
2. Click ‘Receipts’.
b
=
B Accouwnts
Expenses e
IEJ Approvals o
(@ Contact
£ Setfings
[ Logout

3. Your image library will appear. You can upload images of receipts from here as per the previous
instructions.
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Splitting lines

If you need to code an expense to multiple codes, or if only part of the expense includes GST, you will need

to split the coding across multiple

lines.

1. Inthe coding screen, click the ‘Split’ link. This will bring up a panel on the right-hand side of the

screen.

Date

30)ul 2018

Amount

-7.04 AUD

Select Spend Wizard

Tax Code
10% GST

Complete Save draf

Issuer
National Australia Bank

Coding

Expense template

AUD CC/Project
v
Expense Code
AUD

Deseription is required.

Merchant category group

50.00

£ Misc store 352
AuD %
3.52 50.00
+ Add line
Splic evenly

-

A required code is missing.

-

A required code is missing.

Balance: 0.00 AUD

S|

plit Cancel

2. If you need to split the transaction 50/50, you can just hit the ‘Split’ button down the bottom.

Otherwise, you can manually type the amounts in.

Date
30]Jul 2018

Amount
-7.04 AUD

. .
dir

Select Spend Wizard

Tax Code
10% GST
4 split

erchant Deta

Credit Voucher Fraud Reversal

Complete Save

Issuer
National Australia Bank

Coding

Expense template

AUD CC/Praject
v
Expense Code
AUD

Description is required.

Merchant category group
£ Misc Store

-

A required code is missing.

I

Arequired code is missing.

+ addTine

Split evenly

Balance: 0.00 AU
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3.

If you need to, you can add more lines by clicking the ‘Add line’ link, to split the transaction more
than two ways. When you’ve added all the lines you need, click ‘Split" down the bottom.

Amount Date Issuer
-7.04 AUD 30]Jul 2018

Coding
Coding

Select Spend Wizard Expense template

B AUD
Tax Code
10% GST v
L AUD
4 split
Merchant Details

Credit Voucher Fraud Reversal

Complete Save draf

National Australia Bank

CC/Project

Expense Code

Description is required.

Merchant category group AUD
150
AUD
454
AUD
1.00
+ Add line
Split evenly
Arequired code is missing.
Arequired code is missing.
Balance: 0.00,

Your coding will then be split into the two or more amounts that you specified, and you can code
them to different accounts or with different GST codes if necessary.

Tax Code

10% GST A
Expense Code
0.14 AUD
=2 split
454 AUD CC/Project
Tax Code
10% GST v
Expense Code
0.41 AUD
4 split
1.00 AUD CC/Project
Tax Code
10% GST v
Expense Code
Complete Save draft Description is required.

A required code is missing,

| +
A required code is missing,
| +
A required code is missing.
| +
A required code is missing,
| +
A required code is missing,
| +

Options
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If you need to delete one of your coding lines, you can click the cross in the top right of that line. The
remaining amount will be automatically added into one of the other coding lines, so you may need to

split them again to correct this.

4,54
Tax Code
10% GST

0.41

4 split

1.00

Tax Code

10% G5T
0.09

% split

AUD

AUD

AUD

AUD

CC/Project

Expense Code

CC/Project

Expense Code

A required code is missing.

A required code is missing,

A required code is missing.

Arequired code is missing,
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Changing Coding

If you have submitted a transaction for approval and then realise you need to change the coding, you can
still access the transaction to amend it.

1. Inthe ‘Expenses’ tab, click on the ‘Filters’ drop-down box and change the status to ‘Pending
approval’, and then click ‘Apply’.

FlexiPurchase
Exponses

[E Expenses

«

Home  Administration v Accounts  Expenses  Approvals  Reports v  Analytics  Search

‘ David Paterson

Fiters
1 filters sef

Duration
Al

Reset fiters

£ Grind And Press Coff 11.10 aup =L
@  Phil Hoffmann Travel 16.50 aup ENaB
X Virgin Austr7959646633788 531.60 aup ESNAB
@ Transportfornsw Opal 40.00 aup S NAB
B Adelaide Airport Limited 43.00 auo =L
@  Adelaide Airport Limited 90.00 aup ESNag
¥ Qantas Ainw 474.80 avo Snas
@  Phil Hoffmann Travel 16.50 aup =L
£ M. Marinos Pty. Ltd. 24.50 avp =L
& M. Marinos Pty. Ltd. 22.60 aup Snae
& Coopers Stadium 5.00 aup =L0]
B ok Tein anE = aan

Proudly proviced by [NZ m

02 Jun 2023

30 May 2023

24 May 2023

15 May 2023

15 May 2023

15 May 2023

12 May 2023

04 May 2023

02 May 2023

02 May 2023

13 Apr 2023

13 Apr 2023

07 Apr 2023

X jodiev

N

Copyright National Australia Bank. All ights reservad,

2. Click on the relevant transaction to bring up the coding screen. Make any changes that are required,
and then click the ‘Update’ button.

