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Business Trip Manager Version 1.0
Thank your for using NusantaraSoft Business Trip Manager!

The following User Guide shows you all the features of Business Trip Manager and helps you
to get started with managing your business trips.

Business Trip Manager will be frequently updated. Watch out for updates and download the
newest version of this User Guide from:
http://www.btm.nusantarasoft.net/download.aspx.

If you have questions or need support please visit
http://www.btm.nusantarasoft.net/help.aspx or e-mail our support.

If you haven’t gotten Business Trip Manager vet,
download it now from the Windows Store!

Contents

1. Get Started, Enter and modify your personal data and settings and create your first
trip
Add and Edit Trip Participants
Add and Edit Travel Data and Create a Driver’s Log
Add and Edit Accommodation Data
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Using the File Cabinet
Create and Print an Invoice
Create and Print an Expense Claim
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Business Trip Manager Version 1.0

1. Get Started

Learn in this chapter how to set up Business Trip Manager for the first use and create your
first business trip.

Get Started...

Business Trip Manager needs a few data from you to work properly

Your Name:

Company:

Home Country: Afghanistan

Home Currency: Albanian lek - ALL

Employee Number:

Tax Number:

Address:

City:

ZIP:

Phone:

You can change all settings later in the Application Settings Charm. All data will be stored locally and not submitted to Nusantarasoft or any third party.

Figure 1: Start screen for the first use

When you start Business Trip Manager for the first time, you will be asked to enter a few
personal data. These data are required for Business Manager to work properly. The
following input is required:

Your Name — to personalize your Business Trip Manager

Company —to address claims and invoices

Home Country and Home Currency — to calculate exchange rates and allowances
Employee Number — to address claims and invoices

Tax Number — to address claims and invoices

Address — to address claims and invoices

The entries for phone, fax and e — mail are optional. Please note that none of the data you
enter here will be submitted to NusantaraSoft or any third party.
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bHint:

Selecting the country from the dropdown list will in most cases automatically select the
corresponding currency.

Get Started...

Business Trip Manager needs a few data from you to work properly

Your Name: Johnny Traveller

Company: Big Business Inc.

Home Country:
S3o Tomé and Principe

Home Currency:
Saudi Arabia

Employee Number:
: Senegal

Tax Number: Serbia

Address: Seychelles

City: Sierra Leone
ZIP: Singapore
Phone: Slovakia

Maobile: Sloyenia

Fax:

E-mail:

You can change all settings later in the Application Settings Char 1. All data will be stored locally and not submitted to Nusantarasoft or any third party.

Get Started...

Business Trip Manager needs a few data from you to work properly

Big Business Iru:l

e Cc y: Singapore \G
Home Currency: Singapore dollar - 36D

Employee Number:

Tax Number:

Address:

City:

ZIP:

Phone:

Mabile:

Fax:

E-mail:

You can change all settings later in the Application Settings Charm. All data will be stored locally and not submitted to Nusantarasoft or any third party.

Figure 2: Country and currency selection.
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Get Started...

Business Trip Manager needs a few data from you to work properly

Your Name: Johnny Traveller

Company: Big Business Inc.

Home Country: Singapore

Home Currency: Singapore dollar - 5GD

Employee Number: 000-000-0815

Tax Number: 999-999-999

Address: Corporate Avenue 1

City: Singapore

ZIP: 333666

Phone: +651212121212

Maobile: +651313131313

Fax: +651414141414

E-mail: joh n.ttav@hngb:z.con{

You can change all settings later in the Application Settings Charm. All data will be stored locally and not submitted to Nusantarasoft or any third party.

Continue with the Business Trip Manager

Figure 3: Personal Data complete.

Please note, that you can always change your settings in the Settings — Menu.

(© Personal Data ¢

Business Trip Manager for Heiko Hans Blasius

5 i " T4840 Alcoa Major
New Trip Overhaul (Reassembly)

8 March

L [
o b N 1 —

T6109 / 6110 YTL Paiton Siemens Service Customer Visit Amata .

Warranty Issues Recognition Award Nakorn Thailand Sinagpore
vl 8515
L

T5510 / 5511 Bai Bang

Paper - Major Overhaul

Figure 4: Settings Menu

If you have entered all required data click or tap on the “Continue with the Business Trip
Manager” — button and we you are ready to create your first trip.

The Business Trip Manager Start Screen will be shown. Click or tap the box “New Trip”.
Alternatively you can swipe from the bottom and select the “Add Trip” — Menu.
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Business Trip Manager for Johnny Traveller

Actual Trip > Upcoming Trips > Past Trips >

New Trip

Figure 5: Business Trip Manager Start Screen. Tap the “New Trip”- Box to create a new trip or swipe from the bottom
and select the “Add Trip” — Menu.

Business Trip Manager for Johnny Traveller

Actual Trip > Upcoming Trips > Past Trips >

Customer Visit

19 January 2015 - 2 February 2015

anuary 2015 - 20 lanuary 2015

@ Export Trip Data @ Import Trip Data

The “New Trip”- page will be shown.
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© Add New Trip... © .8

.
{ Trip Mame: My Trip [ERTEY Business Trip v

“ Customer:
Reset

Tip Summary:

Allowance Left: Monday

[Total] Destinations:

Arrival: Departure: Currency: Conversion Rate: Add Destination

Monday Monday
Allowance per Day: m SGD
5G

Reductions: days Breakfast [REG Y

Figure 6: The New Trip Page.

Enter first the trip data as follows:

1. Trip Name —a unique name for the trip needs to be specified. The trip cannot be
created if there was no Trip Name given!

2. Trip Type — select the type of the trip from the dropdown list. Different trip types are
used in most companies to determine the amount of allowances and reimbursement
of expenses.

3. Customer address — can be left blank. This is used to create invoices and claims.

Fill in the Travel Plan Trip Start Section (Figure 7):

1. Select the trip start date and start country. By default your home country is selected
as the start country and actual date as start date. Selecting the country from the
dropdown list will in most cases automatically select the corresponding currency.

2. Enter the conversion rate either manually or click on the magnifier symbol. The most
actual conversion rate will be displayed. Copy and paste the shown rate. Please
ensure you always enter the rate as follows: 1 Foreign Currency = Home Currency as
shown in figure 7. The foreign currency is Indonesian Rupiah, the Home currency is
Singapore Dollar.
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Add To Calendar

© Customer Visit =

XE Currency Converter
Converter
\ :_. Trip Mame: ‘Customer Visit fates
) News:
Customer: Thai Power Company
Info
1.00 IDR=0.000105876 SGD
Change Image Indonesian Rupiah«—Singapore Dallar
Meeting regarding Power Upgrade >
- e O
Total Allowance:
: o v [ T R Y - [T K ()
Allowance Left: Monday
0 S6D  [pectinations:

Arrival: Departure: Currency: Conversion Rate: Add Destination

I [ T Y ) ET) ) K ()
Monday Monday

Reductions: days Breakfast REES W

Figure 7: The New Trip Page.

