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Travel and Expense Control System User’s Guide

Access to the Travel and Expense Control System

1) The system is a web-based application and can be accessed via any web browser that has Coaster’s
Intranet connection.

2) The web-site address of the system is: http://web.coaster/ExpenseControl/Default.aspx.

3) The user can type the web-site address in the web browser’s address box and click the “Go” button.
For convenience, the user can save the address in the “Favorites” folder.

4) If the user successfully accesses the system, the following login page will appear.

a Expense Control Login Page - Microsoft Internet Explorer - |ﬁ' |1|
File Edit Wiew Favorites Tools  Help | -:f
@Back - O - \ﬂ @ ;h /:_) Search ‘i‘\'{‘Favorites eMedia @| [ij':v .,;_. _J .ﬁ
Address I http:ffweb, coaster/ExpenseContral/Default, aspx j Go | Links **
=
CORSTER, Coaster Co. of America - Expense Control System
NE FLENTTURE
User Login Page - Please log in
User ID | |
Password | |
Login | Reset |
=
[&] pone ’_’_|_|° Internet
ﬂj'startl J &y @ F-) J @PRUserGuideRevisedl.d... I @UserGuide.doc- Microsof ... “@ Expense Control Logi... |$ %)9,. E'{u 11 AM



http://web.coaster/PurchaseOrder/Login.aspx

Log into the System
1) Before using the system, all users must log into the system.
2) The User ID and Password will be assigned and provided by the Accounting department.

3) If the user has the valid user ID and password, he or she can type the ID number and password in
the User ID and Password boxes and click the Login button.

a Expense Control Login Page - Microsoft Internet Explorer

File Edit VWiew Fawvorites Tools Help

eBack - O - @ @ {h pSearch *Favorites eMedia @| 8' % |_‘J .'3

Address I http:ffweb, coaster/ExpenseControl/Def aulk, aspx

Rl |Links =
|

CORSTER. Coaster Co. of America - Expense Control System

FINE FLURENITURE

User Login Page - Please log in

Tlzer I |1133? ;\
= | sssssee
asswor | Type the user ID and

Login Rese
Lopo] [Reset password here

Click the Login button

4) If the user successfully logs into the system, the name of the user will be displayed in the title bar
as below.

i Expense Control Home Page - Microsoft Internet Explorer -2 x|

File Edit Yiew Favorites Tools Help
eBack - O - @ @ ih | )t) Search *Favorites QMedia @‘ EBv ,l—\f, [_J ,4‘3

Address l@ http:/jweb.coaster/ExpenseControlfdefault. aspx

3 Go |Links 2%

CORSTER. Coaster Co. of America - Expense Control System

FINE FURNITURE

Home User Travel Request Expense Form Budget Title Administration

Expense Control Home Page - Login as Gilbert T o {(glo@coasteramer.com)

Nelcome to the Travel and Expense.Control Ceniei )
The user’s name is

now displayed here

Thursday, August 24, 2006+ X

This web site is for the use of Coaster's employees only




Submit a Travel Authorization Request

1) Open a new travel request form

a) Point to the Travel Request menu in the menu bar.

b) Select and click New Travel Request in the dropdown menu.

3 Expense Control Home Page - Microsoft Internet Explorer ===l

File Edit VWiew Fawvorites Tools Help | ;#'
@Back - e - @ @ (h pSearch *Favorites QMedia ®| 8' & D .'3

Address @http:.l’,fweb.coaster,l’ExpenseControI,l’DeFauIt.aspx j Go |Links >

|
CORSTER, Coaster Co. of America - Expense Control System
Home User Travel Request Expense Form Budget Title Administration|

= T N Travel Request : Select and click New

xpense Contr » Page - g AvE TEques in 3T . COII) Loguur

xpense Control Home Page - Log TAINET. COoI} g Travel Request from the
Welcome to the Travel 2 ol Center dropdown menu

c) Then a new travel request form will be displayed as below.

151
File Edit VWiew Fawvorites Tools Help | ;”'
eBack - O - @ @ (h pSearch *Favorites OMedia ®| 8' & D Q'J .'3
Address @http:.f.l’web.c0aster,l’ExpenseControl,l’NewTraveIRequest.aspx j Go |Links >

CORSTER, Coaster Co. of America - Travel Authorization Request

FINE FUENITURE

Home User Travel Request Expense Form Budget Title Administration
New Travel Request - Login as Gilbert Lo (glo@ coasteramer.com) Logout
Eequester |Gi|her1 Lo-HQ | Destination™ | |
Budget For* I j I j Budget Title I MNoBudgetTitle

Purpose of Tnp*

<1 1}

From (&irport) | | To(hipor) |
Departure Date™ I:I Departure Time™® |
Eeturn Date™ I:I Eeturn Time™® |
Day(s) of Trip™ I:I i Type of Travel® |--F‘Iease Select-- j i




2) Fill out the information in the travel request form

a) The fields marked with an asterisk are the required fields. Input all the related information

accordingly.
J MewTravelRequest - Microsoft Internet Explorer =1l
File Edit VWiew Fawvorites Tools Help | ?
@Back - o - D @ \/_h pSearch i\n?Favorites &Media ®| @v % LJ (v ] .:ﬁ
Address @ httpffweb, coaster/ExpenseControl/NewTravelRequest, aspx j Go | Links **

; — Input all the related
COH§J§TﬁQ Coaster Co. of America - Travel Authorization Request || information accordingly.

The fields marked with an
asterisk are the required
fields.

Logout

|Gi|her1 Lo-HQ | Destination™ |FIOrida Branch |
|FL 4| |Wareh0use 4| Budget Title |NOEludgetTitIe |
TWL *Go Liwve* Training =]
[ | To (Airport) [FLL |
09-15-2006 Departure Time*  [B:00AM |
09-25-2006 Return Time*  [G:00PM Pl
Diayis) of Tnp | Tvpe of Travel® I--F'Iease Select-- j i
Route Reference =]
(If Any) e
J MewTravelRequest - Microsoft Internet Explorer =1l
File Edit VWiew Fawvorites Tools Help | ?
@ Back - o - D @ \/_h p Search i\n? Favotites & Media @ | @ - % LJ (v ] .:ﬁ
Address @ httpffweb, coaster/ExpenseControl/NewTravelRequest, aspx j Go | Links **

CORSTER, Coaster Co. of America - Travel Authorization Request

FINE FUENITURE

Home User Travel Request Expense Form Budget Title Administration

New Travel Request - Login as Gilbert Lo (glo@ coasteramer.com) Logout
Eequester Gilbert Lo - HQ Destination™ Florida Branch . .
EBudget For* ||FL 4| |Wareh0use |j Budget Title ||NOEludgetTitIe j| Click the calculator I_Con
Purpose of Trip* [T0L +6o Liver Training = | and the Day(s) of Trip

-1 | will be automatically
From (Airport)  [LAX | To(aipory  [FUL _—7/) calculated. Then select
Departure Date* Departure Time™* _|g.004m— /1| the Type of Travel from
Return Date* Ter  [BO0PM | | the dropdown list -
Dayis) of Tnp* ] Tvpe of Travel® IDomestichegular j
Route Reference =]
(If Any) =




b) Provide the travel instruction and preference accordingly.

A NewTravelRequest - Microsoft Internet Explorer |8 x|
File Edt ‘iew Favortes Tools  Help a’
0. Dseats Srovies @rete @) e L[
@Back O D @ \.’_h pSearch NFavontes Q‘Medla @‘ @ = .'ﬁ
Aiddress I@http:,l',l'web.coaster,l'ExpenseControl,l'NewTravelRequest.aspx j Go | Links *
Instruction and Preference B

These two fields will

' become required fields

while Lodging and
Car Rental Requested
are selected to “Yes”
respectively

Air Ticket Requested ® Yes ' No

Lodging Requested @ Tes ' No No.of Night(s)
Car Rental Requested | & Ves ' No No.of Day(s)
Advance Requested & Yes ' No Pay Option |Mai| vl
Preference / A
Membership / Note

(IF Any) 1 z

This field is optional and the user’s own travel
preference can be preset in the system. The function
will be introduced in the Setup User Travel Preference
section




c) For the budget item(s), the system will automatically generate the “Per Diem” line for the user.
If the user selects the Advanced Requested to “Yes” in the Instruction and Preference section,
the system will also generate the “Cash Advance” line for the “Per Diem” automatically.

J MewTravelRequest - Microsoft Internet Explorer =1l

File Edit View Favorites Tools Help | #

Qs - © - ] (2] ] semn Joromn @ @ (- L3 B

Address @http:,f,fweb.coaster,l’ExpenseControl,l’NewTraveIRequest.aspx j Go | Links *
[Budget Input :|A
Budget Ttem Tvpe |--F'Iease Select-- jM Amount l:l

—Flease Select--
Eeference | | Add | Cancell

PerDiem Reimbursable $35 = 8 Day(s) - TR0 ﬂi Belatel These two I|nes are
o generated by the
system automatically
Cashédvance Advanced  PerDiem Adwvance (80.00 %) F224.00 ﬂl Delete |

Refresh Budget |
Total Budget $250.00

Advanced Amount |5224 00
Prepaid Amount

d) Then the user needs to input the other budget item(s) manually, if any. The following shows
how to input a budget item line.

