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1 Expense Management

1.1 Overview of Expense Administration
Specific administrative data must be provided for the Expense Manager to function properly. If Purchase
Manager is in place, locations, users, groups, and other basic purchasing administrative data are inherited.
If Purchase Manager is not in place, then locations, users, groups, and other basic administrative data
need to be established. However, expense types and expense items for the Expense Manager module must
always be defined and are not inherited from any other module.
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2 Expense Manager Setup Process
Complete the tasks outlined in the process below to set up Expense Management.

1. Verify general system settings such as email, fax, etc. are set up.

2. Create Travel & Expense locations. Refer to General Admin Guide - Adding Locations.

3. Verify Travel & Expense permissions.

4. Create an initial Travel & Expense vendor type.

5. Create an initial Travel & Expense vendor.

6. Create an expense type.

7. Verify the manufacturer system setting.

8. Create the rest of the Travel & Expense base data.

9. Define expense itemization.

2.1 Travel and Expense Permissions
It is important to verify that all of the Travel & Expense permissions except the "Restrict" permissions are
checked for the admin user ID. This provides access to all the Travel & Expense administration
functionality needed to configure the module.

• 158 – Restrict to View-Only Travel & Expense Reports: This restrictive permission only
allows the user to view the information, but not perform any actions.

• 172 - Manage Data Attributes: Allows user to customize input fields for replacement cards,
spend limit increases, items, and more.

• 2002 - Can Charge Expenses to Selected Locations: This permission allows the user to charge
expenses to specific locations. The locations must be selected using the select locations link.

• 2003 - Can Release Expense Reports (Reconcile): This permission allows the user to release
expense reports for reimbursement. This is an accounts payable function in the system, as it
will allow the user to release funds.

• 2004 - Can Import Expense Data from External Sources: This permission allows the user to
import data from external sources such as PDAs.

• 2005 - Manage Expense Reports: This permission allows the user to manage Expense reports
in the system.

• 2006 - Run Expense Reports: This permission allows the user access to the Reports page,
specifically Expense reports.

• 2007 - Manage Expense Types and Itemization Fields: This permission allows the user to
manage expense types and expense itemization fields in the system.

• 2009 - Can Associate Expense with Selected Projects: This permission allows the user to
associate an expense item with a project in the system. The projects must be selected using the
select projects link.
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• 2010 - Can Submit Expense for Pre-Approval: This permission allows the user to submit an
expense for pre-approval. This allows the user to secure the funds prior to the expense related
event.

• 2011 - Restrict to Own Expenses: This permission can be used to restrict users only to view
their expense reports under the Manage Drafts page on the Travel and Expense tab.

• 2012 - Manage All Users Expense Reports: Allows a user or group of users to manage expense
reports created by any user.

• 2013 – Allow Sending of Expense Receipts by e-mail: Allows the user to send expense receipts
to the system via email.

• 2099 - Restrict user from creating expenses: Prevents a user from creating new expense
reports, adding new items to existing reports, or copying items to new reports. Intended to
ensure users only interact with their imported credit card transactions.

2.2 Travel and Expense Vendor Type
Before Travel & Expense vendors can be created, there must be at least one vendor type.

Typically, the vendor type of expense vendor is added for the categorization of the Travel and Expense
vendors; however, you may choose to further categorize vendor types into airlines, car rental agencies,
etc. if there are a significant amount of vendors under each category that warrant vendor type reporting.

To add an expense vendor type, refer to the General Admin Guide - Setting up Vendor Type

2.3 Travel and Expense Vendor
Travel and Expense vendors need to be created if the intention is to setup certain expense items to require
the selection of a vendor from a predefined list. If this functionality is not used, this step is not required.

After it is created, this can be selected as the vendor for system setting 2121 – Default Preferred Vendor
for Expense Items.

To add an expense vendor, refer to the General Admin Guide - Setting up Vendors.

2.4 Expense Types
See Expense Type Management for more details.
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2.5 Manufacturer System Setting
To ensure that the correct Manufacturer ID is associated with the correct expense items, select the
manufacturer in system setting 2122 - Manufacturer for Expense Items.

2.6 Travel and Expense Base Data Creation
Create the rest of the following base data for Travel and Expense:

• Groups
• Users
• Group Permissions
• Additional Payment Types (if needed)
• Additional Travel and Expense Vendor Types (if needed)
• Additional Travel and Expense Vendors (if needed)
• Expense Item Categories
• Expense Item Types
• Expense Items
• Contracts
• Accounting Codes
• Exchange Rates

2.7 Difference between Expense Types and Expense Item Categories
• Every expense item requires both an expense type and an item category. The expense types

govern the entry aspects of expense items such as required fields, field labels, etc. while item
categories govern the accounting behavior of the expense items such as expense code.

• In a typical setup, it is common to have similar lists for both expense types and item categories.

2.8 Email Receipts
The receipt emailing processing functionality is designed to make the receipt entry and expense creation
easier and more user-friendly. Users can take pictures of their receipts and send them to a specific address
defined in system setting 2235. The processing engine correctly determines the user based on the email
address stored in the user profile and stores the image/file of the receipts associated with the user in File
Manager. When the user logs in to the system, he can view the receipt in the Receipts field of the Expense
Dashboard and enter the information for the related expense report.