Enter Trip Destinations (Figures 8 — 10):

Enter all the destinations of your trip. You can enter multiple destinations even in different
countries. You need at least to enter one destination. Here, you will also set the amount of daily
allowances and any deductions from it. Steps for entering a destination are as convenient as the
steps for specifying the trip start and end dates.

1. Select the arrival date, departure date and country. Selecting the country from the
dropdown list will in most cases automatically select the corresponding currency.

2. Enter the conversion rate either manually or click on the magnifier symbol. The most
actual conversion rate will be displayed. Copy and paste the shown rate. Please
ensure you always enter the rate as follows: 1 Foreign Currency = Home Currency as
shown in figure 8. The foreign currency is Thai Bhat, the Home currency is Singapore
Dollar.

3. Specify the amount of daily allowance. The total amount will be automatically
computed.

4. Specify the deduction from the daily allowance. Usually, a percentage of the daily
allowance is deducted if meals are paid by the company or customer.

5. Click on the “Plus” — Button to add another destination. You can enter as many
destinations as you want. You repeat steps 1 — 4 for each destination.
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© Customer Visit

Li=T I EL  Meeting regarding Power Upgrade

o T - I

Monday

Change Image Mic-market rates: 2015-01-20 0451 UTC

_ Arrival: Departure: Currency:

D

SG! Monday

nee Left: Allowance per Day: m e}
SGD
f"I m Allowances tal Allowance: m 5C

Monday

Figure 8: Setting up the first destination: Arrival and departure date, country, currency and exchange rate.

© Customer Visit e

LT ERS  Meeting regarding Power Upgrade

05851

Monday

Arrivi Departure: Curmency: m Add Destination

826 onday Monday

Al LRI Allowance per Day. SGI
Reductions: days  Breakfast M 5GD

days Lunch

Dinner

Monday

Figure 9: Enter the daily allowance. The total allowance will be automatically computed.
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© Customer Visit = mm,

Meeting regarding Power Upgrade

- 058-61

Monday

Arrival: Departure: on Ra Add Destination

T19.8 SGD Monday Monday
Allowance Left: - wance per Da;:
719.8 SGD
Breakf st
Lunch
Dinner
Claim Allowances & fotal Allowance:

Monday

Figure 10: Specify any deductions from your daily allowance. All allowances will be automatically recalculated.

Enter the Trip End Section:

The trip end section will be automatically updated as you set up your trip destinations. Just check
the entries Business Trip Manager has made for you. Steps to modify the entries in the trip end
section are the same as for the start section.

Add Trip to your Calendar:

You can add your trip to your windows calendar. All your trip data will be automatically synchronized
with all your devices and Outlook accounts.

Save  Add To Calendar

Calendar

Customer Visit

Amata Stesl

m—mm— ©

Tuesday

I e T e e T e S ()

Figure 11: Click the “Add to Calendar” — Button and confirm the data in the popup.
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Removing the trip from the calendar is just as easy:

® ©

Remave trom Calendar

Mesting regarding Power Upgrade

Addd Destination

Figure 12: Click the “Remove from Calendar” — Button and ...

® ©

Remave trom Calendar

Calendar [ ]

You're about 1o delete this recurring

Customer Visit :

Amata Stesl Customer Visit

Thaitand

Scif

Mesting regarding Power Upgrade

Surcsy

SG0

Addd Destination

A ak e 3
T e T ) ) E) ) I ()

Figure 13: ... Confirm deleting the trip from the calendar in the popup.

Note: If you have added a trip to your calendar, the calendar data will be updated automatically
when you edit your trip data.
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Trip Successfully Deleted

ip was sucoestully deleted from your calendat

Figure 14: Please wait for the confirmation that the trip has been deleted from the calendar.

Finally, click the “Add Trip” — Button on top of the page to add your trip to the trip list.

Add To Calendar

© Add New Trip... @

A
' & Trip Name: Customer Visit

[
I.? L ~ Customer: Thai Power Company

Ad

Soi 8
Change Image Reset

_ Rl Meeting regarding Power Upgrade

Total Allowance:

[TLIGY Thailand Ul Location:

Arrival: Departure: Currency: jon Rate: Add Destination

Monday

days  Breakfast [RESEEEEY]

Figure 15: Click the “Add Trip” — Button to add the trip to your trip list.

Congratulations! You have just added your first trip! You now can start to enter data and add
documents to your trip.
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Business Trip Manager for Johnny Traveller

Actual Trip > Upcoming Trips > Past Trips >

Customer Visit

19 January 2015 - 2 February 2015

%

Claim

Customer Visit

Trip Summary
Meeting reganding Power Upgrade

Start: Indonesia 19 lanuary 2015

Destinations:

e  Thailand Rayong
— From: Tilk
19 Janu:

Alloy

-(.—= Malaysia

Figure 17: You can always edit your trip data by clicking on the little gear symbol on the top right panel of the trip
overview pane.

Note: When you edit the currency and conversion rates, the prices and conversion for
accommodation, travel and expenses will be updated automatically.

The trip dates for flight tickets, participants and accommodation need to be updated manually.
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1. Add and Edit Trip Participants

Add the people who will join you on your trip.

There are two ways of adding trip participants to your list. You can enter the participants’ data
manually or you can select the participants from the Windows People’s Hub.

Entering the data manually:

Meeting
Customer Visit

nary
ing regarding Power Upgrade

Start: Indonesia 22 February 2015
Destinations:

Singapore Singapore - Visa
Application

B Thailand Rayong

©

Add Participant

Name:
Address:
City:

Z

|

]
ol

F
2

1 g 2
" 5

g
=

Homepage:

Joins Trip From: Tl

o e
Thurscay Sunday

Figure 19: The participants’ page will be shown. Enter all the relevant data, like name, phone numbers, address and e -

mail.
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© Johnny Cash

Johnny Cash

Country:
United States]
Phone:

Change Image Camera Clear Image 1-555-876543

2l ]l &)kl

Select Avatar

Joins Trip From:

Sunaay

Figure 20: You can assign an avatar for the participant ...

