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Hello, my name is Archana. Welcome to training for Release 11. In this session we will talk about what’s coming in Oracle Expenses Cloud for Simplified Expenses Reporting.

Notes
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For the enhancements covered in this training, we’ll give an overview, followed by more details to explain how you can use them, and what business value they bring.  Then we’ll walk you through a demonstration.   Lastly, we’ll explain what you need to consider before enabling these features in your business, and what you need to know to set them up.

Notes
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Slide notes

Creating and submitting expense reports quickly and effectively is essential for supporting a quick reimbursement process for employees, contingent workers and corporate card issuers. Oracle Expenses Cloud provides tools for users to achieve this in a straightforward, explicit and efficient way.  All facets of the reimbursement flow which includes booking travel, entering, approving , processing and ultimately reimbursement is expedited. Each of these areas that are enhanced in release 11, play an important role. 

In this presentation we will discuss:

•  A new, initial page that helps new users get started in initiating and completing important tasks

•  Enhancements to existing pages that provide a new simplified user experience for existing users

•  Consolidated action-driven work areas that organize information logically while surfacing the most relevant and critical information to the user. Information is presented in such a way to inform users on outstanding items and their status

•  Expense item creation has been simplified to ensure that users are unencumbered with unnecessary information and can quickly create and update expenses

•  Similarly, the expense report creation and submission process is simplified.  Information is presented in a way that highlights the most relevant and important information to users and directs them on how to address any existing or outstanding issues.

Notes
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First we will discuss the how we have simplified the experience for a new user.

Initially, new users do not have expense reports or expense items in the application.  When transactional information is non-existent, they are directed to a page from where they may ‘get started’  with expense reporting. The ‘Expenses Product Tour’ page, introduces a simple way to get acquainted with the Expenses application and entering expense reports.

A product tour video is available, on demand, that demonstrates to users how to create and submit expense reports. To support and expedite expense reporting, the page contains short cuts to important actions, such as creating an expense report, creating expense items, and managing bank accounts. 

As soon as users create expense items or expense reports, they are taken to the Expenses work area which provides a quick overview of current expenses transactions. When expense transactions exist, the user experience changes slightly; the experience is no longer considered ‘New’.  Consequently, logging into the Expenses application, navigates the user to a summarized overview page.  However, because of the high value of presenting a clear starting point, users can revisit the ‘Expenses Product Tour’ page at any time.  Likewise, they can navigate back to the Expenses overview  pages by clicking the action link, ‘Go to Travel and Expenses’.

Next, we will discuss the elements of all of the simplified transactional overview pages.  In Release 11, these are considered common themes that are prevalent in an existing user’s simplified user experience.

Notes
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The Expenses overview page is enhanced to support clarity and agility in performing work. The new pages provide users with a clear overview of the status of their expense items, expense reports, cash advances, trips and approvals responsibilities. This information is summarized into five information tiles. Information tiles organize information based on distinct business objects and surfaces any outstanding, actionable items to the user. All items that require action are highlighted in red for clarity. Each information tile has a corresponding detailed view, which is displayed below the tile. Specifically, end users can create and update transactional information quickly and address outstanding issues that may impede this task. 

Within each of the information tiles, users are apprised of critical, actionable messages.  Presenting this information to the user upfront, eliminates the inconvenience and frustration of drilling into the details to consume this information.

Users can easily navigate to supporting information at any time. This is particularly important when information requires user action. In these cases, messages are linked, allowing the user to navigate to this related information.

We will look at examples of these concepts as we review each information tile.

Notes
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Locating data quickly is critical in Release 11. 

Each information tile summarizes the transactional information into unique groupings. From the information tile, users can click on the count that is displayed and filter the related data below it. In this example, when the Overdue card charge number is clicked, the data below is filtered to only show the overdue card charges.

One of the goals for navigating between information tiles, is to present information in an orderly and consistent manner.  By doing so, users become adept in looking for similar information in similar locations. Locating information becomes predictable. For example, the unique business object and identifiers will always appear in the first column.  Important messaging will always appears below that.  Amounts are typically seen in the last column.

Notes
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Common to all expenses work areas, is an actions menu and fly out panel drawer. From here users can create an expense item, create an expense report, request a cash advance, book travel or return to the initial product tour page. They can also perform administrative tasks like, managing bank accounts and managing delegates. Regardless of the information tile that is in view, users can easily initiate the creation for any type of transaction. Accessible navigation to relevant tasks prevents constraining users to visit the relevant tile to take an action.

The fly out panel will also allow users to search on information related to expense items, expense reports, cash advances and corporate card transactions regardless of the information tile is currently in focus.

To illustrate these concepts that support simplified expense reporting, let’s first start by examining the Expense Items information tile.