Required Permission

• 2013 – Allow Sending of Expense Receipts by Email
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System Settings

• 2235 – Email Address for Expense Receipts
• 2270 – T&E Receipts Default Message

Requirements

• Users have a valid email address in the user profile that is associated with their phone.
• Notify via in the user profile is set to email or both email and internal messaging.
• The email address in the system must be unique.
• User must have phone with camera and email capabilities.

2.9 Automatic Receipt Matching
Related System Settings

• 2300 - Use Automatic Receipt Matching
• 2301 - Number of days before Receipt Reminder is sent

When system setting 2300 - Use Automatic Receipt Matching is set to Yes, uploaded receipts are
automatically matched to expense draft lines and attached to the respective expense report. The following
actions, when performed by the user, trigger receipt matching:

• Level 3 Credit Card transaction import
• Receipt upload
• Viewing expense line information

The following criteria must be met to match a receipt to an expense line:

• Expense Amount = Receipt Amount
• Expense Date = Receipt Date. Matching to expense date is first attempted with the transaction

date, then the “date to,” then the “date from.”

Users receive receipt reminder notifications via internal messaging and/or email to inform them of
unmatched receipts in the system. The reminder is sent after the unmatched receipt has been in the system
for the number of days set in system setting 2301 - Number of Days before Receipt Reminder is Sent. A
scheduled task sends the reminder once a day.

If accounts coding information was entered for the receipt at the time of capture, the receipt's coding
information supercedes any existing accounts coding information for the associated line item upon
matching.

If system setting 2161 - Enable Attachment/Receipt Requirement for Expenses is set to Header
Level, automatic receipt matching and all related features are disabled.
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3 Expense Type Management

Expense type creation is a very important step in the Travel & Expense setup process. The information
defined for the expense type determines the fields that are available when creating an expense report. At
least one expense type must be defined before moving ahead in the Travel & Expense setup process.

System setting 2102 – Default Expense Type for Imported Expense Items must be set with a valid expense
type.

Expense types enable categorization of expense items when they are requested. Expense types are linked
to the expense items. Multiple expense items can be associated with an expense type.

The following configuration should be considered when setting expense types:

• Access the Travel and Expense module
• Permission 2007 - Manage Expense Types and Itemization Fields
• System setting 2102 - Default Expense Type for Imported Expense Items
• System setting 2107 - Display Account Code Field for Expense Items

Figure 1: Expense Type Management page

Table 1: Expense Type Management Page Action Definitions

Action Name Definition
Edit Allows the user to edit existing expense types.

Add Allows the user to add new expense types.

Delete Allows the user to delete existing expense types.

Basware P2P 18.2

© Copyright 1999-2018 Basware Corporation. All rights reserved.. 7



3.1 Expense Type Addition and Editing
The Add Expense Type page and the Edit Expense Type page have the same attributes.

Figure 2: Add/Edit Expense Type page

Table 2: Add/Edit Expense Type Page Field definitions

Field Name Definition
Expense Type* The name given to this expense type. This is a required field.

Vendor Label Enter a label for the field that represents the merchant or vendor field for
this expense item. Example: Airline for Airfare expense type.

If left blank, the label merchant is used.

Quantity Label Enter the label that will be used in the expense entry page to specify the
quantity used for this expense type. Example: # of Tickets

Amount Label Enter the label that will be used in the Expense Entry page to specify the
amount the user has to enter for each quantity entered, for the specified
expense item. Example: Amount per ticket.

Description Label Enter a label that will be used in the Expense Entry page to enter the
description regarding the expense item.

Require Date Range If yes is selected the Expense Entry page will show from and to date
fields. If no is selected, then just a date field will be shown in the
Expense wizard.
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Table 2: Add/Edit Expense Type Page Field definitions (continued)

Field Name Definition
Require From/To City If yes is selected, fields for from and to cities are shown on the Expense

Entry page. If no is selected, a field for city and state are displayed on
the Expense Entry page.

Require Vendor Entry If yes is selected, the user is required to specify a vendor while entering
an item in the Expense wizard.

Allow Amount Edit If no is selected, the user will not be allowed to enter value in the
amount field on the Expense Entry page. This is ideal for mileage type
expenses, where the amount per mile is reimbursed at a fixed value. The
actual value is setup at the expense item level.

Allow Quantity Edit Allows the user to edit the quantity value entered in the Expense Entry
page. If set to no, the quantity value defaulted to 1.

Accounts Coding Type Select the accounts coding type that is to be the default for the expense
type. Only displayed when system setting 829 - Accounting Code
Selection Type is set to Split Field Entry Format. When selected, this
value supersedes the Global Default accounts coding type, but is
superseded by the default accounts coding type selected for the Expense
Item.

Cost Formula Enter the formula that is used to calculate the cost.

Quantity Formula Enter the formula to be used for quantity calculation.

Mileage Type If no is selected, the mileage calculation interface is not displayed. If yes
is selected, the mileage calculation interface is displayed. However, if
the user does not click Calculate Miles, the system always calculates the
miles as zero. If yes and auto calculate is selected, the miles are auto
calculated even if the user does not click Calculate Miles.

Itinerary Item Type If none is selected, the expense type is not associated with any TripIt
expense types. If airline is selected, the expense type is associated with
the TripIt airline expense type. If hotel is selected, the expense type is
associated with the TripIt hotel expense type. If car rental is selected, the
expense type is associated with the TripIt car rental expense type.