Johnny Cash

. United States

Change Image Camera Clear Image 1-555-876543

Joins Trip From:

Sunaay

Figure 21: Avatar assigned.

©

Add Participant

e-mail:

johnny.cash@nass.com

Tilk:

©

Add Participant

Maobile:
e-mail:

johnny.cash@nass.com

Tilk:

You can also assign an image for the participant. Choose and image saved on your computer or take

an image with your built —in Webcam.
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© Johnny Cash @m

Name:

Johnny Cash

Address:

Nashwille

Z

City:
7IP:

Country:
Phor Mobi
Qungeimag/  Comers Gl Imuge I |

F
Fax

I T

Ho
Joins Trip From: Tilk:

Suncay

e-mail:

Figure 22: To select an images stored on your computer, click the “Change Image” — Button.

1443993945455 jpg.ipg q: 1455057079253 jpg.jpg § 1465591552252 jpg.jpg Alcoa_Freo_011
= o == " L

1452744644908 jpg.jpg ﬁ 1455060048409 jpg,jpg 1468314735031 jpg.jpg g C360_2013-12-2

k289641 jpa.pg . 1452744674746 _jpgjpg e,  ipgipg 1743444563655.jpg 1 Coles_2810201

89641 jpaj 52744674746 jpaj 1461369964323 jpg. ¥ ) 1743444563655 Coles_261020

4221 4-Dec-14 22:1 ‘-‘i‘n 24-Dec-14 2212 T 24-Dec-14 221 B 16-Nov-14 22:54
' 991K

1452744702860 jpa.jpg 1465589127366_jpa.ipg 1825563171223 jpg * .+ DSC02926JPG

4

B19323 jpg.jpg 1455055186345 _jpa.ipg = !146559035265?jpg.1'pg 1977075963570,jpg P FB_20140224 1

Figure 23: Select an image from the file dialog.
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© Johnny Cash =

s

Johnny Cash

Country:
United States
Phone:
Change Image Camera Clear Image 1-555-876543

Select Avatar
e-mail:

johnny.cash@nass.com
\s Home

Joins Trip From: Tilk:

Sunaay Y

Th

Figure 23: The selected image will appear on the page. To take an image with your Webcam, click on the camera button
next to the image button.

© Johnny Cash 9.

i
SN

United States
@ @ One: Maobile:

Change Image Camera Clear Image 1-555-876543

e-mail:

jehnny.cash@nass.com

Joins Trip From: Tilk:

5 Thu

Figure 24: Click the “Add Participant” — Button in the top right corner when you are done.
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© Upcoming Trips

Meeting

Start: Indonesia

Destinations:

F Singapore

22 February 2015

Thailand

Figure 25: The Participant is added to the list.

Clicking on the participants’ entry in the list will bring you back to the participant’s page. Here you
can make necessary changes. Click the “Save” — Button to save the changes otherwise they will be
discarded.

Name:

Johnny Cash

Address:

City:

Nashwille
Z1P:
~ouriry:

try:

Phone: Maobile:

e-mail:

 Jomaensen

Fax:
Hi

Till:

,

Th

Figure 26: Edit Participant.
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© Upcoming Trips

Meeting
Customer Visit
Rayong

= Thailand

Custor

Amata

Meeting regarding Power Upgrade
Start: Indonesia 22 February 2015

Destinations:

P Singapore Singapore - Visa

- Application

From: Tl
22 February 2015 24 February 2015

Alle

Thailand

Figure 27: Updated list entry.

bHint:

If you ever have entered participant data on previous trips a list with previous participants
will be shown when you want to add a new participant. This is a convenient way to add
people who frequently join your trips without doing all the typing again. Please note that
this list will not be shown if you choose participants from the people’s hub.

People who joined you on previous trips:

| g 1 4 Johnny Cash
E: WS United States
Ny

Jjohnny.cash@nass.com

e

e S

e maoe ciesrimage _ —

e-mail:

Homepage:

Tilk:

EXY R ETY

Thursday

Figure 27: List of previous participants.
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Choosing participants from the people’s hub:

%
Claim

Upcoming Trips

Customer Visit
J h

of: (== N

Thailand

Figure 28: Click on the “People’s Hub” — Button.

ank 24

ank Singap...

H Dave Hurst
H Dave Millard

H Dieter Rimme
H Directory Assist

H Duncan Osborne
H Duong Dinh Lan

. Eko Cahyo
H El Pequeno

H Ferizal Kantor
H Ferry Widjaja

ank Singap... q David Aguilina H Dirk Ernst H Dwi Sunu Akhadi q Eric Chang H Finance

5 Uebel H David Hurst H Dissaya Archasu... n Erwin Meier H Forum Nokia

ponentOn... [ ) Daw H Djohan H EC == Esplanade Frem... g Fotze Blasbeere
s -

Sves H Dedhie Prast Jovi H Donko Skokandic H EC H Frank Hergesel
H Detlef Pilz H Dorsang H Edy Sunarto H Fabian Alves H Frank Kauschke

2n Elliott H Deutsche Teleko... H Downloads H Efi Yuliana g Fahmi H Frank Schmidt

: Bowles H Dieter Meyer H Driver AA H Eko g Fatin Erisha Balt... . Frank Steinstrass

o (o)

Figure 29: Select the participant from the People’s Hub dialog and click the “Add Participant” — Button.
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Motule:

+668453T9335

Figure 30: The participant’s page will be opened with all the data retrieved from the people’s hub already entered.

Figure 31: You can edit the participant’s entries, change avatars and picture as in manual entering mode. Click the
“Save” — Button to save the participant to your list.
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P

®© Upcoming

Total Expenses: 0.00 5GD

Not Reimbursable: 0,00 G0

Figure 32: Save Entry from the people’s hub.

Note: Any editing of the participant taken from the people’s hub will only be saved in the Business
Trip Manager App and will not affect the original entry in the people’s hub.

Deleting a Participant:

Select the participant to delete from the list. The participant’s page will open. Click the “Delete” —
Button in the top right corner of the page.

Save  Delete

“

g
&

Country:

Thailand

Maobile:

Change Image Camera Clear Image

+66845379335

‘F

e-mail:

o

daw@daw.info

3
®
2
2
2
&

Joins Trip From:

Till:
Suncay 1

Figure 33: Click the “Delete” — Button in the top right corner of the page.
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Remove Participant?

You are about to remave this trip participant from the list
Do you want to continue?

Figure 34: Confirm the delete dialog.