J MewTravelRequest - Microsoft Internet Explorer =1l
File Edit View Favorites Tools Help | #
R =
Address I@ htkp:ffweb, coaster/ExpenseControlMewTravelRequest. aspx j Go | Links **
[Budget Input 2]

Budget Ttern | Aifare we [ MonReimbursable

Eeference | A Alrway,

!l@ Amount

e

“ Select the Budget Item and
5) $280.00  Edit ‘

Type, and input the Amount
accordingly

ance (80.00 %) $224.00 Edt|  Delete | ||

General Budget Itemis)

Per

I
If there is any reference
for the Budget Item,
o INput the information in
the Reference field




e) For how to choose a correct budget type, click the Ref hyperlink and a pop-up window will
show the explanation for all budget types.

J MewTravelRequest - Microsoft Internet Explorer _iEx
File Edit VWiew Fawvorites Tools Help | ?

Q- Q- KB

pSearch *Favorites wMedia ®| Bv % |_J .'ﬁ

[Budget Input

Address @ http:jfweb. coaster/ExpenseControlfNewTravelRequest, aspx

Rl |Links =

Budget Ttem | Airfare

j Tvpe |N0nReimhursahIe jReg Amount

Eeference | LA, Arway

General Budget Item(s)

Add | Cancell

|

PerDiem Reimbursable  $35 x 8 Day(s) £220.00  Edit | Delete |
Advanced Ttemis)
Cashé dvance Advanced  PerDiem Adwvance (80.00 %) 22400 Edit | Delete |

a Reference for Budget Type - Microsoft Internet Explore

A.I
REFERENCE FOR BUDGET TYPE

Advanced ‘The advanced cash for the busimess trip.

Credit Card The budget tem that 15 paid by the
cotnpany credit card.

Prepaid The budget itetn that iz prepaid by the

employee and will be paid back to the
employee before the tnp.

Mon-Eeimbursable

The budget item that is paid by the
comnpany directly and wall not be patd
back to the employee.

Fetmnbursable

The budget item that is paid by the
emplovee and will be paid back to the
employee after the trip.

=101

Click the Ref hyperlink
and a pop-up window
will show up




f) If everything is correct, click the Add button to add the budget item line.

J MewTravelRequest - Microsoft Internet Explorer

== x|
File Edit VWiew Fawvorites Tools Help

| &
eBack - e - @ @ @|pSearch *Favorites eMedia ®| @v & D 4a

Address I@ hittpf fweb, coaster/ExpenseCaontrol/NewTravelRequest, aspx

B> ERN
Al

Budget Ttem |Airfare | TypelNonReimhursahle jM Amount |547.20

Reference |UA Airway | Add | Cancel

General Budget Itemis)

Click the Add
PerDiem Reimbursable  $35 x 8 Day(s) 5280.00  Edit|  Delete | \ button and the
Advanced Ttemis) bUdget |tem Ilne
will be added to
the budget list

Cashé dvance Advanced  PerDiem Adwvance (80.00 %) F224.00 Editl Delete |

a NewTravelRequest - Microsoft Internet Explorer

==l
File Edit VWiew Fawvorites Tools Help

| &
eBack - e - @ @ @|pSearch *Favorites eMedia ®| @v & D 4a

Address @ http:/fweb, coaster/ExpenseControl/NewTravellequest. aspx

] Eeo |unks »

4
Budget Ttem |-—F'Iease Select-- x| Type |--F'Iease Select-- jM Armount l:l

Reference | | ﬂl Ml

General Budget Itemis) Now the new bUdQEt

item line is added to the

PerDiem Reimbursable £35 = 8 Day(s) 2RO ﬂl Delete ||St

Airfare MNenFEeimbursable  TTA Awway $547.20 ﬂl Delete

Advanced Item(s)

Cashd dvance Advanced  PerDiem Adwvance (80.00 %) F224.00 ﬂl Delete |

10



g) Continue to do the same procedure until all the related budget item(s) are added to the budget
list. If there is any change for the budget items in the list, click the Edit button to show the item
details in the input boxes and then click the Update button again after the change is finished.

J MewTravelRequest - Microsoft Internet Explorer

== x|
File Edit VWiew Fawvorites Tools Help

@Back - O - D @ \/_h|pSearch *Favorites QMedia ®| Bv % |_J .'ﬁ

Address I@ http/fweb, coaster/ExpenseControl/NewTravelRequest, aspx

] Beo |unks »

[
,B-uﬂmrl()arl?ental =l Type |Reimhursah|e jM Armount [420.00 >
M £
General Budget Itemis)
Click the Edit button
PerDiem  Reimbursabls  $35 2 8 Day(s) $280.00 Edit e and the item details
Airfare NonReimbursable UA Airway $547.20 Edj Delste will show back in the
CaRental [Reimbursable | _ __ [s0003l] O |G TTRVORGS
Lodging MonE eimbursable Pleas.e bool the hotel that close to the FL £560.00 Edit ml

a NewTravelRequest - Microsoft Internet Explorer

==l
File Edit VWiew Fawvorites Tools Help

L

@Back - O - D @ (b pSearch *Favorites AP vedis @| Bv .l_;, |_J 23

Address @http:ﬁweb.coaster;ExpenseControlxNewTravelRequest.aspx | Go |Links »
B
Budget Ttem |CarRentaI =

Type |Reimbursable =|Ref  Amount 420.00

Eeference |Enterprise Prefarred| | Update Cancell

General Budget Itemis)

n] Modify any information
PerDiem Eeimbursable $35 =z 8 Day(s) $280.00 Edit Delete as needed and CIle the
Airfare MonEeimbursable TTA Atrway £547.20 Edit Delete Update button
Lodging NonFE.eimbursable Pleas; book the hotel that close to the FL $560.00 ﬂl Delete |
warehouse

J MewTravelRequest - Microsoft Internet Explorer _iEx
File Edit VWiew Fawvorites Tools Help

&

@Back - O - D @ \/_h pSearch *Favorites QMedia ®| Bv % |_J .'ﬁ

Address @http:.f.l’web.c0aster,l’ExpenseControl,l’NewTraveIRequest.aspx j Go |Links >
B

Budget Ttem |-—F'Iease Select-- x| Type |--F'Iease Select-- jM Armount l:l
Eeference | | Add | Cancell

The revised budget item
now shows in the list
again

PerDiem Eeimbursable $35 x 8 Day(s)

Delete
Airfare MonEeimbursable T4 Awrway

£547.20 Edit Delete

CarFental Eeimbursable Enterprise Preferred

$420.00 Editl Delete
Lodging NonF.eimbursable Please book the hotel that close to the FL $560.00 Edit Delete

warehouse

11



h) When the inputs of budget items are completed, the Total Budget, Advanced and Prepaid
Amount will show in the relative fields.

J MewTravelRequest - Microsoft Internet Explorer =1l

File Edit View Favorites Tools Help | @'

@Back - e e @ @ é pSearch NFavontes eMedla ®| 8' (=] D .'3

Address @ httpffweb, coaster/ExpenseControl/NewTravelRequest, aspx j Go | Links **
[Budget Input [

Budget Ttem |-—F'Iease Select-- x| Type |--F'Iease Select-- jM Armount l:l

Eeference | | Add | Cancell

General Budget Itemis)
The Total Budget,
Advanced and
PerDiemn  Reimbursable $35 x 8 Day(s) £280.00 Edit Delete Prepaid Amount will
Airfare MonEeimbursable T4 Awrway £547.20 Edit Delete
_ _ _ show here
CarFental Eeimbursable Enterprise Preferred £420.00 Edit Delete
Lodging NonF.eimbursable Please book the hotel that close to the FL $560.00 Edit Delete
warehouse
Advanced Ttemis)
Cash& dvance Advanced  PerDiem Adwvance (80.00 %) §224.00 Editl Delate |
Total Budget
Advanced Amo
Prepaid Amount

12



1) The next step is to select the relative approval manger and/or VP.

Manager / VP
Approved By

—Please Select- x|
* Julie Liebana =
- Larry Furiani
T Lisa Kan
. Marcos Gomez
Notfy (If Any) Mark Strobel Add
Notifiy List Matthew Chen

Melson Yao

Select the approval
manager / VP from the
dropdown list and click
the Add button

TN v Goldsmith
EFemarks Tony Ramacciatti =
- | -~ 1
@Done

|

E)‘Startl J &, @' g J @PRUserGuideRevisedl.d... | @UserGuide.doc-Microsof...“@ NewTravelRequest - ...