3.1.1 Adding an Expense Type

To add an expense type:

1. From the Dashboard, navigate to  > Expense > Expense Types.

2. Click Add.

3. Enter the name of the expense type.

4. Configure any other desired fields.

The Require From/To City fields default to no when the mileage type is set to
Yes or Yes and Auto Calculate and Add/Edit Expense Type is clicked.

5. Click Add/Edit Expense Type.
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3.1.2 Editing an Expense Type

To edit an expense type:

1. From the Dashboard, navigate to  > Expense > Expense Types.

2. Select the expense type to edit and click Edit.

3. Configure any desired fields.

The Require From/To City fields default to no when the mileage type is set to
Yes or Yes and Auto Calculate and Add/Edit Expense Type is clicked.

4. Click Add/Edit Expense Type.

3.2 Deleting an Expense Type

Expense types with associated expense items cannot be deleted.

To delete an expense type:

1. From the Dashboard, navigate to  > Expense > Expense Types.

2. Select the expense type to delete and click Delete.

3. Click OK on the pop-up window.
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4 Expense Item Management

Expense items must be created for every individual type of expense that will be requested. Each item is
linked to an expense type that further defines the criteria needed for the expense item.

The following is required to define expense items:

• Access to the Expense module
• Permission 10 - Manage Items

Figure 3: Item Management page

Table 3: Item List page action definitions

Action Definition
View Allows the user to view the item.

Add Allows the user to add a new item.

This cannot be used to add an expense
item. Use Add Expense Item to add an
expense item.

Edit Allows the user to edit an existing item.

Copy Allows the user to copy an existing item.

Clear Allows the user to clear an entry that has not been
saved.

Disable/Enable Allows the user to disable or enable an existing
item.

Remove item Allows the user to remove an item from the
system.

Add Expense Item Allows the user to add an expense item in the
system.
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Table 3: Item List page action definitions (continued)

Action Definition
Review Suggested Item Allows the user to review an item that has been

suggested

4.1 Addition and Editing of Expense Items

Figure 4: Add Expense Item page

Table 4: Expense Item Setup field definitions

Field Definition
Item Name* Enter the name for this expense item. This is a required field. This is

what is displayed when the user is creating an expense report.

Item Description Enter a description for the expense item if needed.

Account Code Enter the GL code to be used for financial purposes.

Accounts Coding Type Select the accounts coding type that is to be the default for the expense
item. Only displayed when system setting 829 - Accounting Code
Selection Type is set to Split Field Entry Format. When present, the
value selected here supersedes the default accounts coding type
selected for Expense Type and the Global Default.

Item Category* Select an item category that specifies the expense item. This is a
required field.

Expense Type* Select the expense type that is assigned to the expense item. This
defines the Expense Entry pages. This is a required field.
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Table 4: Expense Item Setup field definitions (continued)

Field Definition
Max Allowed Amount* Enter the maximum amount allowed for the expense item in dollars that

the company will approve. If greater than 0, when a user adds an
expense that is greater than this amount, the system will behave as
defined in the Select Approval Option field. This is a required field.

When the Allow Amount Edit field on the Add/Edit
Expense Type page is set to no, the Max Allowed Amount
is the reimbursable amount.

Select Approval Option* There are three approval options to choose. This is a required field.
Decline – if this option is selected, all expense reports created that are
over the maximum allowed amount are automatically declined. Route
to Manager – if this option is selected, all expense reports that are over
the maximum allowed amount are routed for approval to the requester’s
manager. This option should be used if there is no approval rule setup
for users in normal expense conditions. Reimburse to Max Amount – if
this option is selected, all expense reports that are created and are over
the maximum allowed amount will be set to reimburse the maximum
amount only. The approver can change the reimbursement amount if
desired.

Require Receipt Above* Enter the amount in dollars that is allowed before an expense report
needs to be manually reviewed and reconciled so it can be released for
payment. The system can be set up so that all expenses are matched
with a receipt. To do this manually set this field to a very low value.
Example: 0.01 This is a required field.

Reimbursable If set to no, the system will set reimbursement amount to 0 for any
expense entered against this item. Example: Company travel agency
based bookings.

Require Vendor Selection If the yes radio button is selected, then vendor selection from a Vendor
list will be required in the Expense wizard. Expense vendors must exist
for any vendors to show in this list.

Expense Advance Type* Select the advance type for the expense item. The available options are:
No Advance: Select this option if no advance is allowed for this
expense item. Advance Only: Select this option if only an advance can
be claimed for this expense item. This is a required field.

Custom Field 1- 3 Label These are used to label custom fields that are used to capture any
additional attributes.

Merchant Category Code
(MCC)

Select the merchant category code for this item using the pop up
window icon. Multiple merchant category codes can be mapped to one
item.

The merchant category codes are shipped with the system.
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4.1.1 Merchant Category Code

When expense items are associated with merchant category codes, the items are automatically associated
with that item when it is imported into the system. Each MCC can be mapped to multiple expense items.
When an item is imported that has multiple MCCs, the item defaults to the first MCC.