Notes
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Slide notes

When users navigate to the Expenses work area, the default view is the Expense Items information tile. The detailed view of the Expense Items tile shows all expense items that are not included in any expense reports. This includes both corporate card transactions and cash transactions. 

Submitting corporate card charges on a timely basis is critical. Delays in this task may cause potential penalties to the user and/or their employer. As a reminder, not only are the number of overdue charges surfaced in the information tile, but they are also highlighted in red in the table’s list view. In addition, all new corporate card transactions are denoted with the highlighted text, ‘New’. 

On occasion, users may place card charges into a disputed status.  Disputed transactions are flagged to the user. When a corresponding credit is imported into the system, the user will see an alert. The message advises the user to address the issue and provides a link to an associated page. From this page the user can take additional actions or drill down to a detailed view. Similarly, users may be alerted to potential matches between card charges and expenses created via a mobile device.

Users who incur the same expense on a weekly, monthly or yearly basis can set the system up to automatically create that recurring expense. Like new corporate card changes, recurring expenses that are automatically created are also denoted with the highlighted text, ‘New’.  We will discuss in more detail, later in the presentation.

The Expense Items informational tile is the comprehensive source of all actions related to expenses.  From here, not only can user set up recurring expenses and add expense items to new or existing reports, but they can perform basic tasks such as:

• drilling into expense item details

• Creating expense items

• Updating expense items

• delete cash expense items

• duplicating cash items

Notes
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Slide notes

The Expense Reports information tile summarizes the status of expense reports that are currently not paid or ready for payment. In other words, users will see a summary of reports that require action, are in progress or in approval. These totals are summarized in the information tile. 

A quick overview easily identifies the reports that need intervention.  Report that require action include those that have requested more information,  are on hold due to pending receipts, require the individual's approval or require the individual’s response.

Any reports that generate an action notification is distinguished by a notification icon.  Users can conveniently click on the link and proceed with addressing any outstanding information. At any time, users can always drill into the report and verify the contents.  

With the goal of presenting information in a simple and consistent format, not only does the user sees high level indications of the contents of the report but is also apprised of any outstanding receipt issues that must be resolved. 

Notes
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Slide notes

From the Approvals information tile, approvers can easily get an overview of the items pending approval. The information is categorized into expense reports and cash advances. This allows managers to quickly identify high value expenses that are waiting for approval. This helps in two ways – it allows managers to understand the impact on their budget and address them quickly for downstream processing. 

The number of days that the approval has been in the queue is displayed to draw the user’s attention to the urgency of taking action.  If needed, the Sort By option allow the user to sort the requests by multiple criteria. 

Approvers can drill down to the expense reports and review details of each expense. Expenses with policy violations are highlighted upfront. Approvers can also review similar expenses that the user has submitted in the past, previous policy violations, and previously rejected expenses. With that information they can make informed decisions and spot questionable expenses. 

Notes
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Slide notes

Consistent with other information tiles, the Cash Advances information tile summarizes the status of the cash advances. Users can scan through the overview to quickly identify cash advances that are overdue and therefore must be consumed by submitting an expense report. Or s/he may see cash advance requests that require attention such as those that require more information or were rejected by an approver.

Unique messages are communicated to the user, at a glance.  For example, information informing users which cash advances are paid and available for application to a report.  There is indication on which report or how many reports have been applied to an available cash advance. In the same vain, there is messaging that is particularly helpful when cash advances are paid, and there are still outstanding balances.  

Notes
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Slide notes

Successful travel management has a substantial positive effect on employee satisfaction and productivity by simplifying the employee travel experience from booking travel to submitting and approving travel related expense reports. 

Consistent with all other information tiles, the Trips tile allows users to take actions related to travel and trips. Specifically, it

•   provides integrated booking access from Expenses directly to GetThere.  A single button or Action taken from the actions menu allows user to book travel directly. 

•   provides automatic creation of trip expense reports with a link to associated travel itineraries for quick and accurate report creation. Expense reports that are auto-created from a trip will include all expenses and cash advances that fall between the start and end date of the trip.

•   alerts are visible to users to canceled or updated travel reservations are displayed in red

•   users can drill down on a trip to review the complete itinerary for each trip. 

•  it also provides approvers and auditors visibility of variances between booked and expensed amounts, as well as, booking policy violations and justifications after expense reports are submitted.

Notes
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Slide notes

The Create Expense Item page groups information into tabs for ease of entry. 

• The concept of ‘progressive disclosure’ in creating new expense items is utilized. The effect is that the most relevant fields are presented only when they are necessary.  For example, at the onset, only the most basic, common information is presented to the user.  After an expense type is selected, only related information will be displayed.  This removes unnecessary information that can cause potential distractions to the user.

• Itemization is visible in a separate tab. Creating itemizations in a tabular format, makes it easier to verify the charges. 