’_ l_ ’_ | mternet

|52 B VXD 1006 am

J) Now, the manager’s name is added to the approval list. Continue to do the same procedure
until all the approval personnel is added to the list.

Manager / VP
Approved By*

IWesIey Jacobsen l |

“Wesley Jacobsen

Annlntn I

Now, the manager’s

e — name is added to the list

Hotify (If Any) [Please Select- = A |
Notlfy List ‘
Remarks =]
NV =
@ Dane ’_ l_ ’_ | mternet -
E)‘Startl J & @' g J @PRUserGuideRevisedl.d... | @UserGuide.doc-Microsof...“@ MNewTravelRequest - ... |’ %)Q, B EKE 10:07 &M

Cyruz Chu Dielete /

“Wesley Jacobsen Delete \

Continue to do the same

procedure until all the

approval personnel is

I added to the list

-

Motifyy (If Any) I--F'Iease Select-- 'l Add |
M otify Last
Remarks =]
Reset | Subrmit |
@Done

E)‘Startl J &, @' g J @PRUserGuideRevisedl.d... | @UserGuide.doc-Microsof...“@ NewTravelRequest - ...

’_ l_ ’_ | mternet

13

|52 B VXD 1007 am



k) If there is any notify party, do the same procedure as selecting an approval manager / VP as
mentioned above.

L ]
Approval
Manager / VP ICyrus Chu -] Add |

Approved By* TWesley Jacobzen Delete
Cyrus Chu Delete |
Select the notify person
Motify (If Any) MNeleon Yao ] Adiet from the dropdown list
Notify List Marcela Araya 4] and click the Add button
Wlarcos Gomez
EETETEI Mark Strabel _
tlatthew Chen 1
LS Michasl Weltz & =
‘Melson Yao
Marma Buhain -
Pablo Guevara :
Paul Caldarola Reset | Subrmit | =
Reyna Hernandez —
€] pore Rasalind Aragon - [T [ [4 mtemet
- L e e B T S = 1 ir= LI p———— e —

L —
Approval
Manager / VP ICyrus Chu 'l Add |

Approved By* Wesley Jacobzen Delete
Cyruz Chu Delete |

Now, the name is added
to the notify list

Motifyy (If Any)

INelson Y ao 'l Add

M otify Last Melson Tao Elete i
Remarks =]
Feset | Submit | —
@ Done ’_ l_ ’_ |4 Internet
E)‘Startl J & @' 5 J @PRUserGuideRevisedl.d... | @UserGuide.doc-Microsof...“@ MNewTravelRequest - ... |g %)Q, - E{{u 10:08 AM

I) The Remarks field is optional, input the information in the field if any; otherwise, leaves it

blank.

Apprm-'al I

Idanager / VP IC rus Chu 'I Add | I . . .

Approved By* E—— B The Remarks field is optional,

Cyrus Chu Delete input the information in the

TR field if any: otherwise. leaves

Totify (If Any) INeIson ao 'I Add | - bl k y’ '

ITotify List Nelson Tao Delste | It blan

=

Femarks /' =l

Reset | Submit | i—

[&] Done [ [ ternet —
wstartl J 2 J ] PRUserGuideRevisedl . d... I @UserGuide.dUc-MicrUsUF...“@ NewTravelRequest - ... |B Th@ B VT O 1mos am

14



3) Submit the travel request form

a) Click the Submit button to submit the travel request.

|
Approval
Manager / VP [yrus chu -] Add |
Approved By* Wesley Jacobzen Delete

C Ch Delet R j
_| Click the Submit button to

submit the travel request

Notify (If Any) [Nelson Yao <] add | q
Notify List Melson Yao Delete | I

Eemarks 2/

Reset | Subrmit |
@Done

-

’_ l_ ’_ |4 Internet

E)‘Startl J &, @' 5 J @PRUserGuideRevisedl.d... | @UserGuide.doc-Microsof...“@ NewTravelRequest - ...

| 25,2 B Ve, KO 1008 am

b) If the request form is successfully submitted, a message box will show the confirmation with a

TA No. In addition, an email will be automatically sent to all related personnel.

3 NewTravelRequest - Microsoft Internet Explorer

_iEx|
File Edit Wiew Fawvorites Tools  Help | @'

eBack - e e @ @ \{h pSearch *Favorites eMedia ®| @v & D .'3

Address @http:.f.l’web.c0aster,l’ExpenseControl,l’NewTraveIRequest.aspx j Go |Links >

CORSTER. Coaster Co. of America - Travel Authorization | A message box will show

— the confirmation with a
TA No.

Travel Request Expense Form Budget Title

New Travel Request - Login as Gilbert Lo (glo@ coasteramer.com)

Eequester |Gi|her1 Lo-HQ | Destination™ | |
Budget For* I j I j Budget Title I MNoBudgetTitle j

Purpose of Tnp* A
Microsoft Internet Explorer x|
From (Airport) |

Dep e Date* I:I E ' : - The new travel request has been submitted and the Ta Mo, is 1100006,
RewmDate* [ |E
Day(s)of Tip* [ |H

|
Eoute I\{eference | ;! ‘

15




Search a Travel Request

1) All users can search their travel request submission and check the status in a report. Point to the
Travel Request in the menu bar and select My Travel Requests from the dropdown menu.

B Erperse ConiroHome Page-Mirostt e Epres s
File Edit View Favorites Tools Help J ',,.
@Back - O - @ @ ih | ;)Search *Favorites QMedia @‘ Bv .l_; LJ 4’3
Address I@J http:{jweb.coaster/ExpenseControl/Default. aspx j Go |Links 2
T

CORSTER. Coaster Co. of America - Expense Control System

FINE FURNITURE

Home User TravalRaqmt Expense Form Budget Title Administration

Expense Control Home Page - Lo -j_:teramer.com)

A : Select My Travel Requests
¥elcome to.the Travel & : from the dropdown menu

it

onday, Augus-t 28, 2006,

2) The report is now displayed and shows the status of each travel request. Click the TA No.
hyperlink to show the related travel request.

 MyTravelRequest - Microsoft Internet Explorer ===l
File Edit VWiew Fawvorites Tools Help | ;”'
eBack - O - @ @ (h pSearch *Favorites OMedia ®| 8' & D .'3
Address @ httpffweb, coaster/ExpenseControl{My TravelRequest, aspx j Go | Links **

. =

O Click t.he TA No. bf America - Travel Authorization Request
hyperlink to show .
H: the PR el Request Expense Form Budget Title 4 The report ShOWS

the status of each
travel request

My Travel Requests - Login as Gilbert Lo (glo(@coasteramer.com)

‘RequestedProv/ Ta |84"284"2@B/ | Refreshl |

BT24/2006 Florida Branch ~ 9/18/2006  9/25/2006  §1,807.20
8/18/2006 SF Branch 21772006 2r18/2006  $494.60

16



Approve a Travel Request

1) After the requester submits the travel request, the related approval manager(s) / VP(s) will receive
a notification that requested for approval via email.

2) In order to approve the travel request, all the approval managers / VPs must use their own login to
log into the system.

3) The approval manager / VP can check the pending travel requests by a report. To show the
approval report, point to the Travel Request menu in the menu bar and then select and click My
Travel Approvals in the dropdown menu.

B expense Control Home Page - Microsoft et bvplorer (81|
File Edit ‘iew Favorites Tools Help | 4'
@Back - O e @ @ :h | ):) Search *Favorites eMedia @ Bv k‘} LJ fﬁ

Address I@ http:{/web.coaster/ExpenseControl/Default. aspx j Go |Linl¢s 2z
5

CORSTER. Coaster Co. of America - Expense Control System

FINE FURNITURE

Travel Rﬁqunct Expense Form Budget Title

Select and click the

Expense Control Home Page - Lo 77-7.-acobsen@coasteramer.com) ] My Travel Appr0V3|S
menu from the

Welcome to the Travel & -ui. Center dropdown menu

am—

4) Then the report will be displayed as below.

a MyTravelApproval - Microsoft Internet Explorer - |ﬁ' |1|
File Edit View Favorites Tools Help | #
Qe - © - 11 (B (b P Firowin @ B 3 1n L) B

Address @ http:ffweb, coaster/ExpenseControl /My Travelapproval aspsx j Go | Links **

=

CORSTER. Coaster Co. of America - Travel Authorization Request

FINE FUENITURE

Home User Travel Request Expense Form Budget Title Administration

My Travel Approvals - Login as Wesley Jacobsen (wjacobsen(@coasteramer.com) Logout

“ & Pending " Approved " Rejected Al

1100006 Requested GibertLo  8/24/2006 Florida Branch  9/18/2006  9/25/2006 §1,807.20

17



5) All the travel requests in the report are pending for approval and the approval manager / VP can
select one of them to approve at a time by clicking the TA No. hyperlink.