%

© Upcoming Trips
Y @ [Hemsme TN @ ] ER=eTTTTE [

Customer Visit —
- Johnny Cash

Start: Indonesia 22 February 2015

Singapore - Visa
Application

Thailand

Figure 34: Participant deleted.

bHHint:

Deleted Participants will only be removed from the actual trip. The will still appear in the list
of previous participants. So, if you want to add this participant to your trip again or he
joining you on another trip it’s just two clicks and he is “in” again!

Images you select from your computer or take with your Webcam will automatically downscaled in
dimension and file size, so they will not occupy much space on your device. You don’t need to edit
them manually. So, don’t be afraid to select large, beautiful images for your participants.
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3. Add and Edit Travel Data and Create a Driver’s Log

There is no trip without travelling. So, let’s add the travel data to the trip. Travel data are air, train or
ship tickets, rental car bookings or even the use of your private car.

© Upcoming Trips

Meeting

Start: Indonesia

Destinations:

Singapore

Tilk:

24 February 2015

Thailand

Figure 35: Click or tap the “+” — Button on top of the travel list.

The Travel Page will open:

© Travel @e

Trip Type:
Flight
Train
Rental Car
Private Car

Ship / Ferry

To:

® @ ® © e ——

Departure:

Change Image Camera Reset Image Attach Documents

Arrival:

X T T
Sunday

Ticket Price:

Figure 36: Select from the Dropdown - List the kind of travel you want to add.
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CENOREY

®

Change Image Camera Reset Image Attach Documents

Figure 37: Enter all relevant data.

© 5SQ 931

®

Change Image Camera Reset Image Attach Documents

Figure 38: Enter the price for the ticket.

Copyright Heiko Blasius 2015

©

Add Travel

Trip Type:
Flight
Airfine:
Singapore Airlines
Flight Number:
50931
From:

Surabaya

Singapore

Departure:

Amival:

[z e Joos ]
Ticket Price: e
[

Add Travel

Singapore Airlines

Flight Number:

From:
Surabaya
To:

22w

Arrival:

,

Ticket Paid by Company / Customer
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©® SQ 931 ©

Singapore Airlines
Flight Number:
g % E

From:

Departure:

Change Image Camera Reset Image Attach Documents
XY = T
ol

Ticket Price:

43897 singapore dollar - SGD

Singapore do SGD Indonesian rupiah - IDR

Ticket Paid by Company / Customer JRGETERETEITES Y

Figure 39: Select the currency of the ticket price click the “Add Travel” — Button and the Travel will be shown in the list.
Note:

All currencies of the destination countries are shown. The ticket price will be converted into your
home currency according the exchange rate you have entered.

© Upcoming Trips

February 2015

Figure 40: Travel added to the list.

Entering Expenses, Select Currencies and Specifying Reimbursable / Non — Reimbursable Expenses

This chapter is very important. It explains how to enter expenses and how Business Trip Manager
calculates the expenses. We use the air ticket just added to the travel as example. For
“Accommodation” and “Expenses” the method is the same.
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There is a checkbox (except on the “Expenses” — Page) “Ticket Paid by Company/Customer”. If this
checkbox is ticked the expense amount will not be shown in the trip overview page and also not
calculated in your trip expenses (as shown in Figure 40). You can, however, enter the expense
amount just for your record.

When you uncheck the “Ticket Paid by Company/Customer” — Box, you can choose between
Reimbursable and Non — Reimbursable. Reimbursable means you will get the expenses paid back by
your company or customer.

Let’s make the ticket reimbursable:

©® SQ 931 ©

Flight Number:
. g _- From:

To:

Departure:

3
. @ Armival:
Change Image Camera Reset Image Attach Documents
Exa
ol
Ticket Price:
Singapore dollar - SGD

. Ticket Paid by Company / Customer

43897 Singapore dollar - SGD

February 2015

Figure 42: The Expense amount is now shown in a green box. The green box means the amount is reimbursable.
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© Upcoming Trips

Thailand

From:

43897 Singapore dollar

End: Indonesia 26 February 2015
Total Allowance: 72.4
Allowance after Expenses: 272.40 SGD

Total Expenses: 438 27 <GD

Not Reimbursable: vw >uu

nses are Claimed

Figure 43: You can also see the total of your reimbursable expenses in the expense section of the trip overview page.

Let’s now make the ticket Non — Reimbursable:

S Q 93 1 ve Delete

Flight Number:

TOm:

Departure:

@ Arrival:
Change Image Camera Reset Image Attach Documents
=
wd

Ticket Price:

000 Singapore dollar
[l Ticket Paid by Company /

. Reimbursable

Figure 44: “Ticket Paid by Company/Customer” — Box is unchecked, the “Non - Reimbursable” — Radio Button is selected.
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© Upcoming Trips

Application

1010
43897 Singapore dollar

ter Expenses: -

Total Expenses: 438.97 SGD

Reimbursable: 000 <an

Not Reimbursable: 438.97 SGD

Trip
. Trip is Closed
M e e Claimed

Figure 45: The Expense amount is now shown in a red box. The red box means the amount is non - reimbursable. You
can also see the total of your non - reimbursable expenses in the expense section of the trip overview page. The non -
reimbursable amount will be automatically deducted from your daily allowance.

Entering expense amounts from a credit card statement:

If you have paid expenses in a foreign currency with your credit card, the amount reflected in the
credit card statement might be quite different from the amount Business Trip Manager has
calculated from the exchange rate you entered for the country. You can easily overwrite this and
enter the amount from your credit card statement:

© 5Q 931 ©

Singapore Airfines
Flight Number:
r ,-" 5Q 931
’w £ From:
Surabaya

Singapare

Departure:

s~
@ @ Amival:
Change Image Camera Reset Image Attach Documents
Ticke! e

. Ticket Paid by Company / C
o Reimbursable

.Nc:-n eimbursable

Figure 46: Click the “Visa” — Symbol next to the value calculated by Business Trip Manager. Enter the amount from your
credit card statement into the popup and click “Save”.
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© Upcoming Trips

43897 Singapore dollar - 5G )

February 2015

Figure 47: The “Visa” — Symbol will be also shown in the trip overview list, indicating that this amount was paid by credit
card.

© 5Q 931

Flight Number:
v SQ 931

From:

Tox

Departure: —_—_—

er in
@ @ Amival:
Change Image Camera Reset Image Attach Documents

Ticket Price:

GE

Singapore dollar - SGI
. Ticket Paid by Company /

. Reimbursable

o No eimbursable

Figure 48: To reset the amount to value calculated by Business Trip Manager, click the “Visa” — Symbol again and click
reset in the popup.