E T Cpa Australia Ltd

Amount Dare Issuer Merchant category group
720.00 AUD 19 Dec 2018 National Australia Bank (7764) . Professional Services

Coding

Coding

Spend Wizard Exf

n Publications/Subscriptions/Print Materials - Subs & Membership

S AUD | CCrProject 01.032.01518
Tax Code
| 1omaGsT =
AUD

24 split

Merchant Details

Purchase Cpa Australia Ltd

2 PR
Expense Description

CPA registration for 2019

‘_,

Details.

Publications/Subscriptions/Print Materials

Finance & Procurement Services @

Options
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Deleting Coding

To delete your coding, click the ‘X’ button on the right of the code:

Coding *

Select Spend Wizard Expense template
.04 AUD
Tax Code
10% GST v
.64 AUD
4 split
Merchant Details

Credit Voucher Fraud Reversal

Evn ~n Macrrint: *
XDense Descriptior

01.872.00207

3601

Bank Charges

Bank Charges

If you have used a Spend Wizard to enter the expense code, you will need to clear the Wizard by clicking on

the ‘X" in the top right, next to the name of the Spend Wizard:

Select Spend Wizard Exper

Admin/Office - Consumables =1k

7.04 ; AUD

Tax Code

10% GST -

e AUD
4 split

Credit Voucher Fraud Reversal

01.872.00207

Bank Charges
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Responding to queries

If your approver returns a transaction to you for more information or for amendment, you will need to first
action their query, and then respond to them. You will receive a notification from FlexiPurchase whenever
you have transactions that are being queried.

1. To access their query, go to the ‘Expenses’ tab. The transactions with queries on them will show a
speech bubble next to them. Click on one of the transactions to open the coding screen.

Oaks Plaza Pier 53.80 aup = NAB 12 Aug 2018

0 Qantas Airwa0812485600251 819.00 aup SINAB 09 Aug 2018 =l

Oaks Plaza Pier 633.50 aup EINAB 08 Aug 2018 =l
9 Virgin Aust 7952149344831 1,061.01 aup EINAB 07 Aug 2018 El
9 Qantas Airwa0812485512647 378.61 aup 5 NAB 07 Aug 2018 =]

2. Inthe coding screen, scroll down to the ‘Approval Rules’ section to view the comment from your
approver.

Coding Details
Information required
65.45 AL A
4 split
erchant Details

Purchase Cpa Australia Lrd

- I SR *
ense Description

2020 CPA Subsciption fees

Authoriser Approval

Test

essica Harrison 10 Mar 2020, 12:09 AM

| Ask a guestion or add a comment...

Comment is required.
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3. Make any changes required in the coding screen, and then reply to the query in the text box and
click ‘Complete’.

e s e

chant Details

Purchase Cpa Australia Lud
Cm S N I
Expense Description

2020 CPA Subsciption fees

Approval rules

Authoriser Approval

Test

Jessica Harrison 10 Mar 2020, 12:09 AM

; Responsel

0 ¢

Complete Update ‘ Options

4.  The transaction will now disappear out of your queue and return to your approver.
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Disputing a transaction

If you see a transaction on your account that you do not recognise, or if you require more information about
the transaction, you can dispute it directly with the bank through FlexiPurchase.

1. In the coding screen, click on the ‘Options’ button down the bottom, then click ‘Dispute’.

Amount Date Issuer
[ -7.04 AUD 30)ul 2018 National Australia Bank (0545)
Coding
Coding *
select Spend Wizard Expense template
o AUD CC/Project
Tax Code
10% GST v
Expense Code
0.64 AUD
% split
erchant Details

Credit Voucher Fraud Reversal
. .
Expense Description

test

Complete Save draft Arequired code is missing.

2. A pop-up window will appear on the right of the screen.

Merchant category group
> Misc Store

=

Link receipt

Details

A required code is missing.

A required code is missing.

bottom of the screen to open the Dispute Form.

Advanced coding

Dispute

Click the ‘Dispute’ button again down the

Please use the attached NAB Disputed
Transaction form. Once completed fax to
NAB on 1300 788 350.

[

A required code is missing

AE—

4 required code is missing.