is1x
File Edit VWiew Fawvorites Tools Help | ?
@Back - o - D @ \/_h pSearch *Favorites &Media ®| Bv % |_J ."3
Address @http:,f.fweb.coaster,I’ExpenseControl,l’MyTraveIApproval.aspx j Go |Links >
=
CORSTER. Coaster Co. of America - Travel Authorization Request
Home User Travel Request Expense Form Budget Title AdnT '_ ;
Click the TA No. hyperlink
My Travel Approvals - Login as Wesley Jacobsen (wjacobseni@coasteramer.com)
= | to show the travel request
© Approved " Rejected A I
1
llOOmPloﬁdaBrmch 9/18/2006  9/25/2006 §1,807.20
6) Once the hyperlink is clicked, the travel request will be displayed as below and there is a label
showing that whether the request form has been fully approved or not.
23 view/EditTravelRequest - Microsoft Internet Explorer ===l
File Edit VWiew Fawvorites Tools Help | ?
@Back - o - @ @ \/_h pSearch i\n?Favorites QMedia @| @- % |_J ."3
Address @http:.l’,fweb.coaster,l’ExpenseControl,l’EditTraveIRequest.aspx?taN0=1100006 j Go |Links >

CORSTER. Coaster Co. of America - Travel Authorization Request

FINE FLUENITURE

Home User Travel Request Expense Form Budget Title Administration The Iabel W| " ShOW
View / Edit Travel Request - Login as Wesley Jacobsen (wjacobsen(@coasteramer.com) Logout the approval status
Ti4 No. 1100006 | (G0 | Reset| Show Form  CNOT APPROVED
Requested Date  [8/24/2006 10.03:24 AM | T4 Status [Requested =] Hald | Cancel |
Eequester |Gi|her1 Lo-HQ | Destination |FIOr|da Branch |
Budget For IFL jlWarehouse j Budget Title INoEludgetTnIe j
Purpose of Tnp |TWL "Go Liwve™ Training =]
From (Airport)  |LAX To (Airport)  |FLL |
Departure Date m_l Departure Time |8:DDAM |
Return Date m_l Eeturn Time |E:DDF'M |
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7) The approval manager / VP can scroll down the screen and check the details. If everything is

correct, the approval manager / VP can click the Approve button in the Approval section to
approve the travel request.

a Yiew /EditTravelRequest - Microsoft Internet Explorer - |ﬁ' |1|
File Edit VWiew Fawvorites Tools Help | #
@ Back - O - D @ <h p Search i\n? Favotites Q Media @ | B - % |_J .'ﬁ
Address @ http: jfweb, coaster/ExpenseControl/Edit TravelRequest, aspx?talo=1100006 j Go | Links **
T T T B ;I
Ticket Information fl
Lodging Requested | & Ves C No Mo of Might(s)
Lodging Information fl
Car Rental Requested | & Yes Mo No.of Day(s) Click the Approve
Car Eental Information =l o bUtton to approve
z the travel request
Preference / =]
Membership / Maote /
(If Any) 2
Manager / VP I--F'Iease Select-- vl Add | A rele Reject | Re-Approval Requestl
Approved By
Cyruz Chu Pending Delete
Wesley Jacobsen Pending Delete
8) Once the Approve button is clicked, the confirmation box will be displayed.
a Yiew /EditTravelRequest - Microsoft Internet Explorer - |ﬁ' |1|
File Edit Wiew Fawvorites Tools  Help | #
@ Back - O - D @ \/_h p Search i\n? Favotites Q Media @ | B - % |_J .'ﬁ
Address @ http: jfweb, coaster/ExpenseControl/Edit TravelRequest, aspx?talo=1100006 j Go | Links **

COH§J§Tﬁ Coaster Co. of America - Travel Authorization Requs Tlhe confirmation box will

e confirm the approval

Travel Request Expense Form Budget Title

View / Edit Travel Request - Login as Wesley Jacobsen (wjacobsen(@coasteramer.com) Logout

T/iA Mo, Gol Resetl
Eequested Date | | T4 Status Requested Hald | Cancell

Requester | | Destination | / |

BudgetFor  [AT HllAccomns ﬂ

Purpose of Trip

' : - You have successfully approved this Travel Request, o
L

From (Airport) | |

DeparteDae [ | .

Eeturn Date I:I '| Eeturn Time |
1 i

ok

1
[y
O

¥



9) If the approval manager/VP needs to check back the details of the approved travel request(s), he or
she can use the My Travel Approvals report again.

10) Once the report shows up, click the Approved radio button and all approved travel request(s) will

be displayed in a report. If the approval manager/VVP needs to read the details of the approved
travel request, click the TA No. hyperlink.

J MyTravelfpproval - Microsoft Internet Explorer ===l
File Edit VWiew Fawvorites Tools Help | -:f
@Back - O - u @ ;h /:_) Search *Favorites QMedia @| [f':‘v .,;_. _J .ﬁ
Address I@ http:ffweb, coaster/ExpenseControl /My Travelapproval aspsx A” the rela‘ted travel nks **
_ — request(s) that had been B
COﬂgj’gﬁ Coaster Co. of America - Travel Authorization Req| approved by the
Home User CIICk the Approved Adminig manager/VP aré now
rad displayed in the report
| " Pending & Aproved " Rejected Al
1
1 Requested Gl Click the hyperlink to show o6  @/25:2006 $1,807.20
1100005 Apprs G the approved travel request 06 2f18/2006 $494.60
1100004 Approwed CY 06 B2006  §I67.20

1100005 Processed S}cx)ﬂucuwu (A3 S ot R g LA U R 13 s g o o M0 1) 8472006 $2,21235

11) The approved travel request is now displayed and indicates the approved date and time.

a Yiew /EditTravelRequest - Microsoft Internet Explorer - |ﬁ' |1|
File Edit VWiew Fawvorites Tools Help | -4’
@ Back - O - u @ Lh /:_) Search ‘i‘\'{‘ Favatites Q Media @ | [/j': - :_\; _J .ﬁ
Address I@ http: jfweb, coaster/ExpenseControl/Edit TravelRequest, aspx?talo=1100006 j Go | Links **
T T T Ea d
Ticket Information fl
Lodging Requested | & Ves C No Mo of Might(s) The approved date and
_ _ H )
Lodging Tnformation . time are showed here
Car Eental Eequested | & Ves C No Mo of Day(s) /
Car Eental Information é
Preference =]
Membership / Maote
(If Any) Z
Approval
Manager / VP I--F'Iease Select-- vl Add | Approvel Reject | }Approval Requestl
Approved By
Cyruz Chu Pending Delete
Wesley Jacobsen Approved  8/25/2006 11:12:30 AN Delete
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Setup User Travel Preference

1) Each user may setup his or her travel preference by using the User Travel Preference page. To
show the page, point to User and select User Travel Preference from the dropdown menu.

/2 Expense Control Home Page - Microsoft Internet Explorer =181

File Edit View Favorites Tools Help | oa.
@Back - @ e B @ 1Q|pSearch *Favorites aMedia @‘ 8- Q} D Aﬁ
Address Ié] http:/fweb.coaster/ExpenseControl/Default.aspx __'_I Go ILinks 2

CORSTER. Coaster Co. of America - Expense Control System

FINE FURNITURE

Home | User Travel Request Expense Form Budget Title Adminig

— | Select User Travel
Expense Control == -; Gilbert Lo (glo(@coasteramer.com) Preference to show the

travel preference page

Welcome tof—

i

[Monday, August 28, 2006,

2) The User Travel Preference page is now displayed as below.

2} TravelPreference - Microsoft Internet Explorer _[Ex

File Edit VWiew Fawvorites Tools Help | .#'

eBack - @ - @ @ K{h pSearch *Favorites eMedia ®| @v & D 43

Address @http:.l’,fweb.coaster,l’ExpenseControl,l’TraveIPreFerence.aspx j Go |Links >
=

CORSTER. Coaster Co. of America - Expense Control System

FINE FUENITURE

Home User Travel Request Expense Form Budget Title Administration
Travel Preference - Login as Gilbert Lo (glo(@coasteramer.com) Logout
Travel Preference / =]

Iembership mumber

Refreshl Update |
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3) Type the information for the travel preference as needed and then click the Update button to save
the information.

2} TravelPreference - Microsoft Internet Explorer

== x|
File Edit VWiew Fawvorites Tools Help

| A
eBack - e - @ @ \{h pSearch *Favorites aMedia @| 8' & D .'3

Address @ httpffweb, coaster/ExpenseControli TravelPreference  aspx

Rl |Links =

; ; ]
: Type the information
COH%Igﬁz Coaster Co. of America - Expense (}a as needed.