The Calculator — Tool:

Business Trip Manager provides a simple calculator for the “Travel”, “Accommodation” and
“Expense” Pages. So, there is no need to use an external calculator.

The calculator result will be inserted into the “Price” — Field.
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©® SQ 931 ©

Flight Number:
. g _- From:

To:

Calculator

Departure:

K
®

Change Image Camera Reset Image Attach Documents
2+ ey~ Jos - [

Ticket Price:

=

Singapore dollar - SGD

Ticket Paid by Company / Customer

Figure 49: To open the calculator, click the “Calculator” — Button. Click “Insert” on the calculator to insert the result into
the “Price” - Field.

Personalizing the Travel Data and Adding Receipts:

©® SQ 931 ©

Singapore Airlines
a Flight Number:
Surabaya

Singapore
Departure:

@ Armival:

Change | 8 Can Reset | Attach Doc it
o S e 33 E) ETs
1 2 3 4 Ticket Price:

Singapore dollar - SGD

Ticket Paid by Company / Customer

Figure 50: Buttons to personalize your travel data and attach receipts. See explanations below:

1. “Change Image”: Select a file from your computer to be shown instead of the default image.
For flights, i.e. this could be the boarding pass.

2. “Camera”: Replace the default image with a picture taken with the Webcam of your device.

3. “Reset Image”: Reset the image to its default.
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4. “Attach Documents”: Attach the documents related to this travel, like e — tickets, rental car
bookings or bills, etc. You can attach documents of all common file formats (see Figures 51 —
53).

© 5SQ 931 =

Flight Number:

From:

To:

Departure:

Arrival:

Change Image
P ) £

Select File

Ticket Price:

1]

438 Singapore do 5G
. Ticket Paid by Company /
. Reimbursable

Q) Non - Reimbursable

Figure 51: To attach a document you can also choose between selecting a file from your device or taking a shot with
your Webcam.

CENOREY o

Singapore Airfines
Flight Number:
5Q 931
From:
Surabaya
Too

Singapore
Departure:

[ [~ oo < [ oo |

Type a Name for this Receipt:

E - Tickef

MNotes / Remarks:

Ticket Price:

43897 singapore dollar - SG0

43897 Singapore dol

. Ticket Paid by Company / Customer

. Reimbursable

o No leimbursable

Figure 52: Type a name for the document to attach. Optionally, you can add notes to easier identify the attachment.
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©® SQ 931 ®®

Singapore Airlines

Flight Number:
- J il

Surabaya

Singapore
Departure:

2« [y~ Js |
Sundsy
Amivak:

Change Image Camera Reset Image Attach Documents
Sunday
OF E - Ticket Ticket Price:
e ©

43897 Singapore dollar - SGD
[ Ticket Paid by Company / Customer
. Reimbursable

© Non - Reimbursable

Figure 53: Attachment will be shown in the attachment list. To delete the attachment, click the delete — button in the
upper right corner of the attachment.

Note:

Business Trip Manager will save a copy of the attachment in your Business Trip Folder. So, even if
you delete the original file, on purpose or not Business Trip Manager will still have a copy!

Deleting the attachment will also delete the copy of the file.

bHint:

If you ever have entered travel data on previous trips a list with previous travel data will be
shown when you want to add a new travel. This is a convenient way to add travel you do
frequently without doing all the typing again.

Choose from Previous travels

Flight

=y e 5003

e — —

S
i 2 I
Change Image Camera Reset Image Attach Documents
Sunday

Arrival:

Figure 54: Previous Travels shown.
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Create a Driver’s Log:

The law of some countries or the regulations of some companies require you to maintain a Driver’s
Log when using a rental or private car on company expenses or when the expenses are reimbursed
by the company.

Business Trip Manger provides an easy and convenient way to create and maintain such a Driver’s
Log. The Log can be printed and attached to the claim.

Repeat the above described steps to create a new travel. You need to select “Rental Car” or “Private
Car” in order to create a Driver’s Log.

© BTM 01 - 2015 ©

Car Plate Number:

BTM 01 - 2015
river's Logbook
Rental (5

Return Station:

Takeover:

o2 < [y < [ ]
Return:
Change Image Camera Reset Image Attach Documents

o~ o - Jos ]

Saturday

Rental Price:

543.15 Singapore dollar - SGD

Ticket Paid by Company / Customer

Figure 55: Enter the necessary data and thick the “Create Driver’s Log” — Checkbox.
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Driver's Logbook Created

Your Drivers Logbook can be found in the File Cabinet.

Figure 56: The Driver’s Log will be created and can be found in the “File Cabinet”.

© Upcoming Trips
e S O

. Customer Visit.drlog X

Driver's Log

dollar - SGD

Figure 57: Driver’s Log in the “File Cabinet”. Click or tap the Log to open it.
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© Driver's Log

Rental Company:

Economy

Plate Number:
BTM 01-2015
Rental Contract Number:
1M11-11111-11111
Rental Start Station: Rental Return Station:
Bangkok - Suvamabhumi Bangkok - Suvamabhumi
S e

Rental Start Rental End

£ = T

Saturday

Figure 58: Enter the necessary data on the left side of the Driver’s log. Note: The End and Total km will be updated
automatically as you add trips.

© Driver's Log =

Rental Company:

Hertz

Country:

Thailand

‘

Car Type:

Economy

Plate Number:

BTM 01-2015
Rental Contract Number:

1111-11111-11111

Rental Start Station: Rental Return Static

Bangkok - Suvarnabhumi Bangkok - Suvarnabhumi

Rental Start D Rental End Date:
Fi

Jate:
2+ [y« [0 ]
Sunday ol

Start Kmc End Kmc

22834 Km 22834
Unit: _:-r.al Km:

Figure 59: Select the preferred unit for your Driver’s Log, Miles or Kilometer. Click the “+” — Button on the “Logbook” —
Column to add a trip.
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© Driver's Log

Rental Company:

ee [

Country: Start Date: Time: From: km

Sunclay Suvarnabhumi
Sunday
End

Car Type:

BTM 01-2015
. eTrip e

Rental Contract Number:

1M11-11111-11111

Rental Start Station: Rental Return Station:

Bangkok - Suvamabhumi Bangkok - Suvamabhumi

Rental Start Date: Rental End Date:

BN = T R e T

Sunday Saturday

Start Km End Km

22834 22834

Figure 60: Enter the trip data and click the “Save” — Button on the “Logbook” — Column. Thick the “Private Trip” —
Checkbox if necessary. Note: The Total Km will be calculated automatically.