Amount Date Issuer Merchant categary group
-7.04 AUD 30 Jul 2018 National Australia Bank (0545) & Misc Store
Coding
.
Select Spend Wizard Expense template
iy AUD CC/Project
Tax Code
10% GST ¥
Expense Code
064 AUD
4 split

Credit Voucher Fraud Reversal

Complete save draff A required code is missing.

@ i
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3. The dispute form will pop up in a separate window. Fill this form out, then click the print button
down the bottom to get a copy of the form. Email this form to cardholder.disputes@nab.com.au.
The transaction will then be flagged with an ‘Expense disputed’ notification.

1 Dispite Form + Microscft Edge N
| & Fraeciom Hoidings Ltd 1G8] ol fraedom.com/cus
Purchasing / Corporate Credit Card m
Disputed Transaction Advice
Amount Date Issuer Merchan
Email To NAB Card Disputes Cardholder  Linda Humphrys t .7.04 AUD 30 Jul 2018 National Australia Bank (0545) D Misc
Email cardholder.disputes@nab.com.au Flinders University
Re Fransaction Dispute Email linda.humphrys@flinders.edu.au Coding

Phane 13948

8 Expense disputed

1 wish to dispute the following item, which has been charged to my card

Card Number 471527, 0545

Transaction Date 30 Jul 2018

Transaction Amount  Credit $7.04 AUD Select Spend Wizard | Expense template

Merchant Name Fraud Reversal

Transaction Description  Credit Voucher Fraud Reversal

Your Reference Number 3
Dispute Type o AUD CCiProject

- 3
Dispure Reason 10% GST
Expense Code
4 split

For Dispute Type "Fraud — Unauthorised Transaction”, please call the Fraud team
immediately on 1300 622 372 who will take all necessary actions in cancelling your card

and organising a chargeback. No further action is required in regards to submission of hai

Credit Voucher Fraud Reverssl

For all other Dispute Types please save and email this form to Cardholder Disputes team
at cardholder.disputes@nab.com.au or Fax to 1300 788 350.

3 Close 3 Save @

Lo Complete | Savedraft | Arequired code is missing.

4. You can also reverse a dispute on a transaction if required. Click on the ‘Options’ button again after a
transaction has been disputed and click ‘Undispute’. This will remove the disputed flag from the

transaction.

=

Merchant category group

Amount Date Issuer
-7.04 AUD 30Jul 2018 National Australia Bank (0545) £ Misc Store
Link receipt
Coding Details
I Expense disputed
- .
Coding
Select Spend Wizard Expense template
S AUD CC/Project ‘ + ‘
B Arequired code is missing.
108 GST v
Expense Code +
s AUD —
0. Arequired code is missing.
=4 split
Merchant Details
Credit Voucher Fraud Reversal
- . *
Expense Description
Advanced coding
Mandatory field
Undispute
Complete Save draft Description is required.

The NAB will investigate any disputed transactions they receive and will credit the transaction back if
required. The transaction will not disappear from the account, it will still need to be coded and
approved. When the credit is received, this will need to be coded to the same account as the original

transaction and approved as well.
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5. Pick one of your cost centre & projects, and code the disputed transaction like normal (including the
normal expense code). Attach a copy of the NAB disputed transaction form to the transaction, and in
the description note that this is a disputed transaction and should be credited by NAB.

Other Credits

Amount Date Issuer

-88.40 AUD 05 May 2020 National Australia Bank SN 288
[E] Manage
Coding Details
| Spend Wizard ‘ | Expense template ‘
an AUD | CC/Project 01.872.00207 Bank Charges o
[ Tax code Expense Code 3601 Bank Charges (]
| 0% GsT v
0.00 AUD |
% split

Merchant Details

Other Credits Cc Account Rebate

1 Disputed transaction|

Complete ‘ Update | Description is required. ‘ Options |

6. Once the credit comes through on your account (this can take up to a few months, depending on
how quickly it is actioned by the bank), it will need to be coded. Credits are coded in the exact same

way as a normal transaction. Code this credit to the exact same GL account as the original
transaction.
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Credits

Coding a credit in FlexiPurchase is the same as coding a normal transaction. Generally, you would code the
credit to the same cost centre/project and expense code as the original transaction, to ensure they are
applied against each other in the Finance System.

A credit transaction does not need a receipt attached to be completed, however if you have any
documentation relating to the credit (such as an email trail or a credit note), this should be attached to the

transaction for record keeping purposes.
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Setting up the FlexiPurchase App

The FlexiPurchase App can be used to capture receipt images and code transactions on the go.

Approvers can also use the App to approve transactions.

To get started with the App, you will need to link the app to your FlexiPurchase account by
following these instructions:

° Download the App onto your mobile device/tablet.
. Log in to FlexiPurchase via the desktop.