Travel Request

Expense Form Budget Title Administration

Travel Preference - Login as Gilbert Lo (glo(@coasteramer.com)

Logout

Travel Preference / Uindow seat [preferred K =] Click the Update
Membership munber  |Non-smoking room only button to Save the

information

4
Refreshl Update

4) A confirmation box will be displayed to confirm the update.

a TravelPreference - Microsoft Internet Explorer

==l
File Edit Wiew Fawvorites Tools  Help

| &
eBack - e - @ @ \{h pSearch *Favorites eMedia ®| @v & D .'3

Address @ httpffweb, coaster/ExpenseControli TravelPreference  aspx

| Go |Links »

1=

corqg;rgﬁt Coaster Co. of America - Expense Control System A confirmation box
will be displayed to
confirm the update

Travel Request Expense Form Budget Title

Travel Preference - Login as Gilbert Lo (glo(@coasteramer.com)

Travel Preference / Tindow seat |

Membership number | Non-swoking | Microsoft Internet Explorer ﬂ

' : - The travel preference has been updated.

22



5) After the travel preference is inputted and updated, the information will show in every new travel

request for

m.

a NewTravelRequest - Microsoft Internet Explorer

File  Edit

Wiews Favorites  Tools  Help

Q- Q- KA G

pSearch *Favorites aMedia @| Bv % |_J \fi _'ﬁ

Address @ http:jfweb. coaster/ExpenseControlfNewTravelRequest, aspx

New Travel Request - Login as Gilbert Lo (glo@coasteramer.com)

Rl |Links =

Logout

Eequester
Budget For*
Purpose of Trip™®

From (Airport)

Departure Date™
Return Date™
Dayis) of Tnp*

Eoute Eeference

(If Any)

| NoBudgetTitle |

|Gi|her1 Lo-HQ | Destination™ |
| =l |  Budget Tite
| | To (Airport)

—
L )=
R

Departure Tine*
]

Eeturn Time*

[~Pleasd

Tvpe of Travel®

After the travel preference is
inputted and updated, the
information will show in
every new travel request form

7

-

7

[nstruction and Preference

Air Ticket Requested |  Tes & Mo

Lodging Requested | € Yes & o No. of MNight(s)

Car Eental Eequested |  Tes & o Mo of Day(s)

Advance Requested | © Yes & No Pay Option lMaiI—;,

Preference / Window seat preferred

-
Membership / Maote Non-smoking room only /
(If Any) =

23
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Submit an Expense Report

1) Open a new expense report form
d) Point to the Expense Form menu in the menu bar.

e) Select and click New Expense Report in the dropdown menu.

=151
File Edit View Favorites Tools Help | 'a.
eﬂack - @ e B @ 1‘{b|pSearch *Favor‘tzs eMedia @| 8- z\ﬂ D .‘3

Addressl@http:,ffweb.coasterIExpenseControI!DeFauIt.aspx EI Go |Links 2=

CORSTER. Coaster Co. of America - Expense Control System

FINE FURNITURE

Home Travel Request | ExpenseFomn BudgetTile  Administration Select and click New

Expense Control Home Page - Login as Gilbert Lo (g,N = : - Luguui Expense RepOl’t
“ from the dropdown

Welcome to the Travel and Expense

| akm—

f) Then a new expense report form will be displayed as below.

a NewExpenseReport - Microsoft Internet Explorer _ Iﬁl |1|
File Edit View Favorites Tools Help | .#

eBack - @ - @ @ K{h pSearch *Favorites eMedia ®| @v & D 43

Address @ http:ffweb, coaster/ExpenseControl/NewE xpenseRepart, aspix j Go | Links **
N

CORSTER. Coaster Co. of America - Expense Report

FINE FUENITURE

Home User Travel Request Expense Form Budget Title Administration
New Expense Report - Login as Gilbert Lo (glo(@coasteramer.com) Logout
ERequester |Gi|ben Lo-HQ |
Tid Mo (I Anyd |N0t Applicable j Destination (I Any) | |
Eat. Day(s) of Trip [0 | Acmal Day(s) of Tip [0 |EH
Diate From l:l Date To I:I
Ezpense For® I | I =]  Budget Title INoBudgetTitIe |
Business Purpose™ =]

[Expense Summary
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2) Fill out the information in the expense report form

m) The fields marked with an asterisk are the required fields. Input all the related information

accordingly.
a NewExpenseReport - Microsoft Internet Explorer - |ﬁ' |1|
File Edit VWiew Fawvorites Tools Help | ?
@Back - o - D @ \/_h pSearch *Favorites &Media ®| Bv % |_J ."3
Address I@ http:ffweb, coaster/ExpenseControl/NewE xpenseRepart, aspx j Go | Links **

. Input all the related
COﬂ%Jgrﬁ Coaster Co. of America - Expense Report information accordingly.

The fields marked with an
asterisk are the required
fields.

Travel Request Expense Form Budget Title

New Expense Report - Login ac Cilhari Lo (gio(@/coasteramer.com;

Eequester |Gi|her1 Lo- HQ |

INot Applicable

Destination (If Any) | 7\
Acal Day(s) of Tip [0 |&d)
Date To |:|

j EBudget Title I MoBudgetTitle

e

n) If the expense report is related to the travel authorization request, select the TA No. from the
TA No. dropdown list.

a NewExpenseReport - Microsoft Internet Explorer

_iEx
File Edit VWiew Fawvorites Tools Help | ?

@Back - o - D @ \/_h pSearch *Favorites &Media ®| Bv % |_J ."3

Address @http:.l’,fweb.coaster,l’ExpenseControl,l’NewExpenseReport.aspx j Go |Links >

CORSTER. Coaster Co. of America - Expense Report ‘

FINE FLES) TURE.' |
Select the related TA
SudgetTle 241 N|o. from the TA No.
dropdown list

Travel Request Expense Form

New Expense Report - Login as Gilbert Lo (glo(@coasteramer.com)

|
Prestination (I Any) | |

Acal Day(s) of Tip [0 |&d)

Eequester |Gi|her1 Lo- HQ |
Tis Mo (If Anyd | Mot Applicable j
Est. Dayt(s) of Trip Mot Applicable

Date From Date To I:I '|
Ezpense For® | | | =] Budget Tite INoBudgetTitIe |
Business Purpose™ =]

-
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0) Once the TA No. has been selected, the related information will be copied from the travel
request to the expense report. Modify the information if needed.

a NewExpenseReport - Microsoft Internet Explorer

File Edit VWiew Fawvorites Tools Help

Q- O ¥ & &

pSearch i\n?Favorites wMedia @| 8v % |_J ."3

Address @ http:jfweb, coaster/ExpenseControlfNewExpenseReport, aspx

CORSTER, Coaster Co. of America - Expense Report

FINE FUENITURE

Travel Request Expense Form Budget Ti#€

New Expense Report - Login as Gilbert Lo (glo{g@lcoasteramer.com)

Administration

Logout

Information will be
copied from the travel
request to the expense
report. . Modify the
information if needed

I
Ch
s

e

Eequester
Tis Mg il
t. Day(s) of Trp

Diate From

se For*

Business *

| 1100008 =l
8 |

59-16-2006 B

Destination (I Any)
Actual Day(s) of Tnp
Date To

|FL j |Wareh0use

=] Budget Tite

|FIOrida Branch |

B N
b |

| MoBudgetTit

le -

TWL

"Go Live"™ Training

p) For the expense item(s), the system will automatically copy all the budget items from the travel
request to the expense report when the TA No. is selected as above. Check each item and
modify it as needed. To modify the expense item, click the Edit button to show the item details
in the input boxes and then click the Update button again after the change is finished.

a NewExpenseReport - Microsoft Internet Explorer

_{3]x
File Edit VWiew Fawvorites Tools Help | ?

@Back - o - D @ \/_h | pSearch *Favorites &Media ®| Bv % |_J ."3

Address @http:,f,fweb.c0aster,l’ExpenseControIINewExpenseReport.aspx j Go | Links *

[Expense Summary

Total Expenses
Advanced

Cirig. Travel Budget
Pay Option

Balance Due
Prepaid $0.00
T/4 Paid Amount

[Expense Input

8242006 |[El Tiem
etzgzrﬂy) l:l@ Receipt | © Yes @& Mo

ICarRentaI 'l Tvpe

|Reimbursah|e

Amount (420,00

Eefere Enterprise Preferred

| Update

\%&f

<
<«

-

8/24/2006 Afare

B242006 PerDiem  REewnbursable

General Expense Item(s)

MonBeimbursable TTA Atrway

B/24/2006 Lodging  MonReimbursable Please book the hotel that close to
the FL warehouse

$35 2 8 Day(s)

26

Mo

Mo

£547.20 Edit | fDelete

$560.00 Edit| Delete

o £280.00 Editl Deletel

st

Click the Edit button
and the item details
will show back in the
input boxes




a NewExpenseReport - Microsoft Internet Explorer _ Iﬁl |1|

Fle Edt View Favorites Tools Help

eBack - O - @ @ {h pSearch *Favorites & reds ®| 8' % |_J 3
Address@http:ﬁweb.coaster;ExpenseControlxNewExpenseReport.aspx | B co |L|nks »
B
Date e [Caental ] Type  [Reimbursable Izt | Modify the information

a8 meep[Cve ewe mmem | asneeded and click the
Update button to save

Eeference |Enterprise Preferred
the change

| Updatel Cancell

General Expense Itemi(s)

