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KEY TASKS AND LEARNING AREAS

* REGULAR DATA MAINTENANCE
USERS, EXPENSE CATEGORIES, DEPARTMENTS
& CUSTOM FIELDS

PULL REGULAR REPORTING
ACCOUNTS PAYABLE & CUSTOM FILES

TROUBLESHOOTING & EVERY DAY USE

EXPENSE REPORT SUBMISSION, APPROVALS &
REPORT PROCESSING

Product Introduction

Get Your Feet Wet

Overview of Implementation

Available Configuration Settings
(Video 19:45 - 42:33)

Your Data
Review the Implementation Template
(Video 5:48)
Overview of User Roles

Available Expense Types
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3,2, 1...Activate!

Add Extra Policy Requirements
Edit Policies
Optional Submission Requirements

Tidy Up
Add Mileage Rates & Custom Locations
Enter Spend Limits

Require Attendees for Meals

Making Custom Fields Required

Plan Ahead

Review the Launch Kit

Spread the Word

Add Users & Security
Creating & Editing Users

Upload Credit Cards for Your Users
Managing Security Settings

Send Welcome Emails &
Communicate
Send Welcome Emails

Emailing Users through Certify

Day-to-Day

Working with Credit Cards
Link a Non-Reimbursable Expense to a
Credit Card
Transfer a Ghost Card Expense to Another
User

Data Archive
Accessing Your Data Archive

Administrator Learning
Map
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Creating A Custom Output File?
Overview
Creating a Custom File for your ERP
(Video 2:42)
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Add Department & Expense Category Lists
Create a Department
Update Departments

Let's Configure

Edit Expense Categories

Determine Workflow
Review Locked Approval Workflow

Extra Options with Locked Approval

* Enter Custom Fields

Custom Fields per Employee and Expense Report

Overview of Building Custom Fields
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How Does it Work?

Testing Overview
(Video 4:19)
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Submit Test Reports
Get Started Submitting Expenses
Download the App on iPhone & Android
Review the Wallet
Create & Submit an Expense Report

Approve & Process *

Approve and Process an Expense Report

Test Your AP Data

Generate the Accounts Payable Reports
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For the First Time...

Admin to the Rescue
Switch to Another User's Account

Resetting Passwords for Your Users

Re-sending Welcome Emails

First-Time Use & Refresher
Create & Submit an Expense Report
Add Multiple Currencies
Adjusting Currency Conversions
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www.emburse.com/learn/training



https://help.certify.com/hc/en-us/articles/204317110-View-and-Edit-Policy
https://help.certify.com/hc/en-us/articles/360045773553-Using-Submission-Requirements
https://help.certify.com/hc/en-us/articles/203777604-Mileage-Reimbursement-Rates
https://help.certify.com/hc/en-us/articles/218673907-Custom-Mileage-Locations
https://help.certify.com/hc/en-us/articles/360025323873-Configuring-Spend-Limits-by-Category
https://help.certify.com/hc/en-us/articles/360006368694-Requiring-Detailed-Attendees-for-Company-Meal-Expenses
https://help.certify.com/hc/en-us/articles/360018568494-Configuring-Advanced-Element-Suppression-for-Expense-Categories
https://help.certify.com/hc/en-us/articles/1260805185770-Certify-Expense-Launch-Kit
https://help.certify.com/hc/en-us/articles/360022706434-Implementing-Certify-Expense
https://emburse.wistia.com/medias/i7rncfh6tu?wtime=19m45s
https://help.certify.com/hc/en-us/articles/203761554-Create-a-New-Department
https://help.certify.com/hc/en-us/articles/203747684-View-and-Edit-Departments
https://help.certify.com/hc/en-us/articles/204204460-View-and-Edit-Categories
https://help.certify.com/hc/en-us/articles/360004488773-Locked-Approval-Workflow
https://help.certify.com/hc/en-us/articles/204652080-Additional-Locked-Approval-Workflow-Options
https://help.certify.com/hc/en-us/articles/204474324-Employee-General-Ledger-Dimensions
https://help.certify.com/hc/en-us/articles/204728760-Expense-Level-Free-Text-General-Ledger-Dimensions
https://emburse.wistia.com/medias/vqkicjlm0v
https://help.certify.com/hc/en-us/articles/115000799773-Getting-Started-with-Certify-Expense
https://help.certify.com/hc/en-us/articles/204482570-Installing-Certify-Mobile-iPhone
https://help.certify.com/hc/en-us/articles/204282574-Installing-Certify-Mobile-Android
https://help.certify.com/hc/en-us/articles/360002317954-Receipts-in-Wallet-Report
https://help.certify.com/hc/en-us/articles/202659764-Creating-a-New-Expense-Report
https://help.certify.com/hc/en-us/articles/115002601353-Submitting-an-Expense-Report
https://help.certify.com/hc/en-us/articles/203102804-Approving-an-Expense-Report
https://help.certify.com/hc/en-us/articles/115009215847-PDF-User-Guides
https://help.certify.com/hc/en-us/articles/115002287208-Accounts-Payable-Report
https://help.certify.com/hc/en-us/articles/204390850-Switching-To-Another-User
https://help.certify.com/hc/en-us/articles/204493090-Resetting-a-User-s-Password
https://help.certify.com/hc/en-us/articles/1260805263209-Resending-Welcome-Emails-to-Individual-Users
https://help.certify.com/hc/en-us/articles/115009215847-PDF-User-Guides
https://help.certify.com/hc/en-us/articles/202556994-Configuring-Multiple-Currencies
https://help.certify.com/hc/en-us/articles/360043405613-Adjusting-Currency-Conversions
https://emburse.wistia.com/medias/27loc7d9f3
https://help.certify.com/hc/en-us/articles/360026647514-Expense-User-Role-Overview
https://help.certify.com/hc/en-us/articles/203706644-Expense-Types-in-Certify
https://help.certify.com/hc/en-us/articles/115000690914-Custom-Output-File-Overview
https://emburse.wistia.com/medias/zyaaom1irf
https://help.certify.com/hc/en-us/articles/204003690-Create-New-Users
https://help.certify.com/hc/en-us/articles/203675914-View-Edit-Users
https://help.certify.com/hc/en-us/articles/217870388-Using-the-Bulk-Credit-Card-Upload-Tool
https://help.certify.com/hc/en-us/articles/360046794453-Managing-Your-Company-s-Security-Settings
https://help.certify.com/hc/en-us/articles/204862280-Sending-Welcome-Emails
https://help.certify.com/hc/en-us/articles/360047219513-Send-Emails-to-Users
https://help.certify.com/hc/en-us/articles/360034525214-Manually-Linking-Non-Reimbursable-Expenses-to-a-P-Card
https://help.certify.com/hc/en-us/articles/115000683073-Transferring-Ghost-Card-Expenses-to-Another-Wallet
https://help.certify.com/hc/en-us/articles/209092897-Data-Archive
https://help.certify.com/hc/en-us/articles/204390850-Switching-To-Another-User
https://help.certify.com/hc/en-us/articles/204493090-Resetting-a-User-s-Password
https://help.certify.com/hc/en-us/articles/1260805263209-Resending-Welcome-Emails-to-Individual-Users
https://help.certify.com/hc/en-us/articles/115009215847-PDF-User-Guides
https://help.certify.com/hc/en-us/articles/202556994-Configuring-Multiple-Currencies
https://help.certify.com/hc/en-us/articles/360043405613-Adjusting-Currency-Conversions