1.

counts  Expenses Approvals ¥

Click on your name in the top right corner of the screen.

Reports v Analytics

ADMIMISTRATOR
Transactions 06 0ct 201810 05 Nov 2018
National Australia Bank »
Total Coding Required Pending Approval
3191 2007 01
Transacfions Debit (AUD) Credit (AUD)
3191 60733395 93546591

2 View ful transaction summary

Recent Periods ~

&
= FLINDERS UNIVERSITY
" ADELAIDE - AUSTRALIA

APPROVALS

2.

= Announcements

Important Note

Ve are pleased fo advise you all of some
great new changes and improvements o
the way you acquit your purchase card
expenses using Fraedom

We have introduced some new
technologies that should make the
acquitial process much more streamiined.
These changes will enable you fo code on
the go using the smart Phone App if that
suits your neads.

THE CHANGES

+ A Smart phone App, for faking images of
your invoices and for simple coding on the
0.

+ OCR (Opfical Character Recognition)
functionality that will scan your invoice and
attempt fo automatically match it fo the
relevant transactions and code GST

+§ new Spend Wizards have been
introduced fo take the quess work out of

In the drop-down box, click on the ‘Mobile App’ option.

N

Image Library

Language

Personal Settings

Password

Help

E

Log Out
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AIS4W FlexiPurchase

Purchase Meet your spend management challenges head-on

7 pownload on the

L App Store

| éoggle Play

Scan the QR code below to log in to your account.
FlexiPurchase

Legh
[ T -
[T R S pse——

Get QR code v TR

3. Inthe box that pops up on the screen, click the ‘Get QR Code’ link to generate a

unique QR code for your account.

FlexiPurchase

Meet your spend management challenges head-on

Flexi

Purchase

#  Download on the GETITON

& AppStore P> Google Play

Scan the QR code below to log in to your account.

FlexiPurchase

Login
bt R 0 T TR w8,
TR AT AT B [

i AT

B 2.5 st
o [ipendingg

A
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4. Open the App on your phone.
° Click the ‘Use QR Code’ button.
e The camera will open on your app — use this to scan the QR code on your
computer.
° You will then be asked to enter a pin number for future log-ins.

Your app is now linked to your FlexiPurchase account, and you’ll be able to log in with your pin in future.
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Coding via. Smart Phone App

1. When you open the app and log in, the first page you see should be the ‘Expenses’ page. If not, click
on the menu button == in the top left, and then choose ‘Expenses’.

Pes® 1087 m 4o

O == Exponses + a ¥

& recounis 840%

[E Expenses [-)

] Recer®
@ Gomect
0 Ssettings

5 logout

2. You will then see a list of all outstanding transactions waiting to be coded. Click on any one of these
transactions to enter the coding screen.

il Optus = 10:20 am 5 @ 71% )

= Expenses + Q7

Uber Trip Dwrxw Help.Uber Aljl;
B 07 Dec 2018 19

To do

. Www.Ingogo.Mobi Taxi P AUD
52
¥ B 07 Dec 2018 -26
To do
Www.Ingogo.Mobi Taxi P AUD
B 07 Dec 2018 2652
To do
Black & White Cabs (Nsw) AUD
29
B 05 Dec 2018 54
To do =]
Adora Handmade Choco '\;z
B 05 Dec 2018 6
To do =]

% Www.Ingogo.Mobi Taxi P AUD
79
B 05 Dec 2018 36

To do

Www.Ingogo.Mobi Taxi P AUD
B 05 Dec 2018 -367¢

To do
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3. If yourreceipt hasn’t been auto-linked, you will need to link it manually. Click on the ‘Receipt’ button in
the top right to open your image library.

¢ Expenses

Uber Trip Dwrxw

Help.Uber

Transport

Description is required.

19790 =
National Australia Bank
Receipt
B Purchase: 07 Dec 2018
Coding
Your coding needs editing Edit

Merchant Details
Purchase Uber Trip Dwrxw Help.Uber

Expense Description

Enter description

Approval rule v

4. You will then see all the images that have already been loaded into your library. You can click on any of
these images to see a larger copy of the receipt, or you can click on the link button (1) to link it to the
transaction immediately.

If you need to add a new image, click the plus sign in the top right (2) to take a picture using the
camera, or to choose a picture from your gallery.

i 5 2m
< Back Receipts 2

TAX INVOICE
#014563 B) Torsley Store R8240
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5. After clicking on the relevant image, click the link button in the top right to link it to the transaction.
Once a receipt has been linked, either manually or automatically with the OCR, you can complete the
coding.

