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Expense Audit - Front End Enhancements

Improved auditor review workflow and Ul

Enhancements were made to make it more efficient and effective for auditors to review and action an
expense report. This release includes UI enhancements to the expense report details page delivering the
ability to filter by the line item risk-level, quickly access action buttons to approve or reject a report,
easily check receipts for further investigation, and a simple solution for copying report ID nhumbers.

Risk assessment filtering

Previously, the expense report details page provided a comprehensive view of every model-based audit
check for each line item. This included low, medium, and high-risk items, which created a very “noisy”
view for auditors as most only focus on reviewing high-risk expenses.

AppZen now offers the ability to filter report details by the risk-level. By default, the report details will be
filtered by high-risk line items to provide a simple and focused view.

EXPAND RISK BY + | High Risk Medium Risk  show all lines
EXPENSE DATE  EXPENSE TYPE  MERCHANT AMOUNT

1 @ § 27-Nov-2018  Airfare $1,234.00 USD % A
AUDIT MODEL RISK REASON INFO
1. RECEIPT VERIFICATION
HIGH Receipt Verification The amount entered by the user (USD 1234.0) &

cannot be verified

2. AMOUNT VERIFICATION
HIGH Amount Verification Amount for this line is above threshold of 1000 @

To view medium-risk expense line items check the medium-risk filter box.

EXPAND RISK BY High Risk  |v| MediumRisk  show all lines
EXPENSE DATE  EXPENSE TYPE  MERCHANT AMOUNT
1 9 $ 01-Jan-2019 Breakfast $11.23UsD % P
AUDIT MODEL RISK REASON INFO
3. AMOUNT VERIFICATION BY EXPENSE TYPE
MEDIUM  Amount Verification By Amount for this line is above threshold of 10 ®
Expense Type

To view all expense line items select the clear all button.
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1 EXPAND RISK BY

High Risk

Medium Risk

Ny

show all lines

|

Refined process for expense report review and action

With the newest UT improvements, reviewing and actioning an expense report is now easier than ever.

1. Quickly approve or reject a report at any time with “sticky” action buttons.

Previously, auditors had to scroll back to the top of the screen to approve or reject a report.

€. Duplicate Check Beta

Duglicate Check Beta  HIGH

7. Unauthorized Expenses

Unaushorized Low
Espansas

&, Personal Credit Card Violation

Porsonal CreditCard  LOW
Wiolation

5.VAT Compliance
VAT Deseciion Low

10. Parking Violations

Parking Violatians Low

Expense Report Total

Now the action buttons (“approve,

Duplicate expense ws delected for this
espanse

Mo unauhorized items were detected.

Mo persanal credit cards were desectod

Mo VAT detected

Mo Parking Violatiens detecied

© Passed

© Passed

o VAT Detecied

@ Passed

” o«

4,875.00 USD

accessible to auditors no matter where they have scrolled to on the expense report details page. No
longer will you have to scroll all the way back to the top of the page to action a report.

Find the action buttons at the bottom of the screen, where they will remain as an auditor scrolls through,
reviews, and investigates the expense report details. The action buttons will remain on the bottom at all
times so the auditor can choose to approve or reject a report at any time (see the images below).

G estentntion

P
% Shalab Test SM 12/29 - 01

UseCase
SuBMITTED BY
Demo, Traveler

©  reonLeveinsk

kol

Us Expense Policy

ASSIGNEE

CompanyAdmin  $55,340 USD 1

TOTAL AWOUKT

2. Easily review and action a report at the same time with a split screen view.
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1. RECEIPT VERIFICATION
wien  Receipt Verfication

Low  femization Verfication

2 AMOUNT vERIN

WM Amount Verification

5, AMOUNT VERIFICATION BY EXPENSE TYPE

wow  Amaunt Verification By Expense Type

4. MERCHANT CHECK
tow  Merchant Blsckist Chick

Low  Merchant Category Check

<€ Back

Receipt is missing for this sxpanse

Wik Type of Receipt not Agplicable

Amount for this line is above threshold of 1000

Mo Configuration in Expensse Type found.

