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Logging in to the App

1.0 Enter your Agresso User name, Client (QM) and password and
then click ‘Log-n’

Entering Expense lines

You will now be logged in and see a screen similar to the screenshot. If you
have already added some expenses they will show as a list in this section.

2.0 Click the

=

Mileage

There are 3 ways to enter Mileage expenses

Through the mileage expense type within the Agresso App
or the web. This is the preferred method of entry

Expanses

Through ‘Enter route manually’ in the App

Through the GPS on your phone by pressing ‘Start’ within
the App

< Change URL

UNITZ Expenses=

Please enter and verify your credentials:

Create route

Enter route manually

Start

For help or support with Agresso please contact the Finance System Team.
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Mileage through Expense Type within
the App

This is the preferred method to enter your mileage
claims

3.0 Click Expenses to bring up the expense type screen

=

Expenses C

i i oy

3.1 Select 16 Car Mileage

v

3.2 Enter the Date of the journey
3.3 Click Done

3.4 Click into the Description field

3.5 Enter Description of the Journey including to and from location
and reason

3.6 Press Done

3.7 Click into the Quantity (miles) fi
3.8 Enter the number of miles travelled

3.9 Press Save if happy with the claim

The expense will then upload to Agresso /

» P g
>

Manual Route =

From GPS ®

16 Car Mileage

(m) 16 Car Mileage
Date 18 Aug 2018
Description

[Start and end locations]

Quantity (miles) 0.00

16 Car Mileage

= 16 Car Mileage
18 Aua 2018
Desc ]

0.00

18  August 2018

London to Birmir

16 Car Mileage

=) 16 Car Mileage

Date 18 Aug 2018
P London to Birmingham

Description conference

Quantity (miles) 80

& UNIT4 Expenses ¢!
Camera Mileage Expenses

Expenses uploaded to Agresso

™ 16 Car Mileage

17 Wik En Roed London, UK > N

126.05 miles

B= 12 AccommodationUK 100,00 GBP

16 Car Mileage 1.27 miles
18 i 00ds -> 16

= 16 Car Mioage 80.00 miles
ndon ok -

18
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Mileage through Enter route manually

4.0 Select ‘Enter route manually’

Enter route manually

4.1 Enter from and to locations. You can use descriptions or Postcodes.
As soon as you start entering the details It will try and help populate the
selection. Choose the one you require

4.2 If you need to enter a ‘Via point’ Pull down the ‘To’ field and you will be
able to add another location

This will allow you to enter another location in

4.3 When the locations are selected click ‘Done’ in the right hand corns\/

A Map will be displayed with the journey information e
4.4 If you are happy with the route select ‘Done’ in the right hand corner/ £ 0

You also have the option to Cancel or Edit the claim here. Cancel will
return you to the home page, Edit will allow you to amend the ‘To’ and
‘From’ points

Create route

Enter route manually

Start
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Mary University of London,

For help or support with Agresso please contact the Finance System Team.
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< Back 16 Car Mileage Save

You will now be able to see your expense claim complete with Date,
description and Quantity (miles)

(=) 16 Car Mileage

Date

These fields are fully amendable so change the date to the date you
carried out the journey

16  August 2018

4.5 When all fields are complete and correct click ‘Save’ in the top rig
corner

You will be returned to the Home Page

& Expenses e

Mileage through ‘From GPS

Mileage can also be tracked using the GPS on your device.

5.0 Select ‘From GPS’ from the menu

When trying to do this the 1sttime you will have to allow access to the
device’s location

Click either ‘Only while Using the App’ or ‘Always Allow

Allow “Expenses” to access
your location?

5.1 Then Press ‘Start’ to start recording the route ey

turned on tracking of your travel route.

Only While Using the App

Always Allow

Don't Allow

For help or support with Agresso please contact the Finance System Team. P 4
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Home Travel route

The device will then start recording your journey. Bl .

5.2 When complete press ‘St

CEMEX Stourton
ban Asphalt Plant

Q

Stop

Home Travel route Done

= 1.27 miles

The device will then stop recording your journey.

If you want to Resume the recording press ‘Resume’.
If you want to delete the journey press ‘Discard

session’
)
5.3 To accept your journey press ‘Done’ in the top \\
right corner L
%
\'I
Disf:ardsession

You will then see a screen with your journey details on

Press ‘Save’ in the righthand corner if happy with the i

Old Mill Lane, Leeds -> 16

journey details Descrption ot s
Quantity (miles) 127
If you want to amend the Description or mileage click A
into the fields and amend %
\e

For help or support with Agresso please contact the Finance System Team.
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The journey will then be added to the sync queue

ready for uploading into Agresso

¢ UNIT4 Expenses O

B = %9
—

Camera Mileage E
Sync queue
18 cuwm
mg  Road

16 Car Mileage 127 miles
1e, Leeds -> 16 Pontefract
s

Lar
ead

Expenses uploaded to Agresso

For help or support with Agresso please contact the Finance System Team.
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