Navigating to CROSSMARK Web Expense Using CROSSMARKConnect.com

CROSSMARK Web Expense (CWE) is a web-based expense reporting system used for completing, submitting and approving
expense reports electronically. Let’s learn how to navigate to Web Expense using CROSSMARKConnect.com.
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To get to Web Expense you begin at CROSSMARKConnect.com.

Of the four navigation tabs in the top left corner: News,
Services, Knowledge and My Communities, click Services.

This is the Services screen. Notice Services is
highlighted in red. In the Associate’s Toolbox.
Click Remote Access (Citrix).
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What'’s Citrix?

Citrix is the remote access software that allows
you to access CROSSMARK applications from
your home computer. With Citrix you can also
access: Timesheet, MyInfo and SharePoint.
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Web Expense: The Citrix Portal and Citrix Access Gateway
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Welcome to the CROSSMARK Citrix Portal

Citix is a REMOTE access solution that alows you to access CROSSMARK applicaticns from your home compiter. This souion
s speciicaly designed for EXTERNAL CROSSMARK users to reotely access the following applications
Mylnfo, Timeshe et Expense, Webmail, SalesTrak. and SharePoint.

DONOT bookmark the Citsix login page. Instead, baokmark and ahvays come to this landing page frst. i we have important
new information sbout our Citrix emvicnment, we wil present it 10 you here. If you bypass this page with s bookmark directly on the
Cax login page, you wil nct see these updates.

First Time Users ONLY
Click to install the Citrix client

You only need to go to the abave firk once. Follow instructions batind this litk Ager Citrix is installed,
use one of the three links below 10 access Citrx

In ordsr to make sure that you will be sbie to REMOTELY access the applicstions listed above,
you will need to dlick on the one of the butt that best fits your

Logh
Usor Name:

Password:
Domain: | CROSSVARK ¥

Notice to all users:
DO NOT bookmark this Gitrix login page. Instead, bookmark and always start Citrix by going to landing page at http: crossmark If we have important i
about our Citrix environment. we will present it to you on the landing page. If you bypass the landing page with 3 bookmark directly on this Citrix login page, you will not see these updates.

1 you are experiencing a problem with Citrix, please DO look over the help for Citrix at: rh.com/ hem. All common problems with Citrix
have been identified, and the solution or remedy to your problem is likely provided on this site.

1f you cannot find the selution to your Citrix preblam by consulting th help site first, plaase contact the CROSSMARK IT Halp Dash:
(Available 24 x 7 x 365)

U & Canada: §58-261-8099

Australia: 1-800-036106

New Zealand: 0800450319

email: IT Help Desk [open ticket via email, nor-urgent issues only)

NOTICE TO ALL USERS:

This site is intended only for the use of authorized individual(
not an authorized user, you are hereby directed to exit this si

entity, e.g. CROSSMARK Associates, clisnts, partners, and specifically authorized personnel. If the reader of this message is
nediately. Any attempt to use this site for any other purpose may resultin legal action.

Next, you're taken to the CROSSMARK Citrix Portal.
This page is very self-explanatory. Select one of the
four buttons that applies to you. Bookmark this page
for future use.

Next, this Citrix Access Gateway screen opens.

User Name: L |

Password: | __;I

Login using your CROSSMARK User Name (FirstName.LastName) Domain: EREJgSVARK v

and your CROSSMARK Password and then click Login.

®
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Web Expense: Inside Web Expense
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R e . Congratulations. You’re in Citrix. Now you have
’M access to login to Web Expense — or access other
|.G.—...:.."' CROSSMARK applications right from your home

= Change Password 11Must close the browser and log back in after password changen

i CROSSMARK Connact

@ Crossmark Job Postings - Look for apen positions inside the Company

8 Myinfo - Access your Pay, Employmant, and Applicable Benefits Information

T e e e e e e [ — T T [
B Shareport

8 Timashaot - Record your time worked ~For Hon-Retad Reps~

5 Wb Expanse - SUBV yOur SXpENSE repOrT

computer. Remember, once inside Citrix you can

also gain access to SharePoint, Timesheet and Web
Expense.

9 Click the Web Expense link to login to Web Expense.
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Web Expense: Logging In

2 Concur Expense - Microsoft Internet Explorer
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CROSSMARK®
Web Expense

Type your Logon ID and Password, and then click Log On.

Logon ID: *[judy zafereo
Password:

n* e
Domain: ™| crossmark

%

powered by G)
concurs

©2004 Concur Technologies, Inc.,, Redmond, WA U.S.A. All rights reserved.
Version : 7.1.1.9

v
@D"“' ! Internet

Enter your information in the Logon ID and Password fields. NOTE: This screen is case
sensitive. In the Logon ID field, type in your CROSSMARK User ID this way:

firstname.lastname. In the Password field, type in your CROSSMARK network Password.
In the Domain field, type crossmark in lowercase.