Mo blacklisted merchants were detectod.

Merchant was not detected as snything suspicious, could not find

merchant infn

[# Expense Reports Details C]
Assignee: For P Reject More Actians. =
s I | == e
iy
Report Name:

Report Purpose:
Palicy: US Expense Poi
Risk Score; HEH
Report Level Risk @
. Justification Expens  Receipt Merchant Expense Type Amaun
i :
L Sun, Jan = Erterprse ur Rertal 487500
Ruie Risk Level Message Resuit Data
reject,” and “more actions”) are “sticky,” meaning they are
7754B53ABDBS0269858 D AssIGNEL TOTAL AMOUNT
@ Shalab Test SM 12/29-01 D Company Admin $55,340 USD

@
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When actioning an expense report (approve, reject, request info, etc.) in AppZen, it requires an auditor to
provide a reason for their decision based on their findings. For example, when rejecting an expense report,
the auditor must provide clarity of the issues discovered and guidance on what to fix within the report. In
instances where a report has an extensive number of line items, it is common for an auditor to reference
back to the report details to help write a more thorough and accurate response.

Previously, upon selecting one of the action buttons, a pop-up window would appear—as seen below.
However, if the auditor would like to re-investigate the report details, he or she would have to select the
cancel button and leave the action window to revisit the expense report details page.

Auditor Reject

High Risk

Accepted 9 Expense Type Risk Message

o Car Rental The amount entered by the
user (USD
4875.0000000000) cannot
be verified.

Car Rental 4875.00 Duplicate expense was.
usD detected for this expense

Response Message : (193 characters entered) 1899 characters allowed

Line 1: (Car Rental, 4875.00 USD) - The amount entered by the user (USD
|4875.0000000000) cannot be verified.
Line 1: (Car Rental, 4875.00 USD) - Duplicate expense was detected for this expense

This newest release introduces split-screen capability that allows auditors to reference report details and
write up a reason for rejection all within the same window—see images below.

LIt Expense Age

12, UNAUTHORIZED EXPENSIS
HIGH Unauthorized Expenses

The transaction is 280 days old, This exceeds the expense
age threshold of 180 days.

Adcohol washwere detecied on receipt

SSIGNEE TOTAL AMOUNT
@  BF7A25D7SDAACIDESES D -
HIBH  meeting 11 D Auditor UseCase $183.6 USD @ Auditor Reject b4
1 @ § 01-Now-2018  Lunch $183.60 USD E -
ves  Expense (USD 183.6) is greater thon 3 times the
upper Nmit of the average cost per person for this
AUBIT MODEL RISE BIASON NFO merchant (USD 30).
B AMOUNT VERIFICATION BY EXPENSE TYPE
HigH Amount Verification By Expense  Amount for this line & above threshold of 20 - ves  The transaction is 280 doys old. This exceeds the
Type expense age threshold of 180 days.
A MERCHANT CHECK f
HIGH Merchant Price Check Expense (USD 183.6) is greater than 3 times the upper - ven  Alcohol wosfwere detected on receipt,
limit of the average cost per person for this merchant
(USD 303
T EXPENSE AGE VERIFICATION Responie

Line 1: (Lunch, 183.6 USD) - Amount for this line is above
threshold of 20

Line 1: (Lunch, 183.6 USD) - Expense (USD 183.6) is
greater than 3 times the upper limit of the average cost
per person for this merchant (USD 30).

Ling 1; (Lunch, 183.6 USD) - The transaction is 280 days
old. This exceeds the expense age threshold of 180 days.
Line 1; (Lunch, 183.6 USD) - Alcohol was/were detected
on receipt.

0008

=
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Simple and easy receipt view

Auditors often investigate receipts to cross-check and verify high-risk line items. This enables them to
write more prescriptive messages that help guide employees to make the needed changes on their
expense reports.

Previously, checking a receipt image and the high-risk item details was done separately. This meant the

auditor would first expand and investigate the details on why an expense item was flagged as high-risk (as
seen in the image below).