Bi24/2006 Airfare MonReimbursable TTA Airway No £547.20 Edit| Delete

F242006 Lodging  MonEewnbursable Please biook the hotel that cloze to - Mo £560.00 Edit | Delete

a NewExpenseReport - Microsoft Internet Explorer ;Iilll
File Edit VWiew Fawvorites Tools Help | #
@Back - O - @ @ {h|pSearch NFavontes aMedla @| 8' iﬁ |_J .'3 The expense item iS now | |
Address@http:,l’,l’web.coaster,l’ExpenseControl,l’NewExpenseReport.aspx updated and ShOWS baCk :
: : =
Expense Input in the expense list
Date m_l Ttem I--F'Iease Select-- 'l Type |--F'Iease Select-- jR_ef |

IMileage ) ’7
Ctes € 1
Chureoelyy B Reccipi [CYes ©No  Amount

| add |cancell

Eeference |

General Expense Item(s)

B242006 Awfare  MNonRewnbursable TTA Awway Mo F547 2 Edit | Delete
8/24/2006 CarRental Remmbursable Enterprise Preferred No $435.25 Edit| Delete
/2472006 Lodaing  MNonReimbursable Please book the hotel that close to the Mo $560.00 Edit | Delete

g) Then the user needs to input the other expense item(s) manually, if any. The following shows
how to input an expense item line.

[Expense Mummary

Total Expe: H
A;m:d Inputadate —— | Select the Expense Item and Type

Cirig, Travel Budget A TTE Pand Ernount T
Pay Cption I tail 'l

[Expense Input

Date 05-21-2008 '| Ttem IEntenain;nt l Type |R9|mbursahle‘ JRef
Ifileage
k. t| @ (" Armount 85 i)
(Auto only) l:l@ ECeip Tes No OULL
Reference |D|nnerW|thwareh0use manager | Add ncell

General Expense Item(s)

If there is any reference |, ) ) it | Delete
for the Budget Item, o If there is a rece:!pt fo,r. the Ellm Input an amount
input the information in  fese| SXPense, select “Yes™ it | Delete |
the Reference field wareh| Otherwise, select “No " H

30 dit | Delete |
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r) For how to choose a correct expense type, click the Ref hyperlink and a pop-up window will

show the explanation for all expense types.

3 NewExpenseReport - Microsoft Internet Explorer

File Edit VWiew Fawvorites Tools Help

=12l

| &

GBack - \J - d \g _;\J /..-\JSearch \j‘\'\/ Favarites @Media {‘;{

:'-:-' =) &

Address I@I] http:jfweb, coaster/ExpenseControlfNewExpenseReport, aspx

Rl |Links =

Date 05-21-2005 '| Ttem IEntertainment 'l Type |Reimbursah|e
E. t| & o Amount (8500
(Auto otly) l:l@ ECElp Tes No ound

Eeference |Dinnerwith warehouse manager

| add |cancell

jR_efv\

|

B24/2006 Aifare  NonEeimbursable TA Airway No
242006 CarFental Bewnbursable Enterprise Preferred Mo
8/24/2006 Lodgmg  NonFeimbursable Please book the hotel that close to the Mo

FL warehouse

824/2006 PerDiem Reimbursable £35 % 8 Day(s) No

242006 Cashbdvance Adwanced PerDiem Advance (E0.00%) Mo

§547.20 Edit| Delete
$435.25 Edit| Delete
£560.00 Edit| Delete

————

Click the Ref hyperlink
and a pop-up window
will show up

33280.00% Delete |

$224.00 ﬂ| Deletel

a Reference for Expense Type - Microsoft Intern: - |EI|5|

REFERENCE FOR EXPENSE TYPE

Ldvanced The advanced cash for the busmess
purpose that has been paid to the
emploves.

Credit Card The expense item that 15 patd by the

compary credit card.

Prepaid The expense item that s prepaid by the
emplovee and has been paid back to the
emplovee before the trp.

MNon-Fembursable The expense ttem that 15 paid by the
compary directly and will not be paid
back to the etmnployee.

Eeimnbursable The expense ittem that i paid by the
emplovee and will be paid back to the
emplovee after the expense report has
been approved.

-
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s) If everything is correct, click the Add button to add the expense item line.

a NewExpenseReport - Microsoft Internet Explorer - |ﬁ' |1|
File Edit VWiew Fawvorites Tools Help | #
e Back - O - @ @ {h p Search i\n? Favotites 0 Media @ | 8 - & |_‘J .'ﬂ
Address @ http:ffweb, coaster/ExpenseControl/NewE xpenseRepart, aspix j Go | Links **
[Expense Summary |
Total Expenses $1.822.45 Balance Due $491.25
Advanced $224.00 Prepaid $0.00

Org. Travel Budget T/ Paid Amount Click the Add
Pay Option [Mail - button and the

[Expense Input expense item line
Date Ttem IEntertainment 'l Tvpe |Reimbursah|e j W|” be added to

?ﬂizgzrﬂy) l:lﬁ Eeceipt ’m Amount the expense IISt

Beference |Dinnerwithwareh0use manager | Add |Cance||

General Expense Item(s)

B/24/2006 Aifare  NonFeimbursable TTA Airway Mo £547.20 Edit| Delete
8/24/2006 CarRental Reimbursable Enterprise Preferred No $435.25 Edit| Delete

242006 Lodging  MNonFewnbursable Please book the hotel that cloze to the Mo $560.00 Edit| Delete
FL warehouse

B242006 PerDiem  Bewnbursable 535 2 8 Day(s) No £280.00 Editl Delete |
a NewExpenseReport - Microsoft Internet Explorer - |ﬁ' |1|
File Edit View Favorites Tools Help | #
eBack - O - @ @ {h | pSearch *Favorites wMedia ®| Bv % |_‘J .'3
Address @ http:ffweb, coaster/ExpenseControl/NewE xpenseRepart, aspix j Go | Links **
B

Date '| Ttem I--F'Iease Select-- 'l Type |--F'Iease Select-- jR_ef
e p[Cves oNo —
(buto oely) | BH Receipt | O ¥es @20 Amount Now the new expense

Reference | | Add |Cance|| 4 item line is added to the
General Expense Item(s) I ISt

B24f2006 Airfare NonEeimbursable T4 Airway Mo £547 20Fdit | Delete

8/24/2006 CarRental  Reimbursable Enterprise Preferred No $427°25 Edit| Delete

8/24/2006 Lodging NonReimbursable Please book the hotel that close to No $560.00 Edit| Delete

the FL warehouse
B/24/2006 PerDiem Reimbursable £35 = 8 Day(s) o £280.00 Edit| Delete
9/21/2006 Entertainment Reimbursable Dinner with warehouse manager  Yes £85.00 Edit | Delete
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t) Continue to do the same procedure until all the related expense item(s) are added to the expense
list. When the inputs of expense items are completed, in the Expense Summary section, it will
show the total expense, balance due and etc. for the user’s reference. In addition, the user can

choose the pay option from the dropdown list.

Tot Balance Due
Adva) Prepaid

T/A Paid Amount

| the user’s reference

=181
File Edit VWiew Fawvorites Tools Help | ?
@Back - o - D @ \/_h pSearch *Favorites wMedia ®| Bv % |_J _“3
Address @ hittp:{ fweb. coasterjExpenseControl/MewExpenseReport, aspx | EX ense summar for »
[Expense Sumziary p y 4]

Orig. Travel Budget

Pay Cption

[Expense Input

In Person

Select the pay option
from the dropdown list

Doate 9-21-2006 Ttem I--F‘Iease Select- vl Type —Please Select- ~TREr
IMileage ) ’7

“ e [ ]
G oelyy | B Receipt [ C¥es  @No  Amownt

Eeference | | Add |Cance||

The next step is to select the relative approval manger and/or VP. Select the approval manager / VP

from the dropdown list and click the Add button.

Manager / VP ~-Please Select-- =] Add
Approved By* Julie Liebana -]

Larry Furiani

T Lisa Kan
o Marcos Gomez
Notify (IF ny) Mark Strobel Add
Notifiy List tatthew Chen
Melson Yao

Steve Goldsmith

Select the approval
manager / VP from the
dropdown list and click
the Add button

LS ivian Zhan

Tony Ramacciotti H ‘

u) Now, the manager’s name is added to the approval list. Continue to do the same procedure

until all the approval personnel is added to the list.

Manager / VP |Wes|ey Jacobsen x| Add |
Approved By* Wesley Jacobsen PILE !
Noify
Motify (I Any) I--F'Iease Select- vl Add | [

Now, the manager’s
name is added to the list

M otify Last
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v) Continue to do the same procedure until all the approval personnel is added to the list.