© Driver's Log e

Rental Company:

Hertz
Trip #: 1

[a)
5

5
=

From: km

Bangkok - 22 February
Suvarnabhumi 2015

To: km

<

14:30 hrs. 22834

g
=
-1

Economy JW Marriot 22 February

Hotel 2015 15:30 hrs. 22858

Plate Number:
Totak 24

BTM 01-2015
Rental Contract Number:

1111-11111-11111

Rental Start Station: Rental Return Station:

Bangkok - Suvarnabhumi Bangkok - Suvarnabhumi

Rental Start Date: Rental End Date:

Sunday Saturdey

Start Km End Km

22858

Total Km [eX]

Figure 61: Trip is added to the trip list. The End km and Total Km are updated automatically. Click the “Save” — Button to
save the changes of the Log.

bHHint:

All destinations you enter into the Driver’s Log will be saved and you can select them later
from a dropdown list. This is a convenient way to select frequent destinations without doing
all the typing again. All saved destinations will be available also in all future Driver’s logs you
create.
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© Diriver's Log = =

ez i
Country: Start Dat Time:

JW Marriot Hotel

End
Rayong
End Date: Time: 1

Plate Number:

BTM 01-2015

Rental Contract Number: . PrivateTrip Total Km _
M-1111-11111 ) )

Rental Start Sta Rental Return Station:

om: km

| 14:30 h 22834
Rental Sta Rental End Date: | Suvarnabhumi 2015 o

| To: km
: o Jrone
Zuk v v | 2015 v 22 February

| Hotel 2015 15:30 hrs. 22858

| Trip #: 1

End Km:

Totalk 24

Figure 62: Dropdown list of frequent trip destinations.

© Driver's Log

z
=
g
B
2

Trip #: 1

s
5
el
-]

!

From: km

Thailand Bangkok - 22 February ’
Suvarnabhumi 2015 14:30/ hes. 22034
Car Type: o -
Economy JW Marriot 22 February
Hotel 2015

15:30 hrs. 22858
Plate Number:
Total: 24
BTM 01-2015

Rental Contract Number:

Mni1-1111-111n
Rental Start Station: Rental Return Station:

Bangkok - Suvamabhumi Bangkok - Suvamabhumi

Rental Start Date:

Figure 63: To Print the Driver’s Log click on the “Print” — Button.
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© Driver's Log
I B

Suvarnabhumi 2015

Yoo - & Adobe PDF

JW Marriot 22 February 15:30 hrs

Hotel 2015 ft XPS nit Writer

Plate Number:

23 February
2015

BTM 01-2015
Rental Contract Number:
1M1-11111-1111 [ 23 February 10:00 hrs.
Rental Start Station: Rental Return Station:

Bangkok - Suvarnabhumi Bangkok - Suvamabhumi

Rental Sta Rental End Date:

- e . i) | Rayong AL AT 17:00 hrs.

2015

Totalk

End Km: | 7o

| Hotel 2015

Figure 64: The Print Charm will open and show you all installed printers. Select the printer you want to use.

(© Adobe PDF

© Driver's Log

weia Driver's Log

Customer Vst

z
=
g
B
2

| Suvarnabhumi i

Tor

JW Marriot
Thailand Hotel

—ountry:

]
!

Car Ty

Economy
Plate Number:

BTM 01-2015

Rental Contract Number:

1111-11111-11111

Rental Start Station: Rental Return Station:

Bangkok - Suvamabhumi Bangkok - Suvamabhumi

Rental Start Date:

Figure 65: Check / adjust the printer settings and click the “Print” — Button in the Charm.
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=

File Edit View Window Help
Bewe- | BEHGE | @02LDE %
j“'@@j"- &) | r00% '|HEB Tools Comment Share

siy Driver's Log
HCustomer Visit

Country: Thailand

Car Type: Economy

Car Plate: BTM 01-2015

Rental Start Station: Bangkok - Suvarnabhumi
Rental Return Station: Bangkok - Suvarnabhumi
Rental Contract Number: mi-1mn-1n
Rental Start Date: 22-02-2015

Rental End Date: 28-02-2015

Start K 22834

End Km: 23144

Total Km:

Trip Start:

Figure 66: The printed Driver’s Log!
Note:

Please do not call the print function directly from the charm. This will not work and you will get an
error message.

Deleting of a Driver’s Log:

There are three ways of deleting a Driver’s Log:

1. From the Travel — Page: Just uncheck the “Create Driver’s Log” — Checkbox. This will delete
the Driver’s Log and Remove it from the “File Cabinet”.

2. From the “File Cabinet”: Click the “Delete” — Button in the upper right corner of the Log. This
will delete the Driver’s Log and remove it from the “File Cabinet”. The “Create Driver’s Log”
— Checkbox will be unchecked the next time you open the Travel Page.

3. From the Log itself: Click the “Delete” — Button on the Driver’s Log Page. This will delete the
Driver’s Log and remove it from the “File Cabinet”. The “Create Driver’s Log” — Checkbox will
be unchecked the next time you open the Travel Page.
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4. Add and Edit Accommodation Data

The principle for adding and editing accommodation data is the same as for adding participants or
travel. Here you also can create a new accommodation manually or choose one from your people’s
hub.

Entering accommodation prices and declaring them reimbursable or non — reimbursable is the same
as described under travel. Please read this section for more information.

© Orchard Parade Hotel Singapore

Accomodation Type:

Hotel

Guesthouse
Mansion

Serviced Apartment
Camp

Trailer Park

. R
@ @ lend 's House

Add Image Camera Clear Image Attach Bill 247905

~

“

¥OF ! Hotel Booking Confirmation & +6567371133

-

e-maik

$DF Hotel Bill x reseasy@fareast.com
Website:

Figure 67: You can choose from different accommodation types.

© Orchard Parade Hotel Singapore = =

Accomodation Type:

Hotel

‘

Accomodation Name:

Orchard Parade Hotel Singapore

Singapore

Country:

Singapore
Address:

1 Tanglin Road

=]
2

Add Image Camera Clear Image Attach Bill 247905

Fa

Phone:

m ! Hotel Booking Confirmation +6567371133

e-maik

POF Hotel Bill = reseasy@fareast.com
Website:

Figure 68: Completed Accommodation entry with Booking Confirmation and Hotel Bill attached.
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© Past Trips

24 February 2015 100 Indonesian rupiah - IDR
- 21.14 Singapore dollar - SGD
58850 Singapore dollar - SGD

Bangkok
24 February 2015
2010 [~

49960 Singapore dollar - SGD e . Steel Thi

30.11 Singapore d SGD
30,11 Singapore dollar - SGD

23 Febn

B Singapore dollar - SGD
830 Singapore dollar - 5GD

26 February 2015

Figure 69: Accommodation added to the accommodation list.

