Nexonia User Training Guide: Integrating a Personal Credit Card

You can use Nexonia to import your personal credit card transactions, and claim expenses based on your transaction information. The
transactions from your credit card are linked to your Nexonia profile and are then useable within your expense reports.

Benefits:

v Transactions available on a daily basis rather than waiting until month end.

v You select the transaction and Nexonia will automatically fill in information in your expense item.
v You can delete any transactions that are personal and not business related from your profile.
v

No missed payments or expenses: all the transactions are visible to you in Nexonia.

There are two methods for importing your personal credit card transactions into Nexonia:

A. Automated feed from your bank - transactions are delivered into your account automatically on a daily basis, appearing within
24-48 hours of being posted by the transaction vendor.

B.  Manual upload of your credit card statement as a .CSV formatted file. This upload will add those transactions in this file and make
them available in your Nexonia profile.

Please note: adding credit cards using either method means the transactions are reimbursable to the employee. For any other cards
which should be non-reimbursable, such as business or corporate cards, speak to your internal administrator who will need to set the card

up.
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Nexonia User Training Guide: Integrating a Personal Credit Cards
Credit Card: Initial Set Up

To start the process of integrating your personal credit card transactions, log in to Nexonia on the web.
e (o to the Expenses module.

e Next to [Add Report] you'll see a button marked [Cards]. Clicking this will open up the credit card transaction page. This
is where you’ll find any current cards and transactions that have been added to your Nexonia profile, as well as options
for integrating a new personal credit card.

Note: if you have a business or corporate credit card already linked to your account, you’ll see them here. You can connect as
many cards as you need to your Nexonia profile.

NEED HELP? TOM TRAYNING v
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Tom Trayning v LOLRCCT R 8 Cards  Adtionw Y Filter by < Refresh @ Policies

ACTION ©® @ ! « CcoET  EmPLOYE APPROVER TITLE DATES COUNT REIMBURSE PAID PAIDDATE W TorALl

Wed, 05/11/2016

Fri, 05/20/2016 18/21 " 50.00 - $1,915.85

Actionv @ == 1006  Tom Trayning CC Expenses for May 2016

Actionv @ > 1005 TomTrayning Jason Carin  Expenses for Of-Site Thu, 03/24/2016 22 > $89.67 > $89.67
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Personal Credit Card Integration
Method A: Automated Feed From Your Bank

1. From the “Card Transactions” window, click the [Manage Cards] button.
This will open a window labelled “Cards”.

2. To set up an automated import of your personal credit card, select “Add
Card from Your Bank”. T T

Paid By Transaction Source. File Format

3. Search through the Financial Institution list to select your bank. Once you
find your bank, click the > arrow. Note: there may be multiple copies of your
bank in this list as there are multiple sources for this data. Looking at the
website may help narrow it down.

4, Once you’ve selected your bank, a new authorization window will appear, :;:“::::;:;";::‘::r;t::::;ﬁr??yt:::::;::7::;12::::;?;::‘3;:::.:;22": i e e o e o o e
asking you to log in to your bank’s website. These would be the same e —
credentials you would use to view your statement online. Enter the s com Rt G G o ot
credentials, and click [Authorize]. After a few moments, you'll see a window AP ——
indicating the connection was successful, and the card has now been added e e —

to your Nexonia profile.

Please note: Your account information is not stored in our servers. They are safely Authorization: www.chase.com
managed by our providers to ensure the confidentiality of your information. You only
need to provide these credentials to initiate the connection. This allows the bank to e B
send us a security token that gives us permission to import your statement feed. ase s
Password:
No User Name or Password is retained by Nexonia, they are deleted
i m med iately- Please note that you're connecting your bank account transaction data to CarlinCo's use of Nexonia, and as such their

administrators or any other users assigned to edit your expense reports can see the available transactions. They cannot see
any transactions you delete nor can they see your account list. They'll only see what you personally chose to connect to
Nexonia. Your account information is not stored in our servers. They are safely managed by our providers to ensure the

If your card connection failed or you're having difficulty integrating, you can contact
help@nexonia.com_for further assistance.
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Personal Credit Card Integration
Method A: Automated Feed From Your Bank

Once you’ve added your automated credit card feed from your bank to Nexonia, your new credit card transactions will be
automatically loaded in your Nexonia profile 24-48 hours after they are posted by the vendor. Once you have credit card
transactions in your profile, you can use them to create expense items within an expense report.

You also have the ability to delete any old or personal/non-business related charges from this list (see page 7).