Pat ¥ 10:41 amy £
< Back Receipt 1)1 [ &
]

Invoice #INV-1150242 n
20082018 Pad on 20062018 24700 AM (UTC)
fS— Stmerptin P [ Sy A
Pramr Aeras s (T} PR oo i sasAn
Srami Aresal P ekt St B o) s 190818 B ' sao
ST W 37 WA

o oA
Bling Detats Notes.

Kae Sikstone
Flinders Univarsiy, imatonal Ofice
©P0Box 2100

ADELAIDE

Soutn Ausraia

01

Austisia

452088011

Usemame: Finders|O

Subscriptin Renewal Charge

How To Make a Payment

Paymant mate an
20072018 24700 AM (UTC),
Payment Method: VISA

Card Numberjlast 4 digits): 5540

by Eurcpm L
2 s, 20 P, Sl sl B4KEHam DLl .
O A T M Nure 0N 5 3390 090 387

R Ea———

6. Click the ‘Edit’ button to enter the coding screen.

{ Expenses

Uber Trip Dwrxw

Help.Uber

Transport

Description is required.

19
1919up &

National Australia Bank s
Receipt

B Purchase: 07 Dec 2018

Coding
Your coding needs editing

Merchant Details
Purchase Uber Trip Dwrxw Help.Uber

Expense Description

Enter description

Approval rule v
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7. If you have a default CC/Project, the account will be loaded in automatically. Otherwise, you will need
to manually search for the correct account. You can also change your default code if necessary.

To search for an account, click on the CC/Project field. Your favourite codes appear in a list, and you
can click on one of these to use it. Otherwise, search for a code by typing it into the search bar with
the format XX.XXX.XXXXX. Click on the relevant code to enter it for that transaction.

< Back Coding  Back Coding
How do you want to code? How do you want to code?

Select Spend Wizard

Select Spend Wizard

Apply Expense Template

e Amount Incl
1990 19"%u0

Tax code Tax code

10% GST 10% GST

- None
1.032.01518
Finance & Procurement Services Favourites

01.032.01518 Finance & Procurement...

Expense Code

A required code is missing

8. You will then need to code the expense code, either by clicking the ‘Select Spend Wizard’ button at
the top of the screen (1), or by manually searching for the code by clicking on the ‘Expense Code’
field (2) and following the same steps as above.

£ Back Coding

2

How do you want to cod

Select Spend Wizard

Apply Expense Template

Amount Incl
1 919AUD

Tax code

10% GST

CC/Project
01.032.01518

Finance & Procurement Services

Expense Code

A required code is missing.

Sa
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9.  You can amend the GST if necessary, by clicking on the ‘Tax code’ field.

< Back Coding

How do you want to code?

Select Spend Wizard

Apply Expense Template

Amount Incl

1919AUD

Tax code
10% GST

CC/Project
01.032.01518

Finance & Procurement Services

Expense Code
A required code is missing

Sa

10. Once all the coding has been completed, and a receipt has been attached, the transaction will be
sent to your approver, and will disappear from your queue.
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Coding using a Spend Wizard

1. Inthe coding screen, click on ‘Select Spend Wizard’. This will bring up a list of relevant Spend Wizard’s.
You can then pick the relevant one, or search for the type of expense in the top search bar.

vas ® 10141 5m # o
¢ Bac Choose a Spend Wizard

84000 840.00

Q wh

AdminfOtfice
-

Domestic Travel
Travel - Domastic covers iravel exgense iler
Inchuding Accemmodation, Air Far
Equipment (Non capital)

Equipment (Non capital) - IT related equipment and fumitire o other equipment under $10000, such a5
leasafrarital squipment, desklon PC

Information Technology
Int

n Technology - expenses

Tris

Laboratory Expenses

Laboratory Expa includes expanses assosiated wilh [sboralary malerislstrials, such as pathalogy
o, £ b

Marketing & Events
Marketing & Events - expenses relating 1o advertising, recritment advertising. venus costs, prosantars
asts & marketing and pramatio

Meals, Entertaini
Entertainment cor
Entertainment aro

t, Conferences
b e ol s ks B T el

Personal Spend in Emror
Porsonal Spend in Errer ¢ ccidonts! purcheses made on cempany cre s, These expens
be reimbursed by the cardholder

Publications/Subscriptions/Print Materials
P B1i3ls - EXDENSES
membershios, ol

2. You may be asked to enter some additional information, such as a description of the expense or to
confirm that a Travel Diary has been completed.