OHint:

If you ever have entered accommodation data on previous trips a list with previous
accommodation data will be shown when you want to add a new accommodation. This is a
convenient way to add accommodation you frequently use without doing all the typing
again.

Choose from Previous Accomodations

Hotel
Parkroyal on Kitchener Road

" Singapore Singapore
25 December 2014 1 January 2015
Hotel
Orchard Parade Hotel Singapore
Singapore Singapore

22 February 2015 24 February 2015

Hotel
JW Marriott Hotel Bangkok

Bangkok Thailand

24 February 2015 26 February 2015

~— ~— ~— ~—
Add Image Camera Clear Image Attach Bill

Figure 70: List of previous accommodation.
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5. Add and Edit Expenses

The principle for adding and editing expenses is the same as for adding participants or travel.

Entering expenses and declaring them reimbursabl
under travel. Please read this section for more info

e or non — reimbursable is the same as described
rmation.

®© Visa Fee - Visa Fee Tha

Select Receipt Camera Delete Receipt Attach Documents

Figure 71: You can choose from different expense types.

© Visa Fee - Visa Fee Tha

Tap Preview Image To Open Receiph

®

GG

Select Receipt Camera Delete Receipt Attach Documents

Figure 72: Completed expense entry.

Copyright Heiko Blasius 2015

Repairs
Safety
Shopping
Stationary
Taxi

Tools

Utilities

February w J 2015 w

Monday
Amount:

)

25000 Singapore dollar - SGD

o Reimbursable

. Non - Reimbursable

Save Delete

iland (Multiple)

Expense Type:

Description:

Visa Fee Thailand (Multiple)

From:

X9 o £
Maonday

Tox
[T

Amount:

)

250,00 Singapore dollar - SGD

o Reimbursable

. Non - Reimbursable
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Business Trip Manager Version 1.0

© Past Trips

chard Parade Hi by Price
Singap
24 February E ] 3 Reimbursable

588.50 Singapore dollar - 56D by Type

Bangkok

24 Fe

0

49960 Singapore dollar - SGD

POl

ar D
apore dollar - SGD

ote -
Hotel Visa Apf
hard Parade Hot
Completed *
0 Indonesian rupiah - IDR
21.14 Singapore dollar - SGD
58850 Singapore dollar - 5GD

Hotel
JW Marriott Hotel Bangkok

Thailand Singapore dollar - SGD
250,00 Singapore dollar - SGD

24 Februa ebrual

49960 Singapore dollar - SGD February

Airport - Hotel

3 ar
413011 Singapore dollar - SGD
23 Feb
Thai Embassy -
Taxi
830 Singapore dollar - SGD
30 Singapore dollar - SGD

Figure 74: Expense list sorted by Date.
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6. Using the File Cabinet

The File Cabinet is a very convenient way to store files related to the trip, which do not fit into the
categories travel, accommodation and expenses. This could for instance e-Visa granted to you,
passport copies or medical certificates and many, many more. It greatly helps to keep your trips

organized.

Adding a file to the File Cabinet

© Past Trips

588,50 Singapore dollar - 5GD

Hotel
W Marmiott Hotel Bangkok

49960 Singapore dollar - SGD

Indonesian rupiah - IDR
21.14  Singapore dollar - SGD

22 February 2015

Airport - Hotel

.11 Singapore dollar - 5G
30,11 Singapore dollar - SGD

Visa Application

Completed pplication Form

T omer Visit Amata
Steel Thailand

23 February

TE e Amata Steel Thailand

Claim Receipts

'ﬁ
FOF ! Flight Ticket
POF !

Receipts for TEC without Exchange Rates

Type a Mame for this Receipt:

Passport Copy

Notes / Remarks:

rupiah - IDR
- SGD

22 February 2015

Airport - Hote

.11 Singapore dollar
30.11 Singapore dollar - SGD

February 2015

49960 Singapore dollar - SGD

Figure 76: Enter a name or description for the file into the dialog box. To enter a name is mandatory.
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© Past Trips

Date w
ﬂ Type a Name for this Receipt:
Hotel 22 Feb

otel == ebrua 'E Passport Copy

hard Parade Hotel Singapore Notes / Remarks:

Siny

Passport Copy with
Thailand Visa

. Ind n rupiah - IDR
21.14  Singapore dollar - SGD

JW Marmiott Hotel Bangkok Znigda L 5 =
B k Thaila BRI E 11 Singapore doil D 5
: S 30.11 Singapore dollar - SGD T Ut viai mlata x
49960 Singapore dollar - SGD Steel Thailand

TE nata Steel Thailand
Claim Receipts

Re for TEC without Exc

Figure 77: Optionally, you can enter Notes and Remarks to make the file easier identifiable later. Click the “Select File” —
Button.

Th|S PC ~  Desktop

01_2015.pdf
Customer Visit- Drivers Log.pdf

Passport CAKH449K0.pdf v
02-Feb-15 09:57
430 KB

Receipts_Shell ECC_pdf

Cancel

Figure 78: Pick the File you want to add from File Dialog. All common file types are supported.
Note:

The files in the File Cabinet will be opened with their associated application. You need to have this
application installed on your device. You can, however, add a file to the File Cabinet without the
necessary application installed on your system.
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© Past Trips
I [

el o 22 February Application
Orchard Parade Hotel Singapore

singapore Sing: 8 Airport Tax ed Visa Appl

22 Febru: 5 24 February 2015 ] 000.00  Indon
- 21.14  Singapore dollar - SGD . .
588,50 Singapore dollar - SGD Flight Ticket

February
Hotel Airport - Hotel
Ta:

1 Singapore dollar TEC Customer Visit Amata X
.11 Singapore dollar - = :
Steel Thaila

499560 Singapore dollar - SGD r——T

Claim Receipts

3 February 2015 | or TEC with
e Thailand (Multiple)
Passport Copy

5 pon r-5
50,00 Singapore dollar - SGD
s - Passp with Thailand Visa

Figure 79: The file was added to the File Cabinet.