2, Amount Verification By Expense Type

Amount Verification  HIGH Amount for this line is above threshold of © failed - @
By Expense Type

Amount Verification By Expense Type

Key
Maximum Amount

User Amount (without personal expenses)

Then the auditor would need to return to the expense details page and select the receipt image icon to
view the attached receipt (as seen in the images below).

# Justification Expense Receipt Merchant Expense Type Amount
Date
L) 1 Mon, Feb 8 4= Dinner 159.70
04, 2019 usp

PAYRENT METHCO: CREDIT CARC
TION #1645840663 -041
DATEsB4/82/2819 T1S2120 PH

THANK YOU

With the new UI updates, the auditor can now review both the detailed reasons for the high-risk alert and
the receipt at the same time to easily cross-check the high-risk information captured within the attached
receipt.
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naac @ Expense Age

Spent $594.71 USD on 13-Fe-2018
%’N ti , Expense type is Car Rental — National Car Rental
~> Natonai. .
The transaction is 331 days old. This exceeds the expense

age threshold of 60 days.

RA 228162398 Bil o
Rental  07-FEB-2018 02,38 PN
KANSAS CITY AIRPORT
Return  13-FEB-2018 06:26 M
KANSAS CITY AIRPORT

Vehicle # J9133750 RiskIs Incorrect - Faise Positive
Mocel X

Place Motiom 1PAD Place Peeead 1PWD < All Audit Rule Messages 814 >

Ability to quickly copy and search the report ID number

In some instances, auditors may seek further context of a high-risk expense report by checking comments
attached to the report in their existing expense automation software (i.e. Concur, Workday). To do this, the
auditor must copy the report ID in AppZen and paste it into the search bar in their expense automation
software.

Previously, the auditor had to highlight the report ID number and right-click to copy (or use the keyboard
shortcut).

The newest UI changes introduce a seamless solution to improve the speed at which a user can copy and
paste the expense report ID number. To quickly copy the report ID, auditors can simply click the copy icon

at the top of the expense report details page (as seen in the image below).

AppZen-Review /

2BEB1A3F04984EEQ9EC3 D

2]
Het s Test SM 148 -
Copy Report Number

DETAILS

Custom Reject Response Templates

There is a need to make it easy for customers to input custom responses for rejecting expense reports.
Previously, this was not possible in AppZen. Now, custom reject response templates can be created in
AppZen, allowing auditors to use a drop-down selection of custom made responses to quickly fill the
response box.
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Response Use Template Message v

%Clear
Duplicate Responses
Duplicate Across Expense%p
Duplicate Across Employees *
Receipt Verification Responses
Receipt Verification

Receipt Verification by Expense Type

0/2000

Response Use Template Message b

A duplicate receipt has been submitted in a
previous expense report. Please double-check to
make sure you input the correct receipt.

13272000

NOTE: the drop-down selection for custom reject responses will be hidden as long as no templates have
been created. Therefore, upon this release, users will not see a drop-down selection above the reject
response text box until a custom template has been added.

Without Templates Created

Response

Line 1: (Equipment, 123.56 USD) - Duplicate
expense was detected for this expense
Line 1: (Equipment, 123.56 USD) - The
amount entered by the user (USD 123.56)
cannot be verified.

To create, edit, or delete custom reject response templates, users must have Functional Admin privileges.

NOTE: Customers without a Functional Admin can reach out to their Customer Success Manager for support

to set up custom reject response templates.

With Templates Created

Response Use Template Message -

Line 1: (Equipment, 123.56 USD) - Duplicate
expense was detected for this expense
Line 1: (Equipment, 123.56 USD) - The
amount entered by the user (USD 123.56)
cannot be verified.

To create, edit, or delete a custom template, select the Reject Template Message tab on the left-hand

navigation bar under Expense Setup & Admin.
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B Expense Setup & Admine

All Audit Re
Audit Models |
Configuration

Filter
Audit Workflow

Configuration ABVANCED'HY
Expense Types
Customer Organizations

Reject Template Message [P M— Apply Fitg

& Reports

@ Audit @ 402 REPORTS ||

Templates are created in groups to categorize and organize the reject response messages. This makes it
easy for auditors to find the right messages. To create a new group select the “+ Create Group” button.