3.  Click on the ‘Add Amount’ link in the bottom left to allocate the transaction to a sub-category.

¢ Back Allocate amounts

Allocated Remaining

26.52 26.52

Domestic Travel

Travel - Domestic covers travel expense items incurred
by an employee while travelling domestically. Including
Accommodation, Air Fares, Parking, Car Hire & Taxi

Travel Details

nat | am required to complete

vel Diary within 14 calendar days of return from
ravel within Australia of 6 nights or more duration
AND it includes a private component

ol

i Click on the link to download a Travel Diary

& Per diem rates

O
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4. Pick the relevant category. You will then need to allocate the correct amount to this category. You
can manually type the amount (e.g. if you need to split the transaction across two different
expenses), or you can click the arrow below to allocate the full amount.

< Back Select amount

Airfares

The Airfares component covers the costs of your
domestic tickets that are included within this
transaction item. If booking travel outside of a TMC
you are reminded of the University OHS&W
requirement to have detailed itineraries for all staff.
This is to ensure they can be contacted in the event of
an emergency or the need to advise them of important
matters relating to their personal health and safety

Accommodation

The portion of the expense that relates to the room
rate for overseas accommodation.

Car Hire/Taxis
Taxi or car hire charges incurred when
travelling overseas.

Public Transport

Public transport charges incurred when
travelling overseas

Meals & Incidentals

Meals and incidentals of the travelling employee such
as breakfast, lunch and dinner. Expenses are limited to
the daily amounts set by the ATO.

Other Expense

Innidantal travnllina avmanenn ciebh ae lnndng

£ Back Allocate amounts
Allocated Remaining
1919 1919

Travel Details

Add a comment

| understand that | am required to complete and submit
a Travel Diary within 14 days of return from
International Travel.

& Click on the link to download a Travel Diary

@& Per diem rates

[ |
AUD
1t 1919 AUD
Add Amount Apply

5. Once the transaction is fully allocated, click the ‘Apply’ button in the bottom right. This will complete
the expense coding.

il Optus 4G 11:11am

£ Back Allocate amounts
Allocated Remaining
26,52 0.00

Travel Details
Travel for meeting

¥ @ 70% )

| understand that | am required to complete and submit
a Travel Diary within 14 calendar days of return from
travel within Australia of 6 nights or more duration

AND it includes a private component.
Yes

@ Click on the link to download a Travel Diary

@ Per diem rates

Car Hire/Taxis

Taxi fares and car hire charges incurred by an
employee while travelling in Australia on University

business.

26.52

Add Amount

AUD

Once you’ve added your receipt & entered your coding, your transaction will be automatically submitted for

approval.
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Splitting the expense — same Spend Wizard

1.

To split an expense over multiple expense codes within the same Spend Wizard, you need to allocate
the first amount as per the instructions above, and then click the ‘Add Amount’ button again, down in

the bottom left. This will then allow you to choose another category.

ull Optus 4G 2:41 pm @ 49% m )

£ Back Allocate amounts

Allocated  Remaining

26.52 16.52

| understand that | am required to complete and submit
a Travel Diary within 14 calendar days of return from
travel within Australia of 6 nights or more duration
AND it includes a private component.

@ Click on the link to download a Travel Diary
@ Per diem rates

Car Hire/Taxis [}
Taxi fares and car hire charges incurred by an
employee while travelling in Australia on University
business.

10.00 AUD
1t 1652AUD

Add Amount Apply

Once you’ve finished splitting the transaction, click Apply in the bottom right to finalise your coding.

< Back Allocate amounts

Allocated  Remaining

1919  0.00

| understand that | am required to complete and submit
a Travel Diary within 14 calendar days of return from
travel within Australia of 6 nights or more duration
AND it includes a private component.

@ Click on the link to download a Travel Diary
B Per diem rates

Car Hire/Taxis ]
Taxi fares and car hire charges incurred by an
employee while travelling in Australia on University

business.

10.00 AUD
Parking Fee [ ]
Use for car parking

919 AUD

Add Amount
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3.

If you’ve split the transaction between two or more expense codes, you can switch between them in
the coding screen by swiping left or right at the top of the screen.

4 Coding
1] '!0.00

Spend Wizard

Domestic Travel — Car Hire/Taxis RS

Amount Incl

1 OOOAUD

Tax code

10% GST
0.91

CC/Project
01.032.01518
Finance & Procurement Services

Expense Code
2022

Travel Expenditure- domestic o

Save

< Coding

® 919

Swipe for more

o e

Spend Wizard

Domestic Travel - Parking Fee

Amount Incl

918w

Tax code

10% GST

CC/Project
01.032.01518
Finance & Procurement Services

Expense Code
2107
Car Parking

Edit

Save
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Splitting the expense — different Spend Wizards

1. To split an expense over multiple expense codes within different Spend Wizards, you need to
manually allocate the first amount as per the instructions above, and then instead of clicking
‘Add Amount’, click ‘Apply’ in the bottom right.

al Optus 4G 2:41 pm v @ 49% @

< Back Allocate amounts

Allocated Remaining

26.52 16.52

| understand that | am required to complete and submit
a Travel Diary within 14 calendar days of return from
travel within Australia of 8 nights or more duration
AND it includes a private component.