4.1.2 Adding an Expense Item

To add an expense item:

1. From the Dashboard, navigate to  > Catalog > Items.

2. Click Add Expense Item.

3. Complete the required fields.

4. Click Finish.

4.1.3 Editing an Expense Item

To edit an expense item:

1. From the Dashboard, navigate to  > Catalog > Items.

2. Find the expense item to edit and click Edit.

3. Complete the required fields.

4. Click Finish.

4.2 Deleting an Expense Item
To delete an expense item:

1. From the Dashboard, navigate to  > Catalog > Items.

2. Select the expense item to delete and click Remove Item.

3. Click OK on the pop-up window.

Basware P2P 18.2

© Copyright 1999-2018 Basware Corporation. All rights reserved.. 14



5 Expense Itemization Management

Expense itemizations enable the organization to further break down an expense item into itemized details.
For example, a lodging expense item can be further broken down into room rates, taxes, entertainment,
etc.

The following is required when setting up expense itemizations

• Access to the Expense module
• Permission 2007 - Manage Expense Types and Itemization Fields

Figure 5: Expense Itemization Management page

Table 5: Expense Itemization Management Page Action Definitions

Action Definition
Edit Allows the user to edit an existing expense itemization.

Add Allows the user to add a new expense itemization.

Delete Allows the user to delete an existing expense itemization.

Clear Entries Allows the user to clear an entry that has not been saved.

5.1 Expense Itemization Field Addition and Editing
The Add Expense Itemization and Edit Expense Itemization pages have the same attributes.
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Figure 6: Add/Edit Expense Itemization Field page

Table 6: Add/Edit Expense Itemization Field page

Field Definition
Expense Item* Select an expense item from the drop down list. This is a required field.

Itemized Field Name* Enter a name for the itemized field. This is a required field.

Required* If the yes radio button is selected, then this field is required in the
Expense wizard steps.

Reimbursable* If the no radio button is selected, then the system deducts the value of
this expense from the total reimbursement value.

Max Reimbursable Amount Enter the maximum amount for the expense itemization in dollars that
the company will reimburse. If specified, the system will only reimburse
up to this amount for any expense itemized in this field.

Default Amount Enter the default amount for this field. For example: 0

Field Order Enter a numeric value, which decides the order in which the added fields
are displayed in the Itemization Entry page when more than one field is
added.

Multiple Itemization Type* Select date to provide multiple records for the selected expense type for
the same expense report. This is a required field.

5.1.1 Adding an Expense Itemization Field

To add an expense itemization field:

1. From the Dashboard, navigate to  > Expense > Expense Itemizations.

2. Click Add.

3. Complete the required fields.

4. Click Add/Edit Expense Itemization Field.

5.1.2 Editing an Expense Itemization Field

To edit an expense itemization field:
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1. From the Dashboard, navigate to  > Expense > Expense Itemizations.

2. Select the expense itemization to edit and click Edit.

3. Complete the required fields.

4. Click Add/Edit Expense Itemization Field.

5.2 Deleting an Expense Itemization Field
To delete an expense itemization field:

1. From the Dashboard, navigate to  > Expense > Expense Itemizations.

2. Select the expense itemization to delete and click Delete.

3. Click OK on the pop-up window.
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6 Customization of Expense User Defined Fields

You can customize the user defined fields on the Create Expense Report page. System settings are used to
enter formulas for the customization.

Expense Manager can be setup to restrict users to a maxcap amount or enable users to enter the Expense
report date range using the user defined fields.

Please contact your Basware implementation team or Client Care team to set this up.

Required System Settings

• 2010 –Label for Udef 1 of Expense Reports
• 2011 – Label for Udef 2 of Expense Reports
• 2012 – Label for Udef 3 of Expense Reports
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7 Credit Card Imports

The credit card imports for the Travel and Expense module allows companies to automate the receipt,
processing, and management of charges incurred by employees as a result of business activity on
corporate cards assigned to individuals.

During a Visa file import the system validates that the transaction number is not a duplicate. If a duplicate
transaction number exists in the current import file, the following are marked as an error and skipped
during the import to prevent duplicate transaction data from being entered:

• Unprocessed Credit Card Imports
• Expense Drafts
• Submitted Expense Reports
• In Approval Expense Reports
• Approved Expense Reports

If an expense line item has been declined or deleted, the same transaction number can be
imported again.

The following permissions are required:

• 62 - Manage Import Specs
• 2014 - Manage Inbound Expense Data

Users who have permission 62 - Manage Import Specs have access to all import specifications.

Figure 7: Import Specifications List page
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Table 7: Import Specifications List page action definitions

Action Definition
Add Allows the user to create a new map.

Edit Allows the user to edit an existing map.

Advanced Edit Allows the user to further define details for the import specification.

Delete Allows the user to delete an existing map.

Upload Data File Allows the user to upload the file for import to the server.

Start Import Process Allows the user to begin the manual import process.

Download Map File Allows the user to download the map file and save it.

View Import History Allows the user to view the import history for the selected map.

Schedule Allows the user to schedule the import for the selected map.

Export Map Allows the user to create an XML file of the map that can be exported to
another Basware P2P system.

Import Map Allows the user to import a map that was created by another user.

7.1 Credit Card Import Map Addition and Editing
The Add Credit Card Import Map Wizard and Edit Credit Card Import Map Wizard pages have the same
attributes.

Figure 8: Import Map Wizard – step 1

Field Definition
Map Name* Enter the name of the map. Be sure to name the map in a manner where

the function of the map is recognizable. The max length for a map name
is 50 characters. This is a required field.

Map Type* Select expense credit card for the map type. This is a required field.

User to Notify Select a user to send any error notifications to.

