
TOTEM EXPENSE

MANAGEMENT MODULE

COLLECT EXPENSE DETAIL

VIA IPHONE OR ANDROID

User can indicate claim is billable or not

If over x value, or a particular type,

remind user that a receipt is needed
SUBMIT VIA MOBILE

DIRECT MANAGER TASKS

Approve or Reject

If rejected system 

provides notification to user

Confirm account and if 

billable and/or 

requires markup

INTERIM REPORTS

Daily digest to User

Daily digest to Accounts

Daily digest to Manager
ACCOUNTANT'S TASKS

Accountant to indicate preliminary

validity (in principle - subject to 

submission of receipt) or rejection

Allocation of Expense account

PRELIMINARY

PROCESSING

Send statement via email

to notify user to

   1 - advise status

   2 - if necessary to printout

         the statement and attach 

         required receipts and submit

Email rejection notification

FINAL PROCESS

Cut off date - final approval by accountant

System prepares report to Payroll

System notifies staff of payments in payroll

and any unprocessed claims

System prepares summary of claims by

Account Type for General Ledger posting

WIP for Client

Expense for Entity

Adjust staff advances (if any)

NOTES

Any claims not supported 

by documentation remain 

outstanding until formal 

rejection or proper 

documentation received