®
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CROSSMARK Web Expense: The Concur Central Page

Once you are logged in, the Concur Central
page will appear. This is your “main screen”
= — — TOw ot in CROSSMARK Web Expense.
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Concur Expense, where you create, edit/view,
approve expense reports, and get help. This
help link assists you when preparing a

Concur Central i CROSSMARK expense report.

5”’{"“_',??""’ N | You currently have no pending work. J
Edit Begorts 9 The Company News section has contact
Item Description Action

e

Heip for Concur Cxpi

® Lexaan Conforenc information for CROSSMARK Web Expense
Experse Report
Company Links Report Totak 716.60 USD person nel.
Avoid ID Thett Purpose;
Wb Last Updated: 4/3/2008 B:22:15 AM |
Coroeate Mastertard - Onfine Arcount Manaosmant Status: Processed - Concur System

Q The My Work section displays expense
reports for you to review or approve. The
Expense Reporting Department -
Sharon Stane, Corp Credit Card 469-814-1275 My Updates section shows the status on
Angee Van-Ess, Web Expense 469-814-1279
your expense reports.

Company News

Manyseng Phollurxa, Wb Expense 469-814-1285

Kns Ward-Gantt, Sr. Accounting Manager 469-814-1238

Receipt Fax # 1-888-228-1850
e —— 3 The My Updates shows the status
on your expense reports.

-
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CROSSMARK Web Expense: Corporate Credit Card Transactions

This is the Company Card Transactions page. Here, you see new transactions appear in Web Expense 3 to 4 days after the
transaction posts to your corporate credit card account. E-mail notification are sent when new transactions have been added in
Web Expense. Online account information is available at www.netserviceaccess.com.

Corporate credit card transactions should not be included in an expense report as out-of-pocket or cash expenses. Wait until

they appear as Unassigned Company Card Transactions. Reimbursement for out-of-pocket (cash) expenses will be included on
your paycheck.

2 Concur Expense - Microsoft Internet Explorer fl@@
"

File Edit View Favorites Tools Help . .
s View of Unassigned Company

v 3 2 & D) sear \‘}) avorites ) ).' A P i i
Q- © ¥ [B @ Psewer Jrrovies @rese @ (2~ g 3 | @ Card Transactions

Address .ejhxm:/ dal 2:8080/concur fexper late/fr s2CMainFrameset, vm/rs Default/udig/0f8 4868 19f47297a5aca4344282a/return_template/frameset: ¥ | [ Go

C ROSS M AR](Q Welcome JUDITH ] ZAFEREO 8 4 2

Concur Central > Concur E‘(EHSQ > REOT[ List > EV(QHSE List

Company Card Transacti To Add ad Unassigned Company
This page lists all available company card transactions. Narrow your list to view transactions for a specific card by selecting from the Ca rd Tra nsa Ctions to yOur
Unassigned Company Card Transactions for card list. To add a transaction to this report, select the check box for the appropriate
expense, and then click Add to Report. Click Add Other Expenses to go to the Add Expense page for the current report. expense re po rt' CheCk mark the
Hide Instructions
B box and click Add to Report.
Add to Reporq
Unassigned Company Card Transactions for card: A Ne=TgE v
s Action  Date ¥ Card Expense Type Vendor Location Amount
SOMOrAe WILLIE'S SPORTS WEST CHESTER 8
1/29/05 Credit Card Dinner C 18.52 USD
AFE OH
- 9952
Lomotate HOLIDAY INN
1/28/05  Credit Card Lodging MINNETONKA MN 105.44 USD
- 5148 EXPRESS MI

Rows found: 98

Expense Report: February Team Meeting

Date Expense Type Location Payment Type Amount

& Local intranet
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CROSSMARK Web Expense: Adding Out-of-Pocket Expenses

Out-of-Pocket Expenses occur when you use cash or a personal credit card. Because CROSSMARK company card transactions
automatically populate in CROSSMARK Web Expense, any expense you add in the web interface will be an out-of-pocket expense.

A Concur Expense - Microsoft Internet Explorer

g

Fle Edit View Favorites Tools Help [

Qo - © - [¥] B €| Pseartn Fgravones @reda & (- 12 H [ @& -

Address | @] s 2CMainF 20250868 19f4729 2a/return_template/fr v| B o
Welcome JUDITH J ZAFEREO = (&) (2]

CROSSMARK'

Concur Central

> Expense List

~
PARK- i
QL IRVING TX 45.47 USD

> Concur Expense > Report List

A Concur Expense - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Qe - © - [¥] B @) Psercn Foravories @medo &) (3~ i [ [J

/s2CMainF

Address | €] http:

Welcome JUDITH J ZAFEREO

CROSSMARK

Concur Central > Concur Expense > Report List

List Report Header Report Totals Audit Trail

[
@ -

1947297a5aca4344282a/return_template/frameset: V‘ Go

Corporate . . = o ]
O 1/28/05 Credit Card Parking Expense List for report: February Team Meeting
- 5148
Yy = This page lists all expenses created in this report. To edit or view an expense, click the expense type. Click Itemize to view or edit the
Rows:found: 97 itemized entries for the expense type.
Hide Instructions
Move Back to Unassigned Submit | Print Report
Expense Report: February Team Meeting E Report Header Information
Date Expense Type Location Payment Type Amount
O @ 1/28/05 Lodging Minnetonka, Minnesota Corporate Credit 105.444450 Report Name: February Team Meeting Approval Status: Not Filed
Card Report Date: 2/22/05 Payment Status: Not Paid
Rows found: 1
Go to Expense List | Add Other Expenses, Add Expense | Add Company Card Transactions
[} Delete Selected Rows | Allocate Selected Rows |
5 pel VD i -
Select Actions Date ¥ Ex_ nse Tvpe Business Location Name Payment Type Amount
All (click to open) Purpose
owered b (e cash (Out of
p y \.«) L] Itemize 2/15/05 Breakfast Pocket) 5.50 USD
concur’ - -
s At O @ | Itemiz 1/28/05  Lodging ﬂ:ﬂﬁi;ﬂfa Eg;ﬂ"me Credit |1 05.44 USD
©2004 Concur Technologies, ond, WA U.S.A. All rights reserved.
1.1.9 ] ™ Missing required fields: Description, City &
< | @ @ | @
& &3 Local intranet &3 Local intranet

On the same Company Card Transactions page,
click Add Other Expenses.

If you’re not on the Credit Card Transactions page, click
Expense List (at the top of the page) or Go to Expense List
(at the bottom of the page).

B
[C/

Click Add Expense.
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CROSSMARK Web Expense: Review and Approve an Expense Report (Management)

X Concur Expense - Microsoft Internet Explorer
Fie ER Vew Fevorites Toos Heb

Qus - @ [x] A @ Psewar fproone @ @ 2 4 [

IAdiress @) ameset, )

Expense Reports Item Description Action |
Create a New Expense Report approve |
Edit & View Expense Reports k an B loyes
Agt as 3 delagate Expense Report

Report Total: 130.21 USD

Halp for £ Expense Purpose:

l Last Updated: 2/22/05 2:47 PM

Requested by: JUDITH ). ZAFEREO

Comrats MastrCa [ : ;
TOBAHARL o 2ace You currenty have no updates. | If you are an Approving Manager, you can click on
— Approve Expense Reports to review and approve.

Expense Reporting Contacts
Corp Credit Card - Julie x1244
Web Expense - Angie x1279
Supervisor - Erin x1426

1. Open the report and view expense details.

— r 2. Confirm that receipts have been received.

Tt TN #3041 754 4 10 35 w66 D3 00 _Lerudl Lo v s e AT T

o _ e 3.  Look through the report and click on individual
expenses (Example: Tolls) for details and review

"”':"m""'w"“'e g S receipts by clicking View Receipts.

Exponse List Esport

Hisls insiracisans

s T G 4, If no additional changes/clarifications are
papen seis R s k. oo o needed click Approve.

Actions  Date E""‘:“ﬁ,';“_":, Business Purpose  Location Nome Payment Type Amount  Amount Approved

s found E,:IEIZWI Talls Gash (Cut of Pocket) 5,00 USD 500 VSO

5.  An email notification is sent out to the
employee when a report status changes.

t of Bao

pamered by G)
C

2004 Sorur Tachnokegier, tn
e
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CROSSMARK Web Expense: Sending a Report Back to an Employee (Management)

You can send a report back to an associate if changes or clarifications are needed for approval. Once you reject a report,
an email notification is sent out to the employee. The employee then needs to make changes and re-submit it back to you.
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CROSSMARIK

Esiponse List Cepoct beader Repoct Totals Audis Teal

Expenue Listfor raports Store Visit for smployes: KRIS L. GANTT
This page ists o1 waparses created in this report, To wdit or view an expense, clck| o, Cllck omize 1 « itemizes entries for the expense
Eype.

Hie Inserstora

ettt ot R e e Look through the report and
i S S e~ click on individual expenses
(Example: Tolls) for details and

Actlons  Osta OSSO usiness pumpose  Locatlanhoma  Payment Typs  Ameunt  Amount approvad
LT =T —— review receipts by C|ICkIng
Corplate List 2f Begorts o Aprove

View Receipts.

et (5) @ To send the report back to the
B employee for changes, click
= ; : Send Back to Employee.

©2008 Conar Tadmdisga,
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G Type an explanation for why the
report was sent back and what

should be changed. Click OK.

CROSSMARK: [ty g4

Report Approval List > Expensa List

Send Back Report: February Team Meeting To: JUDITH J. ZAFEREO

Add commants to this raport to let the amployee know why you asked them to resubmit the report. Once you click OK, the raport will be

ratumed to the employee for resubmittal.
fids Ingteuctions

Comment:  ~ [Can you make sure to explain more detail of sach
€7 Thanks! - -Inf
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