Card Transactions

Test Name (35) Manage Cards m m
m Mark Duplicate(s) Upload... Include Ignored Transactions' Include Duplicated Transactions

] Transaction Date Vendor Description Amount MCC Code

05/08/2016 AROMA ESPRESSO 2974241 2:15PM $17.10
05/08/2016 DELICA KITCHEN 1440 Yonge Street Toronto $14.97
05/08/2016 HOTEL HOLIDAY INN 61396 9:19PM $568.00
05/08/2016 HYATT HOTELS VINEYARD SANTA ROS 8479294 11:04AM $233.62
05/08/2016 INSOMNIA 0876443 2:54PM $89.20
05/07/2016 BAR RAVAL 505 COLLEGE ST $147.90
05/06/2016 AAA TAXI 2974241 2:15PM $19.00
05/06/2016 ELECTRIC MUD BBQ 9837646 3:54PM $111.02

05/06/2016 UTOPIA 7374574 11:54AM $33.62

05/05/2016 BARHOP 9556284 5:56PM $55.31
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Personal Credit Card Integration
Method B: Manual Upload of a .CSV File - Setting Import Rules

This method allows you to manually upload a .csv file of your credit card transactions into your Nexonia
profile. The first step is to set up the manual upload profile and define the .csv import rules. You'll only
have to do this once per credit card.

1. From the “Card Transactions” window, click the [Manage Cards] button. This will open a window
labelled “Cards”.

2. To set up an automated import of your personal credit card, select “Add Card for Manual
Upload”.

3. You'll see a “Card Transaction”. This is where you set up the .csv import rules for the credit card
statement you’ll be uploading: Card Transaction

a. Name - the name that will be displayed when you view the transactions. Use something
descriptive, like “Tom Trayning: Personal AMEX” so you can tell which card it is easily. sescrption

b. Description - description of the card. You can use the same values as the “Name”. currency: o

C. Card Type - pick the type of card you’re adding. Trensaction'Souresti  Manuailpload

d. File Format - you need to select the File Format of the credit card statement. This is how a5y rooree
the upload knows which information is which, based on the pattern of information in the Memo Read-Only:
statement. File Format: Choose One (Edt)

e. Lines in Header - how many rows of the .csv file comprise a Header? If none, this should tinesIn eader °
be “0”. If there is a header, enter the number of rows before you get to the transaction
details in the statement.

f. Encoding - typically leave at the default ISO-8859-1

g. Active

Name:

Card Type: < Choose One > &

Skip Duplicate References: [
Have Receipt Default: Category 4
Encoding: 150-8859-1 4

Active:

Click OK. This will create the upload rules for that card. Click [Close].

If you you need any assistance with this method or need help with the file format, you can contact
help@nexonia.com_for further assistance.
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Personal Credit Card Integration
Method B: Manual Upload of a .CSV File - Upload Instructions

Once you've defined the credit card import rules, you’ll be able to upload a .csv formatted file of
credit card transactions into your account. Best practice is to do this at least monthly, but you
could do this as frequently as needed.

Instructions for Uploading Credit Card Transactions:

1. First, download the .csv formatted credit card statement from your financial institution to
your computer.

2. Log in to Nexonia. Go to Expenses and then Cards.

3. From the “Card Transactions” window, click the [Manage Cards] button. This will open a
window labelled “Cards”.

4. In the top left corner you’ll see the name of the Card you’ll upload the statement for- if you
have more than one card for your profile, this may be a drop down menu where you need
to select your personal card.

Notes about the transaction statement file:

5. Click [Upload]. This will bring up a window where you'll be asked to Select a file to

upload. This file must be in .csv format. If you
. . o ) . download it from the bank, it should be in
6. Click [Choose File] - this will open a window to your computer where you can navigate csv format. If not, you will need to convert it
and find the .csv file you want to upload. to this format ’
7. Select the file you want to upload, click [OK]. If you preview or open the file in MS Excel or

another program, ensure you are saving it as
a .csv file. Saving it as an Excel formatted
file will cause an error if you try to upload it.

8.  Once the file uploads, you'll then see a list of credit card transaction uploaded under Card
Transactions.
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Personal Credit Card - Removing Personal/Non-Business Charges

Once your credit card charges are in your profile, you may want to delete or remove any of the charges that aren’t going to be used in
your expense reports, such as personal credit card transactions or old transactions you’ve already claimed.

1. From Expenses, click on [Cards] to view the list of credit card charges.
2. For any charges you want to delete, click the Checkbox next to that transaction line item.
3.  Once you've finished selecting the transactions, click the [Delete] button. This will delete those transactions from Nexonia.

Note: you cannot undo or recover a deleted transaction. If it's a charge you might need later, you may wish to Ignore the charge instead
of Delete. “Ignore” allows you to filter the transaction from your available charges, but you can always bring it back later if needed.

Card Transactions

rest e 2 [ =

Mark Duplicate( J WP include Ignored Transactions  Include Duplicated Transactions

Transaction Date — Amount MCC Code

Card Transactions

st vame 22 S =
m Mark Duplicate(s) TS include Ignored Transactions| Include Duplicated Transactions

[ ] Transaction Date Vendor Description Amount MCC Code

05/08/2016 AROMA ESPRESSO 2974241 2:15PM $17.10 05/08/2016 AROMA ESPRESSO 2974241 2:15PM $17.10

DELICA KITCHEN 1440 Yonge Street Toronto $14.97 05/08/2016 DELICA KITCHEN 1440 Yonge Street Toronto $14.97