Advanced Item(s)

8/24/2006 Cashidvance Advanced PerDiem Advance (80.00%) Mo $224.00 Editl Deletel

:
e Continue to do the same

o — procedure until all the

n approval personnel is
Cyruz Chu Delete
= o] added to the list

Motifyy (If Any) I--F'Iease Select-- 'l Add |

w) If there is any notify party, do the same procedure as selecting an approval manager / VP as

mentioned above.

Manager / VP |Cyrus Chu j Add |
Approved By* “Wesley Jacobsen Delete

Cyrus Chu Delste Select the notify person
from the dropdown list
Motifyy (TF Any) ~Please Select-  »|  Add F and click the Add button
Motify List Lupe Aguirre =

Marcela Araya
Remarks Marcos Gomez |

Mark Strobel

Hicamams Matthew Chen -
Michael Weltz 41
Melson Yao —
Morrna Buhain :
Pablo Guevara Reset | Submit | -
Paul Caldarola —

[&]pane Reyna Hemandez = [ [ | |4 mternet
= T — T— R =

Manager / VP [Cynus Chu =] Add | ‘
Approved By* Wesley Jacobzen Delete _
Cyrus Chy o Now, the name is added
.T to the notify list
Moty (If Any) INelson Yao vl Add |
Motify List MNelson Tao Delete |
Eemarks |
Reset | Submit |

-

@ Dane ,_ ,_ ,_ | mternet

E)‘Startl J @}g @' g J @UserGuideExpenseDraFt....| Inbox-MicrosoFt CQutlook “@ NewExpenseReport - ...
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X) The Remarks field is optional, input the information in the field if any; otherwise, leaves it

blank.

L
Approval
Manager / VP |Cyrus Chu x| Add |
Approved By* “Wesley Jacobsen Delete

Cyrss Chu Delete The Remarks field is optional,
otify input the information in the
Moy (FAm)  [Nelsonvao v]_Add | field if any; otherwise, leaves
Moty Last Welson Tao Delete | it blank
0
Remarks /I =

Reset | Suhmitl —

@ Daone

’_ l_ ’_ | mternet

E)'Startl J @}g @ g J @UserGuideExpenseDraFt....| Inbox-MicrosoFt CQutlook “@ NewExpenseReport - ...

3) Submit the expense report form

c) Click the Submit button to submit the expense report.

[ D VRO 4t Py

Approval
Manager / VP ICyrus Chu x| Add |
Approved By* “Wesley Jacobsen Delete

Cyruz Chu Delete |
Nowty |
Hotify (If Any) INelson Yao vl Add |

Click the Submit button to
submit the expense report

-

Motify List MNelson Tao Delete | :
[Remarks
Eemarks -
Reset | Submit |
@ Done

’_ l_ ’_ |° Internet

E)‘Startl J @}g @' g J @UserGuideExpenseDraFt....| Inbox-MicrosoFt CQutlook “@ NewExpenseReport - ...
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d) If the expense report form is successfully submitted, a message box will show the confirmation
with a Ref. No. In addition, an email will be automatically sent to all related personnel.

a NewExpenseReport - Microsoft Internet Explorer

=l
File Edit Wiew Favorites Tools  Help | ;#'
e Back - O - @ @ (h p Search ‘i\r\? Favorites e Media @ | 8 - & D .‘ﬂ
Address I@ http:ffweb, coaster/ExpenseControl/NewE xpenseReport, aspix j Go | Links **
CORSTER, Coaster Co. of America - Expense Report A message box will show
FINE FLENITURE - - -
the confirmation with a
Travel Request Expense Form Budget Title Ref N 0
New Expense Report - Login as Gilbert Lo (glo(@ coasteramer.com)
Eequester |Gi|hert Lo-HQ |
Tia Mo, (If Any) |N0t Applicable j Destination (If' Any) |
Est. Day(s) of Trip |0 | Actual Day(s) of Trip
Date From l:IE Microsoft Internet Explorer ﬂ
EXpense For* I jv I ' : - The new expense report has been submitted and the Report Ref, Mo, is 2100006,
Business Purpose™
I
Total Expenses EBalance Due l:l
Advanced ] bepd I
Orig TravelBudget | |  TiAPadAmoumt | |
Pay Option IMaiI 'l
[Expense Input
Date I:I '| Ttem I--F'Iease Select-- 'l Type |--F'Iease Select- j@“
Ifileage .
(Auto otily) l:lﬁ Receipt Yes Neo Amount
Eeference | | Add ICanceIl
[ I =
@ Dane ’_’_|_|° Internet
E)‘Startl J @g @' 5 J @UserGuideExpenseDraFt....I Inbox-MicrosoFt Outlook “@ NewExpenseReport - ... |’ %%EKD 4144 PM
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Search an Expense Report

3) All users can search their expense report submission and check the status in a report. Point to the
Expense Form in the menu bar and select My Expense Reports from the dropdown menu.

e
File Edit View Favorites Tools Help J ;1,.
@Back - O v D @ ‘/_h | ;)Search *Favorites eMedia @ 8- ‘\—\f LJ 13
Address Ié] http:/fweb.coaster/ExpenseControl/Default. aspx ‘j Go |Links 2
CORSTER, Coaster Co. of America - Expense Control System
FIME FURNITURE

Home User Travel Request ExpemaFonn Budget Title Administration

Expense Control Home Page - Login as Gilhert Lo {

View Select My Expense Reports
Velcome to the Travel and Expen ——— from the dropdown menu

——

4) The summary report is now displayed and shows the status of each expense report. Click the
Report No. hyperlink to show the related expense report.

a MyExpenseReport - Microsoft Internet Explorer ;Iilll
File Edit VWiew Fawvorites Tools Help | #
@Back - O - @ @ \/h pSearch *Favorites wMedia ®| 8' % |_J .'3

Address @ httpffweb, coaster/ExpenseControl/MyExpenseReport, asp:x j Go | Links *

[

O Click the Report No.
hyperlink to show the
4 expense report

imerica - Expense Report

Budget Title Mmin The Summary report
shows the status of each
expense report

Expense Form

My Expense Repores - Login as Gilbert Lo (glo(@coasteramer.com)

‘Requested Prog/ 2/2712006

Logm

Refresh|

B/28/2006 $1,907.45 £576.25
8/18/2006 $590.37 $590.37
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Approve an Expense Report

12) After the requester submits the expense report, the related approval manager(s) / VP(s) will receive
a notification that requested for approval via email.

13) In order to approve the expense report, all the approval managers / VPs must use their own login to
log into the system.

14) The approval manager / VP can check the pending expense report by a summary report. To show

the approval report, point to the Expense Form menu in the menu bar and then select and click My
Expense Approvals in the dropdown menu.

a Expense Control Home Page - Microsoft Internet Explorer

== x|
File Edit VWiew Fawvorites Tools Help

@Back - O - D @ <h pSearch *Favorites wMedia ®| Bv % |_J .'ﬁ

Address @ http:ffweb, coaster/ExpenseControl/Def aulk, aspx

Rl |Links =
=l

CORSTER, Coaster Co. of America - Expense Control System

FINE FUENITURE

Home User Travel Request Expense Form Budget Title Administration

Select and click the My
Expense Control Home Page - Login as Gilhert Lo (g Logout Expense AppTOVa|S from

the dropdown menu

Welcome to the Travel and Expenset=—

Exp

———

15) Then the summary report will be displayed as below.

3 MyExpensenpproval - Microsoft Internet Explorer

== x|
File Edit VWiew Fawvorites Tools Help

@Back - O - D @ \/_h pSearch *Favorites wMedia ®| 8' % |_J .'ﬁ

Address @ http: jfweb, coaster/ExpenseControlfMyExpenseApproval aspx

Rl | Links >
=
CORSTER. Coaster Co. of America - Expense Report
FINE F! 'J.E.'II.ITI'JRE.R
Home User Travel Request Expense Form Budget Title Administration
My Expense Approvals - Login as Wesley Jacobsen (wjacobsen(@coasteramer.com) Logout
& Pending  Approved " Rejected oAl
1
2100006 Requested Gilbert Lo B/28/2006 £1,907.45 £576.25
2100004 Requested Gilbert Lo B18/2006 F590.37 $590.37
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16) All the expense reports in the summary report are pending for approval and the approval manager /
VP can select one of them to approve at a time by clicking the Report No. hyperlink.