• The business, personal, and the remaining amounts are displayed on the top of the screen for clarity.

• Attendees, which are a subset of the expense are also displayed in a separate tab, similar to the concept of displaying itemized lines in separate tab. Depending on the policy, users can enter employee and non-employee attendees.

• In both the itemizations and attendees tab the user is able to clearly review the breakdown of charges. This organization is effective in ensuring expenses are entered accurately.

Notes
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Slide notes

As mentioned earlier in this presentation, users who incur the same expense on a weekly, biweekly or monthly basis can set the system up to automatically create that recurring expense. For example, an employee can quickly set up monthly internet bill as a recurring expense. When the recurring expense is set up, it will be automatically be created as an expense item according to the frequency specified. This is accomplished using an action that is available in the Expense Items information tile. This helps save time as the employee no longer needs to manually create recurring expense items. Similar to new, available corporate card transactions, recurring expenses that are automatically created are denoted with the highlighted text, “New”.  Recurring expenses also include the related frequency.

Notes
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Slide notes

The expense reports page supports quick and easy expense report creation. The layout of the page allow users to be apprised of the requirements and nature of each expense in a methodical and succinct way. The ways in which this is accomplished are: 

• The expense report total is expanded to view amounts that are reimbursable to the user and the amounts that are owed to the card provider. Users who have grown accustomed to this information, can collapse the region to hide this information providing more real estate to see more information.

• Users can easily identify the errors for each item that must be fixed before submission while continuing to enter additional expenses. The inline messages allow them to quickly identify the information that needs to be corrected.

• Company policies are enforced automatically. If a policy violation is detected, application warns the user or prevent report submission depending on the company setup. Policies that are available are the followings: entertainment, mileage, meals, accommodations, airfare, and miscellaneous. 

• Users can apply projects or accounts to all or selected expense items with a single click. The ability to ‘mass update’ project information expedites the creation and submission process.

• Users can review the receipt requirements upfront and attach receipts directly from the expense report page.  The need to drill into the expense item or get information after submitting the report is removed. 

Notes
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Slide notes

What is the business values gained from these new enhancements?

Grouping information into logical units allowing users to locate critical information quickly.  A clear summary provides quick status of expense reports, items, trips etc. 

Depending on the use of expenses in a company a user sees only what they need to see. Highlighting relevant and actionable items enables users to address open items promptly, ensuring quicker reimbursement.

Improved user experience is easily attained by providing intuitive navigation to critical and supporting information. Items that need immediate attention are highlighted for clarity. New information is highlighted with colors.

Easy navigation allows users to access the tasks quickly.

Notes
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Here is the summary of the features I have talked about today.

•  A simplified user experience address both new users and existing users. 

• The New User Experience is the initial page that helps new users get started in initiating and completing important tasks

• Existing pages are also enhanced to give users a consistent user experience from creating and updating transactions to addressing outstanding issues requiring the user’s attention.

• Actionable Driven Work Areas consolidate actionable-driven information.  Using the concept of information tiles and corresponding list view, information is organized logically while surfacing the most relevant and critical, time dependent information

• Intuitive Expense Item Creation ensures that expense item creation is unencumbered with unnecessary information. Users can quickly create and update expenses.

• Streamlined Expense Report Creation simplifies the expense report creation and submission process.  The most basic, important information is highlighted to the user. Information is presented simply directing uses on how to address any existing issues if they exist and if they persist.

Notes
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In this implementation advice section we will go through what you need to consider before enabling these features in your business, and what you need to know to set them up.

Notes
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Slide notes

All of the features covered in this training are automatically available after upgrade. 

All features can be accessed through existing shipped job roles and no setup is needed.

Notes
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This table details the shipped job roles that will access the new capabilities covered in this training.

Notes
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The business processes associated with the new capabilities covered in this training are detailed here.

 The high level business process is Manage Expenses with 3 activities.  The first activity is ‘Enter Expense Report’.

Notes
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The remaining 2 activities are, Approve Expense Report and Manage Trips.

Notes
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Other training modules for Release 11 that are related to these new capabilities and are recommended viewing are Policy Compliance for Airfare and Car Rental Expenses.

Notes
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Slide notes

Information that was presented in Release 10, still exists. However, the way to access this information has been revised in Release 11. In the next part of this presentation, we will go through a comparison of specific UI elements in Release 11 and where they had existed in Release 10.

We will go through the following UIs:

• Expense Items Information Tile

• Expense Report Information Tile

• Itemization

• Capture Attendees 

• Expenses Preferences

Notes
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Slide notes

Next we will compare the user interface between Release 11 and Release 10. While all the same information is available in both releases, the user interface is slightly different.

First we will look at the user interface in the context of expense items that are not yet submitted on expense reports. 