Notification Options* Select whether users are notified always (if the import is successful and if
there are errors) or upon error (only when there are errors). This feature
works in conjunction with scheduled imports. This is a required field.
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Field Definition
Stop Import on Error* Select yes if the import is to stop if an error occurs. Select no if the

import is to continue even though there is an error. This is a required
field.

Description Enter a description of the map. This description can be up to 255
characters.

Figure 9: Import Map Wizard – step 2

Field Definition
Import Source* Select the import source type. If the Visa file format is used, the custom

processor needs to be selected. If other source types are selected, the Basware
P2P Standard Format is used. This is a required field.

Table 8: Basware P2P Standard Format Fields

Field Notes
Account Number Required

Statement Period from Required

Statement Period to Required

Transaction ID Not required, but recommended for auditing and reporting purposes.

Merchant Category Code Required

Merchant Name Required

Amount Required

City, State Required

Transaction Description Not required – This is usually available as Purchase Identification on
the statement.

Figure 10: Import Map Wizard – Step 3

Field Definition
Date Order Select the order of the day-month-year values for a date field in the import

file.
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Field Definition
Date Delimiter* Enter the symbol or character that is used as the date separator in the file

type selected.

Decimal Symbol* Enter the symbol or character that is used for the decimal symbol in the file
type selected.

Encryption* Select none if the file is not encrypted. Select PGP encryption if the file is
encrypted. This is a required field. If you receive credit card files from your
bank in a non-PGP format, please contact your Basware Implementation or
Client Care team.

Reader* Select Visa Reader. This is the only option available as of now. This is a
required field. If you receive credit card files in a format other than the Visa
format, please contact your Basware Implementation or Client Care team.

Field only displays when Import Source in step 2 is set to Custom
Processor.

Figure 11: Import Map Wizard – step 4
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Figure 12: Import Map Wizard Summary

7.1.1 Adding an Expense Credit Card Import

To add an expense credit card import map:

1. From the Dashboard, navigate to  > System > Import Specifications.

2. Click Add.

3. Complete the required fields.

4. Click >>.

5. Select Custom Processor as the import source.

6. Click >>.

7. In the Date Order field, select the order of the day-month-year values for a date field in
the import file. Defaults to mm/dd/yy.

8. In the Date Delimiter field, enter the symbol or character that is used as the date separator
in the file type selected. Defaults to ‘/’.
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9. In the Decimal Symbol field, enter the symbol or character that is used for the decimal
symbol in the file type selected. Defaults to a decimal.

10. In the Encryption field, select none or PGP encryption.

11. In the Reader field, select Visa Reader.

12. Click >>.

13. Review the information and verify that it is correct.

14. Click Finish to complete the import map.

7.2 Credit Card Import Scheduling
Expense credit card imports can be scheduled.

Figure 13: Schedule Import Specification page

Table 9: Schedule Import Map Specification page field definition

Field Definition
None Select “none” if this map is not to be scheduled.

Once Select “once” if this map is to run once.

Every Select “every” and enter the number of minutes the map is supposed to run.

Reoccurring Select “reoccurring” if the map is to run daily, weekly, or monthly.

Start Date* Enter the date the map is to start importing. This is a required field.

Start Time* Enter the time the map is to start importing. This is a required field.

Stop Date Enter the date the map is to stop importing.

Stop Time Enter the time the map is to stop importing.

Select Files to Process* Select process last file only if the last file uploaded to the file manager is the
only file that is to be processed. Select process all files one after another by
timestamp if all files are to processed starting with the earliest timestamp and
ending with the latest.
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Table 9: Schedule Import Map Specification page field definition (continued)

Field Definition
Select Data Reviewer
Group(s)*

Select the group or groups to review the imported file after it is uploaded. If
group is selected, then users cannot be selected. This is a required field if the
map is scheduled.

Select Data Reviewer
User(s)*

Select the user or users to review the imported file after it is uploaded. If a
user is selected, then groups cannot be selected. This is a required field if the
map is scheduled.

7.2.1 Scheduling an Expense Credit Card Import

The Import specification must be completed before it can be scheduled.

To schedule an expense credit card import:

1. From the Dashboard, navigate to  > System > Import Specifications.

2. Select the created Import Specification to schedule.

3. Click Schedule.

4. Complete the required fields.

5. Click Submit.

7.3 Manual Credit Card Import
Expense credit card import can be performed manually.

Figure 14: Start Import page (all subsequent times import occurs)

Field Definition
Upload a File Select a file to upload.

Choose from Existing Files Select a file from the file manager.
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Figure 15: Import Analysis Results

Field Definition
Total Records Read This lists the total number of records read from the file.

Total Records Saved This lists the total number of records saved.

Total Records not Saved This lists the total number of records not saved because they could not
be read.

Total Records Skipped This lists the total number of records skipped because of bad data.

Number of Records to be
Created

This lists the number of new items to be added once the upload of the
import is complete.

Number of Records to be
Updated

This lists the number of items to be updated once the upload of the
import is complete.

Number of Records to be
Discontinued

This lists the number of items to be discontinued once the upload of the
import is complete.

For Expense credit card imports, records skipped are usually credit cards numbers with no
matching users.

Action Definition
Cancel Cancels the import and returns the user to the Import Specifications List

page.

Reject Import Rejects the import from the system. Displays a success message.

Save and Import Now Saves the imported information and uploads the information to the
system.

Save and Schedule Import Saves the imported information and allows the user to schedule a time
for the information to be uploaded to the system.

Expense credit card imports are not reviewed from the Import Analysis page. They are
reviewed from the Travel and Expense tab.

