POOLIA

Expense report via computer

If you want to add receipts, you need to take pictures of your receipts and
save it digital on your computer, for later adding. Start by creating an
Expense Report for your expenses by pressing the plus sign on the right.
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Ny milersattning
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AVBRYT

Klick on” Skapa utlaggsrapport”
Choose the name of your Expense report and press OK

(example, the name of the month, May)

Utlaggsrapport

Namn *

Utlaggsrapport Maj

Then create New expenses ( Nytt utlagg) on the plus or via the menu...
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Select New expenses (Nytt utlagg) for receipts
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AVBRYT

Attach your photographed receipt by dragging a saved image there or press
the plus sign to add.

uy Nytt utiagg

Underlag for utlagg (kvitto)
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Klicka eller slapp en kvittobild har
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1. Check the suggested information given after reading the receipt. Is
there anything that needs to be changed? Then click on the field that
needs to be changed and fill in the information manually.

2. Select the Expense report you created or create a new one

3. Add a description to your expense (mandatory)

And pleas check the date and amount and make sure it is right.

e Kaffebrod/matvaror
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Press Save... (Spara)
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If you attach a receipt that refers to a representation, it needs to be correct
that it is the right article, otherwise change the article by pressing the pen
(link to expenditure report) fill in Purpose under the Description.
(Beskrivning)

Select the type of representation (internal or external) it was and add
participants under Guests. (Gaster)

m Extern representation .<: /

Valj utlaggsrapport v

Beskrivning *

2024-03-19 v
258

27 .64

SEK (Svensk krona) v

Re ntation
Lunch v I

[] Bifoga deltagarlista

Gaster =>. @




POOLIA

Press Save...

Expense for traveling by car

Select “Privat Konsult” which means Consult traveling whit your own car.
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Select a started Expense report or create a new one. Fill in date and address
from where you started and your end destination. Press the Turn and return
button if you also return, and the route will be calculated.
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Allowance

Allowance - Domestic or Foreign
Select a started Expense report or create a new one

(Inrikes= Domestic, Utrikes= Foreign)

Valj kategori
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e Utrikes

Fillin destination, travel day & time, arrival & time as well as which meals
the company paid for and how it was paid for.
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When you are done with all your expenses, you must SUBMIT your expenses
report.

Go under NOT submitted expenditure reports.

Ej inskickade utldggsrapporter

— Utlaggsrapport maj 1 utlagg
= ggsrapp J

2024-04-23 11:54

There you can first choose to Preview your report and then...

SUBMIT = SKCKA IN.

FORHANDSGRANSKNING

Don’t forget to send us your receipt to us as the Accounting Act
still requires it.

(Write your full name and which company you are employed in)
Send it to:

Uniflex Sverige AB (Poolia)

Att: LON

Box 7014

121 07 Stockholm