@ Click on the link to download a Travel Diary
@ Per diem rates

Car Hire/Taxis [ ]
Taxi fares and car hire charges incurred by an
employee while travelling in Australia on University
business.

10.00 AUD
1 1652 AUD

Add Amount

2. The screen will then come up with the remaining balance that needs to be coded. You can then
click ‘Select Spend Wizard’ up the top again to select a different Spend Wizard, or you can
manually enter an expense code by clicking ‘Expense Code’.

wl Optus 4G 3:23 pm + O 56% )
€ Back Coding
0 21.52

Swipe for more

°e

How do you want to code?

Select Spend Wizard

Amount Incl

21 52AUD

Tax code

10% GST

CC/Project
01.032.01518

Finance & Procurement Services

Expense Code
A required code is missing.

Save

56 | Page



3. Once you’ve finished splitting the transaction, click Apply in the bottom right to finalise your
coding.

< Back Allocate amounts

Allocated  Remaining

1919  0.00

| understand that | am required to complete and submit
a Travel Diary within 14 calendar days of return from
travel within Australia of 6 nights or more duration
AND it includes a private component.

2 Click on the link to download a Travel Diary
B Per diem rates

Car Hire/Taxis ]
Taxi fares and car hire charges incurred by an
employee while travelling in Australia on University

business.

10.00 AUD
Parking Fee [ ]
Use for car parking

9.19 AUD

Add Amount

Pending/Approved Transactions
You can access transactions that you have already coded via the app.

If you click on the filter button in the top right of your transaction list, you can filter by transactions that are
still pending approval, and transactions that have already been approved.

Choose an expense status

Todo

Pending approval

Completed
Cancel
[ =
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Statements

If you require a copy of a monthly statement, you can obtain this in two ways; through the ‘Accounts’ tab, or

through the ‘Expenses’ tab.

Statements are only available for a certain amount of time. If you require an older statement, please contact a

System Administrator.

Accounts

1. Click on the Accounts tab at the top of the screen.

FlexiPurchase Home Adm\'ms[rﬂuupénses Approvals  Reports v Analytics  Search

2 Jodiev

5 CordExpenses B ADMINISTRATOR
& Approvals 620 ]
Transactions

# Pinned ‘ EEEEE

06 May 2023 10 05 Jun 2023

Account Management Unmapped  Active

Nation Auszrlis Bank 0 927
anz 0 0

s Flinders
University

=l Announcements

Important Note
Please note the new Purchasing Card
Procedure is out now. Available online
through the Policy Library:

nttps:fwaw finders. edu auicontentidam/d
ocuments/stafiipoliciesifees-
finance/purchasing-card-procedures pdf

For FlexiPurchase guides, please visit the
Flinders University FlexiPurchase website:

hitps://staff finders.edu. au/workplace-
supportdigital-servicesflexipurcnase.

National Australia Bank v
To show your favourites here, click the pin
icon on a menu tem.
Total Coding Required Fending Approval
5481 2222 \ 778
Transactions Debit(au0) Cregit (su)
5481 1,108,341.57 848,295.77
[ View fullransaction summary
06 May 2023 fo 05 Jun 2023 v ‘
APPROVALS
2 Approvals
Approval Required Info Provided Info Required
620 0 0

DELEGATED ACCOUNTS

32Employees

General information about cards can be
found on the Flinders University
Purchasing Cards website:

nitpe:fistaff finders.edu. au/workplace-
supportfinancelpurchasing-card

Lastvisit: 06 Jun 2023

& National Australia Bank

Proudty provideay |z

39 Delegations &2

Copyright National Australia Bank. All rignts reserved.

2. Alist of your accounts will show up — if you are not a delegate coder for anyone, you will only see

your account. If you are a delegate coder, click on the card holder that you require a statement for.