7.3.1 Manually Uploading an Expense Credit Card Import

To manually upload an expense credit card import:

1. From the Dashboard, navigate to  > System > Import Specifications.
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2. Select the created Import Specification to run and click Start Import Process.

3. Browse for or select the file to upload.

4. Click Next.

5. Click Save and Import Now or Save and Schedule Import.

Once the import is uploaded to the system, users who have credit card transactions now have an
Unprocessed Credit Card tab on their Expense dashboard.

7.3.2 Unprocessed Credit Card Information

The Credit Card tab displays any unprocessed credit card information.

For credit cards imported with Level 3 information, see Manage Imported Level 3 Credit Card
Expense Data.

When the user clicks the Process Credit Card Transactions icon  to process unprocessed credit
card transactions and selects the items to be added to an expense draft, the system validates the items to
verify that the items are not duplicate transaction items. If there are duplicate transaction items, a message
is displayed.

If duplicate transactions exist in the system and the item is on an expense draft, a warning message is
displayed.

When credit cards are identified as company-paid, users may not have the option to delete any
transactions. The ability to delete company paid credit card transactions is determined by the user
attributes configured for the selected credit card. Refer to the General Admin Guide for more information
about user attributes.

When system setting 2175 – Recycle Declined Credit Card Transactions is enabled and a user submitted
expense report with company-paid credit card transactions is declined by an approver, the declined
transactions are recycled to the user’s Unprocessed Credit Card queue to be resubmitted on a new
expense report. When system setting 2175 is not enabled, declined company-paid credit card transactions
are not recycled.

When system setting 2175 is disabled and a company-paid credit card transaction is declined, the declined
transaction can be copied to a new expense draft. The user needs to view the declined expense report and
click Copy Items to New Report. When the expense draft is copied, any declined credit card transactions
are treated in the new expense draft as non-credit-card transactions. This improves process workflow,
especially if the approver declines the expense report because the user entered some data incorrectly.
Using this method, the user can copy the declined request and make the necessary adjustments without
having to re-enter the entire expense draft.
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A credit card transaction can be associated with only one expense report.

When system setting 2175 is enabled and a company-paid credit card transaction is declined, users are
able to copy the credit card transaction. The credit card transaction is recycled to the user’s Unprocessed
Credit Card Queue. The user is able to create a new expense draft/report for the recycled transactions. The
user is also able to view the original declined expense report and copy the items to a new report. If the
original expense report is declined, the copied transaction is marked as a credit card transaction. If the
original request is approved, the copied transaction is marked as a non-credit card transaction.

When deleting a credit card imports, related transactions remaining on the user’s Expense
Dashboard are deleted regardless of system setting 2175.

Credit card transactions associated with an expense draft/report are deleted with a credit card
import as long as the transactions have not been approved or declined.

If system setting 2175 is enabled and credit card transactions are declined, the declined
transactions are recycled to the user’s Unprocessed Credit Card queue even if the associated
credit card import is deleted.

If transactions are deleted from the user’s Expense Dashboard, they are deleted regardless of
system setting 2175.

When expense items are deleted from an expense draft, the associated credit card transaction is
always returned to the user’s dashboard as unprocessed regardless of system setting 2175.
Deleting an expense draft is not the same as deleting an imported credit card transaction.
Therefore, the associated transactions are not to vanish.

Deleted credit card transactions which are still in process can also be recycled if declined from
the Expense Approval page or the Expense Reconciliation page.
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Figure 16: Unprocessed Credit Card Information

7.4 Automatic Expense Line Item Matching
When Level 3 credit card data is imported into the system, the system attempts to match the data in 5
fields:

1. User - the system attempts to match users by User_ID, EmployeeID (Company ID),
UserEmail, NTUserID, LoginName, or UserAccCode fields. The match must be for exactly
one user and fails if no users are found or if 2+ users are found. If a user match is not found, a
user with permission 2014 - Manage Inbound Expense Data is notified. They can either add an
existing user to the expense record or create a new user based on the imported information.

2. Expense Item - the system attempts to match the line to existing expense items by Item_ID,
Merchant Category Code (MCC) or Item AccCode (Account Code). The match must be for
exactly one item. If no match is found, either the user matched to the item or a user with
permission 2014 - Manage Inbound Expense Data can edit the data and add an expense item.

3. Payment Type - The system attempts to match the payment type by PaymentType_ID or
PaymentTypeName. If these fields cannot be matched, the system uses the default payment
type. For most tenants, this is called “Default.”

4. Vendor - If the matched expense item has “Require Vendor Selection” set to Yes and the
expense type has “Require Vendor Entry” set to Yes, the system attempts to match by vendor
using the Vendor_ID, MerchantName, or MerchantAccCode fields. If a match cannot be found
and the item requires a vendor, the line is flagged as an exception and must be edited by the
associated user or a user with permission 2014 - Manage Inbound Expense Data.

5. UserCardToken - If the credit cards are referenced in the system and the data via tokens
(instead of credit card numbers), the card token is associated with the employee ID in the
imported transaction. All subsequent Level 3 credit card transactions can match the card token
to the employee ID as needed.
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System setting 2180 - Validate Credit Card Number Format must be set to No for matching
based on card token to occur.

An employee may have multiple card tokens associated to their ID. However, a card token can
only be associated to one employee.