Reject Template Message Setting N
You can set up reject messages
NAME 2
Duplicate Responses P

Next, categorize the group by entering a “Group Name” and then add message templates as needed. Use
the “+ Add” button to add multiple messages. Select “Save” when complete.

Add Template Message Group
You can set up reject messages

1 Group Name

Receipt Verification Responses

2 Messages
Receipt Verification

Make sure that your receipt is itemized then re-submit.

© Add

£ance: m

When selecting a templated response via the drop-down, the message will append below the
auto-response text.
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Response Use Template Message w Response Use Template Message -
Line 1: (Equipment, 317 R R Line 1: (Equipment, 317.85 USD) - Personal credit card(s)
was/were detected on| P ik was/were detected on receipt.
Line 1: (Equipment, 317 Duplicate Across Expenses Line 1: (Equipment, 317.85 USD) - Duplicate expense was
detected for this expen detected for this expense
Duplicate Across Employees
Recelpt Verification Responses A duplicate receipt has been submitted in a previous expense
report, Please double-check to make sure you input the correct
Receipt Verification receipt.
Receipt Verification by Expense Type v
171/2000 3032000
T — T —

Report Filtering Enhancements

New filtering capability when generating a report

This release includes added filter capabilities when generating the following reports: Expense Report
Header Level Risk, Appzen Audit Activity Report, Auditor Feedback Report, and Expense Report Audit
Risk Details By Line.

The following filters are available for report generation:

Expense Report Header Level Risk

By Date - generate a report with the data from a selected date range.
By Organization & Policy- generate a report with data from specific organizations and policies or
choose to see the data from all organizations and policies.

e By Risk Score - generate a report with data from a chosen risk scores.

Expense Report Header Level Risk

REFORT SUBMISSION DATE RANGE *

# 01-Mar-2019 % 15-Mar-2019

ORGAMIZATION * POLICIES

# | All Organization and Policy

I}'I Starks Industry X (=R RN W Type and Search

.AT_.'_] Add another organization

RISK SCORE *

Type and Search

Back Clear All

AppZen Audit Activity Report

e By Date - generate a report with the data from a selected date range.
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e By Organization & Policy- generate a report with data from specific organizations and policies or
choose to see the data from all organizations and policies.

Audit Activity Report

ALUDITOR ACTION DATE RANGE *

£ 01-Mar-2019 f4 15-Mar-2019

CORGANIZATION * POLICIES

All Organization and Policy

(@I Starks Industry X =G O Type and Search

[_:—E—_'.I Add another organization

AppZen Audit Activity Report

By Date - generate a report with the data from a selected date range.
By Organization & Policy- generate a report with data from specific organizations and policies or
choose to see the data from all organizations and policies.

e By Feedback Code - generate a report with data based on specific feedback like false positives,
expection approved by managers, true positive, etc.

e By Auditor User ID - generate a report with data processed by specific auditors or all auditors.

Auditor Feedback Report

AUDITOR ACTION DATE RANGE *

M 01-Mar-2019 £ 15Mar-2019

ORGANIZATION * POLICIES

All Organization and Policy

| e s s

Add another organization

FEEDBACK CODE *

-

AUDITOR USER ID =

All Auditors

WG FLE S Type and Search
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Expense Report Audit Risk Details by Line

By Date - generate a report with the data from a selected date range.
By Organization & Policy- generate a report with data from specific organizations and policies or
choose to see the data from all organizations and policies.

e By Risk Score - generate a report with data from a chosen risk scores.

Expense Report Audit Risk Details by Line

REFORT SUBMISSION DATE RANGE *

£ 01-Mar-2019 f# 15-Mar-2019

ORGANIZATION * POLICIES

All Organization and Policy

IZ'E,'I Starks Industry X (VA RN Type and Search

- Add another organization

(4

RISK SCORE *

@ Type and Search
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