L8]
File Edit VWiew Fawvorites Tools Help | ?
@Back - o - D @ \/_h pSearch *Favorites &Media ®| Bv % |_J ."3
Address @http:.l’,fweb.coaster,l’ExpenseControI,l’MyExpenseApprovaI.aspx j Go |Links >

=
CORSTER. Coaster Co. of America - Expense Report
Home User Travel Request Expense Form Budget Title AdnT '_
Click the Report No.
My Expense Approvals - Login as Wesley Jacobsen (wjacobsen(@coasteramer.com) hyperl | nk to ShOW the
@ Pending © Approved " Rejected A expense report
/ 1

2100006 Requested Gilbert Lo B28/2006 £1,907.45 £576.25

2100004 Requested Gilbert Lo B18/2006 F590.37 $590.37

17) Once the hyperlink is clicked, the expense report will be displayed as below and there is a label

showing that whether the expense report has been fully approved or not.

2} view/EditExpenseReport - Microsoft Internet Explorer ===l
File Edit VWiew Fawvorites Tools Help | ?
@Back - o - D @ \/_h pSearch *Favorites &Media ®| Bv % |_J ."3
Address @http:.l’,fweb.coaster,l’ExpenseControl,l’EditExpenseReport.aspx?reportNo=2100006 j Go |Links >

CORSTER. Coaster Co. of America - Expense Report

FINE FUENITURE

Home User Travel Request Expense Form Budget Title Administration .
The label will show

View / Edit Expense Report - Login as Wesley Jacobsen (wjacohsen(@ coasteramer.com) Logout the approval status
Report Mo, [2100006 || Bo | [Reset| Show Report C_ NOT APPROVED
Requested Date  [3/28/2006 44413 P |
Eequester |Gi|ber1 Lo- HQ | Status IWM M
TiA No. 1100006 Destination |Flarida Branch |
Est Day(s) of Trip |8 | Day(s) of Trip |8 |
Diate From Diate To e
Expense For |FL jlWarehouse | Budget Title |NoBudgetTitIe |
Business Purpose TWL "Go Liwve"™ Training il
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18) The approval manager / VP can scroll down the screen and check the details. If everything is

correct, the approval manager / VP can click the Approve button in the Approval section to
approve the expense report.

a Yiew EditExpenseReport - Microsoft Internet Explorer

== x|
File Edit VWiew Fawvorites Tools Help | ;”'
eBack - e - Ia @ (b pSearch *Favorites OMedia ®| 8' & D .'ﬂ
A_ddress @http:,l’,l’web.coaster,l’ExpenseControl,l’EditExpenseReport.aspx?reportNo=2100006 j Go |Links >
General Expense Item(s) -l
8/24/2006 Airfare NonEeimbursable T4 Airway No $547.20 Edit| Delste
B242006 CarFental  Rewnbursable Enterprise Preferred No $435.25 Edit| Delete
2472006 Lodging MNenFeimbursable Please bool: the hotel that close to o $560.00 Edit| Delste
the FL warchouse .
8/24/2006 PerDiem Reimbursable  $35 x 8 Day(s) Mo  $280.00 di| peiere| ClicK the Approve
9/21/2006 Enterteinment Reimbursable  Dinner with warehouse manager ~ Yes  $85.00 Edit| Dotee button to approve
Advanced Ttem(s) the expense report
8/24/2006 Cashidvance Advanced PerDiem Advance (30.00%) 1Mo F224.00 Editl Delete |
Approval
Manager / VP I--F'Iease Salect-- vl Add | Approvel Rejectl
Approved By
Cyrus Chu Pending Delete
Wesley Jacobsen Pending Delete
19) Once the Approve button is clicked, the confirmation box will be displayed.
a ¥Yiew /EditExpenseReport - Microsoft Internet Explorer - |ﬁ' |1|
File Edit Wiew Fawvorites Tools  Help | ;”'
eBack - O - @ @ (h pSearch *Favorites aMedia @| 8' & D .‘3
Address @http:.l’,fweb.coaster,l’ExpenseControl,l’EditExpenseReport.aspx?reportNo=2100006 j Go |Links >

Coaster Co. of America - E Report
COHSTEH Oaster 10. 0 erica - Lxpense Repo The confirmation box will

e confirm the approval

Travel Request Expense Form Budget Title

View / Edit Expense Report - Login as Wesley Jacobsen (wjacobhsen(@coasteramer.com)

Eeport Mo, Ga | Resetl

Eequested Date | |

Logout

Requester | |
Tid Mo
Est Day(s) of Trip |0 |

N
Ezpense For |AT leccounting =l

Business Purpose

Expense Summary
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20) If the approval manager/\VVP needs to check back the details of the approved expense report(s), he
or she can use the My Expense Approvals report again.

21) Once the summary report shows up, click the Approved radio button and all approved expense
report(s) will be displayed in a list. If the approval manager/\VVP needs to read the details of the
approved expense report, click the Report No. hyperlink.

e
File Edit View Favorites Tools Help | ;','
GBack - \_) - d \ELI ;\J /..-\: Search \f\?:’ Favarites @Media @v{ - ‘.?' ‘i‘i
Address Iﬁj http:ffweb, coaster/ExpenseControl/MyExpenseapproval aspx A” the related expense o |Links >

_ report(s) that had been B
s Click the Approved
) manager/VP are now
vt Tmwadied radio button Aol isplayed in the list
t/
| " Pending & Approved " Rejected Al
1 /
2 Requestd  Click the hyperlink to show 745 $576.25
2100003 9 the approved expense report *# §84.00
2100002 Approve 2.35 £1,665.15
22) The approved expense report is now displayed and indicates the approved date and time.
/] ¥iew,/EditExpenseReport - Microsoft Internet Explorer ===l

File  Edit

‘Wigw  Favorites

Tools  Help

|
I

Q-0 & &

5

3 ~r i i ry
P Search g Favotites @Medla €{

2= 3
=)

Address Iﬁj http: jfweb, coaster/ExpenseControlfEditExpenseReport, aspx?reportho=2 100006

Rl |Links E

|

B/24/2006 irfare NonReimbursable U4 Airway No  $547.20 Edit| Molata |
B242006 CarFental  Rewnbursable Enterprise Preferred No F435.25 ﬂl_ The approved date and
2472006 Lodging MNenFeimbursable Please bool: the hotel that close to o £560.00 Edit | t|me are Showed here
the FL warchouse
B/24/2006 PerDiem Reimbursable £35 = 8 Day(s) Mo £280.00 Edit| Delete /
22006 Entertaiment Bewnbursable Dinner with warehouse manager  Yes £85.00 ﬂl Dielete Y
242006 Cashbdvance Adwanced PerDiem Advance (E0.00%) Mo £224.00 it| Delete |
/
Manager / VP IW Add | Approvel Reject |
Approved By
Cyrus Chu Pending Delete
“Wesley Jacobsen  Approved 32872006 5:04:38 PIL Delete
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1. ) Negative Amount not allow

a) Allow multiple “Budget Item” to add on Travel Request and Expense Request
Budget Input

ilé(?ﬁet |—F’Iease Select-- 1‘fj| Type |I;;|_-EEEE Select- l\g‘ Amount I:I
Reference | | Cancel
General Budget Item(s

Budget

Mem |lype  [Reference  Jamount |
PerDiem Reimbursable $25 x 15 Day(s) 375.00 (Edit| | Delete |
Airfare CreditCard test -500.00 |Edit| | Delete |
Airfare CreditCard test4 1000.00 |Edit| | Delete |
Advance Item |Type |Reference  |Amount| | |
CashAdvance  Advance PerDiem Advance (8.00 %)  30.00 [ Edit| | Delete |

2. Budget Summary — Advance Ratio:
a. No on Advance Reg— disable or Zero on Advance ratio-
b. Yes—default as setup in the profile and/or allow to change.

Budget

Summary (Original Entered Budget $875.00)
Advance Advance

Updat;
Requested |0Y95 ©No  potio 0 || Update]
Total Budget  |5675.00 Advance  1s0.00 |
Payable Check : .
Ar'f?uunt |$ﬂﬂll | Status | Pending l‘:l|

3. Add one more field to Admin Setting (Linda Mendez):

a. Manager name should automatically insert base upon setting under Travel request and

Expense report
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Administration Setting - Login as Charlie Ngo (c

Administrator Name |Catherina(#1372) or Ellain:

Administrator Email |cngn@cuasterusa_cum

Re-Approval Ratio For Expense
Advanced Ratio

International Rate
Domestic / Regular Rate
High Point Rate
Tupelo Rate
Las Vegas Rate
Mileage Rate 0565 |
Manager's approve ' Linda Mendez v

[ Refresh ] [ Update J

b. Having 2 managers’ approval only when Las Vegas and HighPointShow is selected

Manager / VP |—P|EEEE Select—- v| [Add] [ Approve ] [ Reject] [ Re-Approval Request ]
Approved By
Linda Mendez Pending
Charlie Ngo Pending Delete

4. Type of Travel request now show up in Expense Report:

Type of Travel v
Business Pre——
pur ose nternationa

P Domestic/Regular —

HighPointShow
LasVegasShow NS
i TupeloShow

Tatal Fynancac |51 177 17 | Balanra I

5. Any update to Travel request or Expense report, user, manager and administrator will get notify via
email.
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