7.5 Expense Draft Creation from Level 3 Data
Related System Settings

• 2305 - Draft Naming Convention
• 2310 - Credit Card Expense Report Cycle Frequency
• 2311 - First Day of Week for Expense Report Cycle
• 2312 - Day of Month for First Credit Card Expense Report Cycle
• 2313 - Day of Month for Second Credit Card Expense Report Cycle

After matching is performed, all records with matched users, expense items, and vendors (if required) are
added as line items in an automatically created expense draft. The name of the draft is determined by
system setting 2305 - Draft Naming Convention.

Drafts are created based on the cycle frequency set in system setting 2310 - Credit Card Expense Report
Cycle Frequency, and can be created weekly, monthly, or twice a month, to best match the tenant’s
internal workflows and reports.

Generated expense drafts are created with 100 expense items each. If an imported batch within a cycle
has more than 100 expense items, a second draft is created and named DraftName(2). Items can be
manually added to expense drafts with 100+ imported items.

In the following figure, a sample of a generated expense draft is pictured. All successfully matched

expense lines appear as expense items at the bottom of the page and include a credit card icon  beside
the item type. The generated expense items can be managed like normal expense items using the Edit,
Delete, and Move icons.

The Amount and Quantity fields for imported credit card transactions cannot be edited.
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Figure 17: Sample of Generated Expense Draft with Level 3 CC Data
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8 Setup for User Credit Card Management

Users can view many details for corporate credit cards assigned to them from the My Cards page. You
must complete some configuration steps before users can perform card management actions:

• Configure Replacement Card Request Form
• Configure Credit Card Spend Limit Increase Form
• Create Card Service Request Rules
• Set Electronic Signature Options for Credit Card Requests

Additionally, you must work with the Basware Implementation team to enable the API integrations
needed to use these functions.

8.1 Configure Credit Card Spend Limit Increase Form

Location:  > Other Data > Manage Data Attributes

You must have the following permission:

• 172 – Manage Data Attribute Types

A number field, Increase Amount, is automatically added to the form and does not need to be
configured.

To configure the form for users to request a spend limit increase:

1. From the Data Attribute Types List, click Add.

2. Enter a name for the Data Attribute Type, and in the Data Attribute Category drop-
down list, select Credit limit increase form.

3. Click Next.

4. On the following page, click Finish. The system returns to the Data Attribute Types List.

5. Select the Data Attribute Type you just created, with type Credit limit increase form, and
click Manage Data Attributes.

6. On the Data Attributes List page, click Add.

7. Fill out the form fields:

• Data Attribute Name: Add a name. This becomes the field name on the form in the
user interface.

• Attribute Field Type: Select the way in which users enter information for the field.
• (Optional) Sort Order: Select the order in which this attribute appears on the page.

Enter 0 for it to appear first, 1 for it to appear second, etc.

8. Click Next.
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9. In Step 2, fill in the fields to further define the data attribute. The displayed fields vary
depending on the Attribute Field type selected in step 1.

For more information on configuring data attributes, see the General Admin
Guide part 2 - Chapter 3.

10. Click Save.

11. Return to the Data Attribute Types List through  > Other Data > Manage Data
Attributes.

12. Select the Data Attribute type for Credit limit increase form and click Publish.

The data attributes are published. When users click Request increase on the My Cards page, they fill out
the form with the data attributes you created.

8.2 Configure Replacement Card Request Form

Location:  > Other Data > Manage Data Attributes

You must have the following permission:

• 172 – Manage Data Attribute Types

A radio button field, Replacement Reason, is automatically added to the form and does not
need to be configured. The provided options are Lost card and Compromised card.

To configure the form for users to request a replacement credit card:

1. From the Data Attribute Types List, click Add.

2. Enter a name for the Data Attribute Type, and in the Data Attribute Category drop-
down list, select Replacement card form.

3. Click Next.

4. On the following page, click Finish. The system returns to the Data Attribute Types List.

5. Select the Data Attribute Type you just created, with type Replacement card form, and
click Manage Data Attributes.

6. On the Data Attributes List page, click Add.

7. Fill out the form fields:

• Data Attribute Name: Add a name. This becomes the field name on the form in the
user interface.

• Attribute Field Type: Select the way in which users enter information for the field.
• (Optional) Sort Order: Select the order in which this attribute appears on the page.

Enter 0 for it to appear first, 1 for it to appear second, etc.

8. Click Next.
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9. In Step 2, fill in the fields to further define the data attribute. The displayed fields vary
depending on the Attribute Field type selected in step 1.

For more information on configuring data attributes, see the General Admin
Guide part 2 - Chapter 3.

10. Click Save.

11. Return to the Data Attribute Types List through  > Other Data > Manage Data
Attributes.

12. Select the Data Attribute type for Replacement card form and click Publish.

The data attributes are published. When users click Request replacement on the My Cards page, they fill
out the form with the data attributes you created.

8.3 Create Card Service Request Rules

Location:  > Users > Rules

This rule defines the approval routing that occurs when an Expense Manager user submits a request to
replace a credit card or increase their card's spending limit. The rule can only be used for Expense
Manager, and has no approval conditions. The rule is triggered whenever the specified user/group creates
a card replacement or spend limit increase request.

Rule Class Function
Replacement Card Request Defines the route a request for a replacement credit card must be

approved through. Triggered when someone in the specified user/group
clicks "Request replacement" on the My Cards page and submits the
required form.