HOTEL HOLIDAY INN 61396 9:19PM $568.00 ® 05/08/2016 HOTEL HOLIDAY INN 61396 9:19PM $568.00

HYATT HOTELS VINEYARD SANTA ROS 8479294 11:04AM $233.62 05/08/2016 HYATT HOTELS VINEYARD SANTA ROS 8479294 11:04AM $233.62
s/08/2016 INSOMNIA 0876443 2:54PM $89.20 05/08/2016 INSOMNIA 0876443 2:54PM $89.20
05/07/2016 BAR RAVAL 505 COLLEGE ST $147.90 N5/06/2016 AAA TAXT 2974241 2:15PM $19.00
05/06/2016 AAA TAXI 2974241 2:15PM $19.00 05/06/2016 UTOPIA 7374574 11:54AM $33.62
05/06/2016 ELECTRIC MUD BBQ 9837646 3:54PM $111.02 05/05/2016 HYATT HOTELS VINEYARD SANTA ROS 1536636 9:54PM $433.25
05/06/2016 UTOPIA 7374574 11:54AM $33.62 05/04/2016 Amazon.com - AMZN.COM/BILL_WA 3743886 $23.90
05/05/2016 BARHOP 9556284 5:56PM $55.31 05/04/2016 Amazon.com - AMZN.COM/BILL_WA 5734575 $35.76
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How to Use Credit Card Transactions: Web Application

You can use your credit card transactions to create expenses. From inside the expense
report, if you select a card transaction and click [Create], your transaction is converted to

TME Training Report SUBTOTAL  $0.00

CODE 1007
TOTALDUE ~ $0.00

an expense item. EMPLOYEE Tom Traying
1. FirSt, create an expense report or open an existing one. Items (0)  Weeks (0) Sy Manage Recelpts (0) ~ Show Recelpts  View PDFv
2. Inside the expense report, you'll see a button labelled [Add from Card son e e— moser fo— oaoar Tow
Transaction] ) There are no items o display
3. Clicking [Add from Card Transaction] brings up a list of available credit card
transactions.
. Test Name (32) = cisores | niem + project: | Adminitraton
4. Select the Expense Category for your transaction*. You should see the check P T e T e
box marked for that transaction automatically. = rE—
5. Click [Create], and this will convert your transaction into an Expense Item in the e e s
Expense Report. : o P S —

6. When you create an expense item from a credit card transaction, information like
the Date and Amount are pre-filled and locked into the expense — they can’t be

changed.
Card: = Test Name  Linked (0)
Customer:  Internal + o ©
7.  Any extra transaction details will be delivered into the Memo field. You can add —
more details here if needed. Catogory: | Mot reaiac
Date: 05/08/2016
8. Link the expense item to a receipt and your item is complete! d m
s s | T
Billable: No
Once you convert a credit card transaction into an expense, it will be removed from the Tt
Credit Card Transaction list. You'll only see the outstanding charges in that list.
* Note: this example is a generic sample. Your organization may have additional details -

required from you as part of your expense.
save anacory [ EEETED

ne®n|a Delighted Customers. Unbeatable Integrations.




How to Use Credit Card Transactions: Mobile Application

@000 ROGERS & 5:46 PM 7 @ 84% 4 ®ee00 ROGERS & 5:46 PM 7 © 84% D4

eee00 ROGERS & 5:46 PM 7 9 84% )4
¢ ne@nia < Home Transactions v £ Transactions Select a report =+
Tom Trayning TEST NAME (32)
CarlinCo
Last sync just now Sun, May 8 $233.62 Training Report
HYATT HOTELS VINEYARD SANTA ROS  : 8479294 11:04AM
CC Expenses for May 2016
Sun, May 8 $89.20
Reports Approvals INSOMNIA : 0876443 2:54PM Expenses for Off-Site (#1005) o
+ + Sun, May 8 $17.10 No linked receipts
D E| @ ‘ROMA ESPRESSO  : 2974241 2:15PM
Report Item Camera
Sun, May 8 $568.00
@ @ HOTEL HOLIDAY INN  : 61396 9:19PM
) Sun, May 8 $14.97 AMOUNT $17.10
Tip Calculator Settings Suggestion
DELICA KITCHEN : 1440 Yonge Street Toronto
CURRENCY i+ CAD
=
Fri, May 6 $19.00
Training Report CC Expenses for May 2... . y DATE Sun, May 8, 2016
AAA TAXI : 2974241 2:15PM s '
$0.00 1 $1,915.85
Wed, May 11 - Fri, May... Fri, May 6 $33.62 STATUS Draft
. UTOPIA  :7374574 11:54AM CREDIT CARD visa Test Name
Internal
HYATT HOTELS VINEYARD SANTA ROS : 1536636 9:54PM
Wed, May 4 $23.98 Split
1. On the mobile app, you'll find the credit card transactions located under the Transaction icon.
2. Tap the icon to access the list of transactions.
3. Tap the transaction you want to turn into an expense item.
4, The application will ask you which expense report do you want to add the transaction to; tap that report.
5. You'll now see an expense item created from the credit card transaction.
6. Attach the receipt - take a photo of it!, import it from the camera roll?, or retrieve it from the available receipts stored in this expense report®.
7. Add any other details, and Save.
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