How to add "Expenses Reimbursement"

The expense types of expense reimbursement are: petty cash type and non-petty cash
type(other types).

Expense type: petty cash
Users can log in to the website of OLSaaS, and operate in"Expense Management — Expenses
Reimbursement" interface according to the following steps 1-7:

Add Reimbursement

I:l 2. Click "Add" Expense Type*

3. Select expense type: petty cash/other type
—

Petty Cash
aehe Type
- o : 5 Cancel
I:l 1. Click in turn to enter "Expenses Reimbursement” interface m

After selecting the petty cash for the expense type, you need to select a specific ship:

Add Reimbursement

Expense Type*
Petty Cash

Vessel*

4. After selecting the petty cash for the expense
type, you need to select a specific ship

Please Select Vessel

m caned

& Expenses Reimbursement 5. In the editing interface of "Expenses Reimbursement”, improve relevant information
(Items with * are required) (reimbursement name, reimbursement person and department can be customized).
Reimbursement No.: BX-23050801 Expense Type: Petty Cash Vessel: it
Currency Type* Reimbursement Name Reimbursement Person Dept.

CNY[CNY)

Reimbursement Content*

No Expense Type * @ Detail Content ApplAmount* Related Merchant Name Number of Bills Attachments/Associated Files Operation
L &
Dalt
0/255
Total:
+Add Reimbursement Details
Remarks
<« 6. You can supplement the remarks and attachments of the expenses reimbursement form as needed 0/150

Attachment

> Upload Attachment
The size of a single Uploaded fike cannot exceed 1GB.

7. If you click "Save”, you can continue editing next time;
If you click "Submit for Approval® and select the workflow, the document will be waiting for approval.

Description:

If you select petty cash - vessel purchased spare parts/stores, you need to associate the vessel
purchased documents in the system!

After the reimbursement form is approved, the expenses will be automatically deducted from
the total petty cash of the vessel!



Expense type: other types
Users can log in to the website of OLSaaS, and operate in"Expense Management — Expenses
Reimbursement" interface according to the following steps 1-6:

Add Reimbursement

2. Click *Add" bouiia) i

— 3. Select expense type: petty cash/other type

Gthes Trpe

- - : Cancel
: 1. Click in turn to enter "Expenses Reimbursement" interface m '

& Expenses Reimbursement 4. In the editing interface of "Expenses Reimbursement”, improve relevant information(ltems with * are required)
(reimbursement name, reimbursement person and department can be customized).

Relmbursement No.: BX-23050802 Expense Type: Other Type
Currency Type* Reimbursement Name Reimbursement Persan Dept.
cveny) v ent Name Reimbursement Person Sept
. * Conteae 5. If the associated document is set when setting the expense
imbursement ntent* 2
type, you need to select the associated document from the system
Mo Expense Type * @ Detail Content Appl Amount* Related Merchant Name  Number of Bills “‘w'"'e:lm"a‘” Operation
example: Crew Transportation Allowence After selecting the associated document, !
‘ the amount here will be automatically matched

v ETHEaE .

<); Full Record: 1545 /2022-10-19~2023-05- | — Select service Check DOC[1)

aw: 13600

04(197 Days); Application History: 0 Tmes

.‘

Total: After associating with the system documents, 136.00
the detailed content will automatically match the full record of the crew's boarding and disembarking;

provider,

+Add Rembursement Details
Remarks
<— 6. Remarks and attachments can be added as needed 0/150
Attachment
™ Upload Attachment
“The size of a single Uploaded fik ca

7. If you click "Save", you can continue editing next time;
If you click "Submit for Approval” and select the workflow, the document will be waiting for approval.

Assodiated Sign-on/off Record [%]

Assodated Ttems  Custom Ttems(0)  Selected Trems{1)

2023-02-07 - 20230508 Reset G

(] \ Rank. Type Record Gortent Full Record Application Situation Appl.AMOUNT(CNY)* Remarks Operation
. y . y EHR/2022-10-19~2023-0
] 1 Apprentice Master Sign-off 2023-05-04 Sign-off 040157 Do) 136
€0 8/2022-05-20~2023-0
u Engineer Sign-off 2023-05-03 Sign-offt 5-03(348 Cays) Click to continue to add the crew's record
o . o €H9/2023-03-222023-0
m} =0 Second Officer Sgneoff 2023-05-03 Sgn-off iy
[m} . 1 /2023-01-02~20230
Master Sign-off 2023-03-23 Sign-off 323(80 Days)
- HPEE/2022:11-3042023:0
a 8 ‘Second Officer sign-off 3220112 Doys)
(] = Master Sign-off 2023-03-22 Sgn-off FRB2023-02- 2720230 .
3-22(23 Days) 5'. Relevant records can be associated from the system. If there are many
[m] =5 Second Officer Sgnon i 8/2023-03-22~t0 Reim  records, you can filter by time period and crew name, then fill in the application
en bursement D(E(37.5 095} amount and remarks, and then click "Confirm" in the lower right corner
oy g ©/2023-02-27~t0 Reim
[m] =R Master Sign-on 2023-02-27 Sign-on et DRACTO.5 DBYE)
O . . o r07 Somon 4 S/2023-01-02+10 Rem
P Mast S 2023-01.02 S st Chta(1265 Do
™ e R /2022:11-300 Rem
O = Second Offcer Samon 2022-11-30 Sign-on - piA A
- oy 518/2022-10-19~t0 Reim
i % Apprentice Master Sgron 2022-10-19 Sign-on o ooLs Do)
H£85/2022-03-14~to Reim
[m} “Third Officer Sign-on 2022-09-14 Sign-on bur: t Date(236.5 Days)
[ . £€8E /20220520010 Rem
[m] RAH Enginesr sSgn-on 2022-05-20 Sign-on Isement oore(355.5 oy \



Associated tems | Custom Ttems{1

Name

5 '. Switch to "Custom Items"

Next Step:

Associated Sign-on/off Record %]

Type' Resmbursement Content n-board Record Appl.AmOUnt(QNY Remarks Operation

Click to add multiple items

, click "Add Item", complete relevant information(ltems with * are required), and finally click *Confirm" in the lower right corner

After the expenses reimbursement document is submitted, according to the workflow node, the

document will be transferred to the workbench of the personnel with approval authority;Users

can query the document status through the filter column in the expense reimbursement

interface, as shown in the following figure:

Expenses Reimbursement

. The status of the target document can be found by the reimbursement document number, reimbursement name, related ship and expense type.
No. ‘ Related Vessel + Expense Type ~ Total Amount of Application  Total Approval Amount  Amount Paid Remarks Operation
1 BX-23050802 & et L 136.00(CNY) 136.00(CNY) 2023-05-08 xport
H BX-23032101 s 268.20(CNY) 268.20(CNY) 2023-05-05 xport
3 BX221205004 s LT 88.00(CNY) 88.00(CNY) 2022-12-05 xport  Resubmi
4 BX220908003 kI EEIRHIS Kirs T 10,000.00(CNY) 10,000.00(CNY) 2022-05-08 Export  Resubmit
5 BX-23022101 s A 3,000.00(CNY) 3,000.00(CNY) 5‘:‘]““'00(0‘ 2023-02-21 2023-02-21 xport
3 BX221205005  {keym k& ki 6,000.00(CNY) 6,000.00(CNY) :‘)Uﬂﬂ 0[N 2022-12-05 2022-12-07 xport
7 BX220901003 Kizs aRE 10,000.00(CNY) 10,000.00(CNY) 2022-09-05 xport

Note:

If the user selects "No Workflow" when the document is submitted, the document status will

immediately become "Finished".