• First, compare the UI denoted by the number 1. In Release 10 expense item are broken down into 3 tabs: Business, Personal and Disputed Transactions in tabs.  In Release 11, expense items are grouped using an information tile.  The information tile groups expense items into card charges, cash  and overdue card charges.

• Next,  compare the UI denoted by the number 2. In Release 10 available expense items can be added to a new or existing report using an Action from the Action menu. In Release 11, these action occur using an actions button.

• Next compare the UI denoted by the number 3. In Release 10 itemize expenses are illustrated using a cascading tree table.  In Release 11, itemized lines are highlighted by using informational text. The UI is simplified by removing the clutter of a tree table and instead informing in text, the number of related itemized lines.

Notes
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Slide notes

While still in the context of unused expense items, compare the UI denoted by the number 4. In Release 10, disputed card transactions are seen in the tab called, ‘Disputed’. In Release 11, disputed transactions are highlighted with a disputed flag.

Compare the UI denoted by the number 5. In Release 10 aged corporate card transactions are highlighted with a warning icon. In Release 11, aged transactions are illustrated using information text next to expense item. In addition , the information tile summarizes the total number of overdue transactions.

Next,  compare the UI denoted by the number 6. In Release 10, cash transactions are deleted by using an Delete Expense Item Action from the actions menu.  In Release 11, cash transactions are deleted by clicking on the remove icon in the list view row.

Notes
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Slide notes

Now, we will look at the user interface in the context of expense reports.

• Compare the UI denoted by the number 1. In Release 10 expense reports that are still work in process or submitted for approval are broken into 2 tabs: In Progress and Pending Approval. In Release 11, expense report summaries are visible in the Expense Reports information tile.  In this tile the breakdown is by ‘Requires Action’, ‘In Progress’ and ‘In Approval’.

Next,  compare the UI denoted by the number 2. In Release 10, expense reports are deleted using the Delete Report Action from the actions menu.  In Release 11, expense reports are deleted by clicking on the delete icon in the list view row.

Notes
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Slide notes

Next, we will look at the user interface in the context of Approvals.

Compare the UI denoted by the number 1. In Release 10 reports requiring manager approval is visible in the Requiring My Approval tab. In Release 11, reports requiring manager approval are visible in the Approvals information tile.  

Next, compare the UI denoted by the number 2. In Release 10, a request for a cash advance approval will appear in the managers notifications list.  In Release 11, a request for a cash advance approval is visible in the Approvals information tile. 

Lastly, compare the UI denoted by the number 3. In Release 10 processed reports are visible in the Processed tab. In Release 11, processed reports are no longer surfaced in the work area. They are no longer considered current information.  Instead, processed reports can be retrieved from the Manage Expense Reports search utility.

Notes
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Slide notes

Next, we will look at the user interface in the context of itemization.

• Compare the UI denoted by the number 1. In Release 10 itemization details are seen in the expense item secondary window.  The entire window is dedicated to managing the itemization.  In Release 11, the itemization is accessible in a page. The page is divided into 2 tabs.  One tab displays the parent expense and the other tab displays the itemization details.

• In the UI denoted by the number 2, you can see that in Release 10 the itemization details for each child line is seen in the same window. It uses a traditional master-detail representation. In Release 11, itemization details are accessible from the itemization tab, list view.  Each itemization line in the list view can be expanded to see the applicable detailed information. 

• The UI denoted by the number 3 illustrates how the user can classify a child line as personal.  In Release 10, the user selects the value, ‘Personal’ from the Expense Class choice list.  In Release 11, the user select the ‘Personal’ check box on the child line.

Lastly, compare the UI denoted by the number 4. In Release 10, child lines are deleted using the Remove Line Action from the actions menu.  In Release 11, itemization lines are deleted by clicking on the delete icon in the list view row.

Notes
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Slide notes

Next, we will look at the user interface in the context of Attendee capture.

• Compare the UI denoted by the number 1. In Release 10 attendee details are invoked using a link in the expense details window.  When the user clicks the link secondary window is invoked that is dedicated to attendee capture. In Release 11, attendee information is accessible in a page. Similar to itemizations the page is divided into 2 tabs.  One tab displays the entertainment expense and the other tab displays the attendee details.

• Compare the UI denoted by the number 2. In Release 10, attendees are deleted by selecting a row and clicking on the Remove icon.  In Release 11, attendees are deleted by clicking on the delete icon in the list view row.

Notes
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Slide notes

The final item to compare is the Expenses Preferences. If you examine the UI denoted by the number 1, you can see that in Release 10 there was an expense report validation preferences.  In Release 11, this preference no longer exists.  

This concludes this presentation, thank you for listening.  You can easily pause and rewind any of these slides if you require additional time to take in the detail.
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