Card Limit Increase Request Defines the route a request for an increased spend limit must be
approved through. Triggered when someone in the specified user/group
clicks "Request increase" on the My Cards page and submits the
required form.

To create a card service request rule:

1. Click Add.

2. Set the Rule Type to Card Service Request.

3. Set Applies to Expense to Yes, and Applies to Purchasing, Applies to Invoice, and Applies
to Assets & WorkOrders to No.

4. Fill out all other required information in Step 1. Click Next.

5. In Step 2, select your Rule Class from the drop-down list:

• Replacement Card Request - to define the approval route for all requests for a
replacement credit card

• Card Limit Increase Request - to define the approval route for all requests for an
increased spend limit
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6. (Optional)Set all desired exception information.

7. Choose a Rule Restrictor:

• None: the created rule will apply to all users of the Expense module.
• Location Group / Location: the created rule will apply only to the locations or

location groups you choose in step 3.
• User Group / User: The created rule will apply only to the user groups or users you

choose in step 3.

8. Click Next.

9. In Step 3, select the location or user groups for which the rule will apply and click Add
Group(s). In order to select individual users or locations, you must first select the
respective group on this page.

10. Click Next.

11. In Step 4, select the individual locations or users for which the rule will apply and click
Add User(s).

12. Click Next.

13. In Step 5, select the type of approval routing for the rule:

• Stop: the action is not sent to any manager for approval. If this is selected, the
designated users/locations are not allowed to perform the request at all.

• Chain: you can specify a series of approvers, and the request must go through each
approver before it is approved.

• Parallel: you can specify parallel approvers; when any one of the approvers approves
the request, it is processed as approved.

• Manager: the request is automatically routed to the user's manager.
• Org Tree: the request must follow a specified number of levels in the organization's

tree. For example, if 2 levels is selected, then the request must be approved by the
manager and the manager's manager before it can be processed.

14. Click Next.

15. In Step 6, define the approval route based on the type chosen in Step 5 of the Wizard. The
fields on this page vary depending on the type chosen. If you selected Stop, you do not
see this page and your rule configuration is complete.

16. Click Finish.

If you did not enable the rule in Step 1 of the Wizard, you must enable the rule before it is active in the
system.

8.4 Set Electronic Signature Options for Credit Card Requests

Location:  > System > System Settings

You must have the following permission:

• 18 - Manage System Settings
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If desired, you can set additional security for an credit card related requests by requiring an electronic
signature for replacement card requests, spend limit increase requests, and/or transaction disputes.

1. In the folder tree to the left, navigate to Travel and Expense > General Settings.

2. For system setting 2031 - Electronic Signature for Card Limit Increase Requests, select
the desired verification method for any user requesting a spend limit increase:

• Enter password: User enters the password they use to log in to Basware P2P. Cannot
be used with SSO.

• Enter employee ID: User enters the value set in their profile as the Employee ID.
• None: no verification is required to make the request.

3. Repeat for system setting 2032 - Electronic Signature for Card Replacement Requests.

4. Repeat for system setting 2033 - Electronic Signature for Card Transaction Disputes.

5. To save the settings, click Click here to review in the top right corner.

6. Click Reset System.

The system settings are changed. When a user next attempts to make one of these requests, they are
prompted to enter the required information before they can submit the request.

8.5 Comdata Fleet Card Integration
The Comdata Fleet Credit Web Service can be integrated with Expense Manager. Expense Manager pulls
information for each user's credit card into the application where users can view and manage it. The
integration must be set up by the Comdata and Basware administrators before it can be used.

The following system settings must be configured with valid information:

• 2180 - Validate Credit Card Number Format. Set to No.
• 2190 - Card Service Provider/Integration. Set to Comdata Fleet Cards
• 9999101 - Comdata Fleet Credit Web Service Endpoint. Set with valid URL from Comdata.
• 9999102 - Comdata Fleet Credit Web Service Username. Set with valid credentials from

Comdata.
• 9999103 - Comdata Fleet Credit Web Service Password. Set with valid credentials from

Comdata.
• 9999104 - Number of Days to Display in Comdata Card Recent Transactions Grid
• 9999105 - Default Product Code. Defaults to 10000.

After setup, the My Cards page displays each user's available amount, used amount, spend limit amount,
next closing date, and recent transactions for their Comdata cards, using data retrieved from the Comdata
Fleet Credit Web Service.

If users have non-Comdata credit cards also tied to their user accounts, the card still appears on the My
Cards page, but the data described above will not be available for the card.

Additionally, with this integration, at least one level 3 credit card transaction must exist for all card tokens
in this system. This requirement should automatically be met, as card tokens are added to user accounts
during the level 3 transaction import process.
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9 PGP Encryption Keys

The PGP encryption keys are needed to import encrypted data from banks.

The following permissions are required:

• 18 – Manage System Settings -- in a multi-tenant environment
• 15 – Global Administrator -- in a single tenant environment

Figure 18: Generate PGP Encryption Keys

9.1 Generating PGP Encryption Keys
To generate and distribute PGP encryption keys:

1. From the Dashboard, navigate to  > System > License.

2. Click Generate Key.

3. Click OK in the confirmation window. The public key information is stored in the file
manager.

4. Navigate to  > Other Data > Basware File Manager.

5. Filter for Encryption files and select the public.txt file.

6. Click Download.

7. Save the file in the appropriate location.

8. Send the file to the appropriate financial institutions.
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