3. You can choose which period you need by clicking on the ‘Current Period’ drop down box and 3

selecting an option. Then, click on the

Delegated Accounts

Available Credit (AUD)

Purchasing Card |

Available Credit (AUD)

Purchasing Card |

Available Credit (AUD)

Purchasing Card |

Available Credit (AUD)

Purchasing Cerd |

Available Credit (AUD)

Purchasing Card |

Available Credit (AUD)

Purchasing Card |,

Available Credit (AUD)

Purchasing Card |

Available Credit (AUD)

Purchasing Card |

& button to download a copy of the statement

Issuer Card Type Card Number

National Australia Bank Purchasing Card

Statements
S

Payment Detalls

show @ current Period v

Available Crea™ Credit Limit (AUD)

#Elance (AUD)
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Expenses

1. Click on the Expenses tab at the top of the page.

FlexiPurchase Home  Administration v A((aumvﬂls

5 Card Expenses

& Aoprovals
# Pinned

To show your faveurites here, click the pin
ican on a menu item

Frovaly provisea by bz [T

Reports v Analytics

ADMINISTRATOR

Search

Transactions 08 May 2023 005 Jun 2023

‘ National Ausralia Bank v

Total Coding Required

5481 2222

Pending Approval

\ 78

Credit (aup)

848,295.77

Transactions

5481

Debit (aup)
1,108,341.57

[ View fulltransaction summary

Recen: P

06 May 2023 t0 05 Jun 2023

v ‘

APPROVALS

Account Management Active

Nationat AustrataBank 0 927
ANZ. 0 0

Unmapped

2 Approvals 32 Employees

Approval Required Info Provided Info Required

620 0 0

DELEGATED ACCOUNTS

= National Australia Bank 39 Delegations 4t

2 cdiev

Flinders
University

=l Announcements

Important Note
Please note the new Purchasing Card
Procedure is out now. Available oniine
through the Policy Library

ttps: /v finders. edu.au/contenydam/d
ocuments/stafiipoliciesffees-
financelpurchasing-card-procedures paf

For FlexiPurchase quides, please visit the
Fiinders University FlexiPurchase website:

hitps://staff finders.edu au/workplace-
support/digital-servicesfflexipurcnase.

General information about cards can be
found on the Flinders University
Purchasing Cards website

itps://staff finders.edu au/workplace-

supportfinance/purchasing-card

Lastvisit: 06 Jun 2023

Copyright National Auscralia Bank. Al ights reserved

2. If you are a delegate coder, use the drop-down box to choose the card holder that you require a

statement for.

Expenses

Show< All delegates «

\) Al v

To do v

Coles 0430

Uber Trip Ovrrn

Stamford Plaza Adelaide

Service Fees

Adelaide Central Mkt

Greentriangleelctroni

Independant 132211

200.00 aup

35.51 auvp

165.00 aup

4,788.20 aup

12.00 aup

48.35 aup

20.58 aup

ENAB
ENAB
ENAB
ENAB
ENAB
ENAB

ENAB
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3. Click on a transaction, so that the coding box opens on the right-hand side of the screen. Click on the
‘Options’ button in the bottom right, and then click ‘Advanced Statement’.

4.

Coding
e template
AUD CC/Project
- Expense Code
AUD

Description is required.

Details

01.032.01518 Finance & Procurement Services €

+

A required code is missing.

Advanced coding

Advanced statem

Dispute

On the statement screen, click ‘View Statement Report’ to obtain a copy of the statement.

Amount Date Issuer

Statement - Microsoft Edge

ﬂ Fraedom Holdings Ltd [GB] controlfraedem.com/Main/bstatement d_cd

Account Statement 3
rine M| =
"™ 06 Nov 2018 to 05 Dec 2018

- NAB Account St
Bright Expense Templates
Select Template
[ ~ Apply Preview
ida Pri
O Tran Date Supplier Amount Incl  Allocation
Hump
O 06 Nov 2018 Coles 0461 20000 View X !
O 13 Nov 2018 Coles 0430 10000 View X!
O 13 Nov 2018 Coles 0430 200.00 View X &
Leimal
Wianage Receipt Images
View Statement Report
1 Seaffe
Zovend
IR
100.00 auwp Complete raft Description is requi
ved
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5. If a previous statement is required, change the ‘All’ drop down box to the relevant period, and follow
the instructions above. You may also need to change the ‘To do’ box to Pending Approval or
Completed, depending on what stage your coding is at.

Expenses

Show  All delegates <

Coles 0430

() Uber Trip Ovrrn
Stamford Plaza Adel
9 Service Fees

0 Adelaide Central Mkt

All

Greentriangleelctroni

o>

Last SUroay
Last 90 days
Oct 2018
Sep 2018
Aug 2018
Jul 20138

Jun 2018

May 2013

200.00 avp

35.51 auwp

165.00 aup

4,788.20 aup

12.00 avp

48.35 aup
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Contacts

General Enquiries

purchasingcards@flinders.edu.au

Jodie Blight — Administrator
742 19151

David Paterson — Associate Director, Procurement
Services
08 8201 2224
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