Deleting a file from the File Cabinet

0 Ind n rupiah - IDR
21.14  Singapore dollar - SGD

Airport - Hotel

Singapore dollz >
30.11 Singapore dollar - SGD T ”

830 Singapore dollar - SGD E Claim Receipts

ebruary 2015 | R TEC withy

e Thailand (Multiple)

FOF Passport Copy
25 gapore dollar - SGD
25000 Singapore dollar - SGD

Passport ith Thailand Visa

Figure 80: Click the “Delete” — Button of the file you want to delete.
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© Past Trips
I [

Hotel Visa Application

Orchard Parade Hotel Singapore

_ Co g pplic
24 February 2015 ' . ndonesian rupiah - IDR
21.14  Singapore dollar - SGD

588,50 Singapore dollar - SGD

POF !

BOF Flight Ticket
Hotel o ‘

PO !

JW Marriott Hotel Bangkok

“ustomer Visit Amata
Steel Thailand
TEC O it Amata Steel Thailand

pore dol

pore dollar - Claim Receipts

Receipts for TEC without Exchange Rates

00 pore doll: D
00 Singapore dollar - SGD

Figure 81: The file will be deleted and the entry removed from the File Cabinet.
Note:

Business Trip Manager will save a copy of the files in the File Cabinet in your Business Trip Folder.
So, even if you delete the original file, on purpose or not, Business Trip Manager will still have a
copy! If you delete the file from the File Cabinet, the copy of the file will be also deleted.
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7. Create and Print an Invoice

Business Trip Manager provides you an easy feature to create and print a simple invoice for your
trip. You can send the invoice together with the supporting document to your customer. The invoice
can be also saved in your File Cabinet for easy reference later.

Creating an Invoice

© Past Trips
I~ [

Hotel bruary 20 FOF Visa Application
Orchard Parade Hotel pore g i1 ax surabayd
c p

singapore Singapore N Airport Tax - s
2 0,00 Indonesian rupiah - IDR :

21.14  Singapore dollar - SGD . .
588,50 Singapore dollar - SGD m Flight Ticket

22 February 20

22 February 2015 24 February 2015

Hotel Airport - Hotel

JW Mamiott Hotel Bangkok i i

Thailand PR 11 Singapore doflar TEC Customer Visit Amata x
Np— 30.11 Singapore dollar - SGD : : i
y 2015 Steel Thailand

49960 Singapore dollar - SGD

23 February 2015

TEC Custo i pel Thailand

2 Claim Receipts

1 Singapore dollar - SGD

00 S - dollar - SGD
ingapore dollar with Thailand Visa

~
N eate Expense Claim
nns ! Visa Applicatic
Airport ta ab
Airport Tax

Compl Visa Applicatio
0.00  Indo
21.14  Singapore dollar - SGD
588.50 Singapore dollar - SGD . -
o Flight Ticket

22 February

Hotel Airport - Hotel

JW Marriott Hotel Bangkok Taxi
30.11 Singapore

30.11  Singapore dolla TEC Customer Visit Amata x
49960 Singapore dollar - SGD Steel Thailand

23 February 2015

TEC it Amata Steel Thailand
Claim Receipts
Receipts for TEC without Exchange Rates

pore dollar - SGD
ngapore dollar - SGD

Figure 83: Select “Create Invoice” from the menu.
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© Invoice for: Customer Visit Amata..

Dunno Consultants Pte.

Handling Charge @ B

None w | Print Save

Export as CSV

City, Country. ZIP: | Rayong, Thailand ,

Date: Type: Description: Amount:
24-02-2015 Hotel Orchard Parade Hotel Singapore 588.50 SGD
26-02-2015 Hotel JW Marriott Hotel Bangkok 11954.00 THE
22-02-2015 Airport Tax Airport tax Surabaya 200000.00 IDR
22-02-2015 Taxi Airport - Hotel 30.11 5GD
23-02-2015 Taxi Thai Embassy - Office 8.3056D

Street Address: 60 MacDonalds Road Phone: | +65923636052
Address 2: Fae
Ciy, Country, ZIP: | Singapore, Singapore , 344455 EMak: | johnny.travellergdunno.com|
Invoice
Seatement & Bill T
Date: 01-03-2015 Company Mame: | Amata Nakorn
Customer 1Dz Sereet Address:
Address 2

Balance:
588.50 SGD

499.60 SGD
21.14 5GD
3011 5GD

8.30 56D

Figure 84: The invoice will be created. The personal data you have entered in the Business Trip Manager settings will be

used. All Fields, however, are editable.

. .. Hardling Charge @ B g
© Invoice for: Customer Visit Amata.. e vl s ewonmon
. ~
Invoice
Seatement i Bill Te:
Date: 01-03-2015 Company Mame: | Amata Nakorn
Customer ID: Sereat Adresst
Address 2
City, Country, ZIP; | Rayong, Thailand ,
Date: Type: Description: Amount: Balance:
24-02-2015 Hotel Orchard Parade Hotel Singapore 588.50 5GD 588.50 5GD
26-02-2015 Hotel JW Marriott Hotel Bangkok 11954.00 THB 499,60 SGD
22-02-2015 Airport Tax Airport tax Surabaya 200000.00 IDR 21.14 5GD
22-02-2015 Taxi Airport - Hotel 30.11 5GD 30.11 56D
23-02-2015 Taxi Thai Embassy - Office 830 5GD 8.305GD
23-02-2015 Visa Fee Visa Fee Thailand (Multiple) 250,00 SGD 250,00 SGD
24-02-2015 Taxi Hotel - Airport 26.78 SGD 26.78 SGD
Total: 1424.43 SGD
The above amount is due within 30 days from the date of this invoice. 1
Figure 85: All expenses marked as reimbursable are reflected in the invoice.
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24-02-2015

26-02-2015

22-02-2015

22-02-2015

23-02-2015

23-02-2015

24-02-2015

Type:

Hotel
Hotel

Ajrport Tax

Taxi
Visa Fee

Taxi

The above amount is due within 30 days from the date of this invoice.

Bill To:
Company Name:
Street Address:
Address 2:
City, Country, ZIP:
Description:
Orchard Parade Hotel Singapore
JW Marriott Hotel Bangkok
Airport tax Surabaya
Airport - Hotel
Thai Embassy - Office
Visa Fee Thailand (Multiple)

Hotel - Airport

© Invoice for: Customer Visit Amata..

Amata Nakorn

Rayong, Thailand ,
Amount:
588.50 SGD

11954.00 THB
200000.00 IDR
30.11 56D
830 5GD
25000 SGD
26.78 5GD

Total:

None il Export as CSV
5%
10%

15%

20%

Balance:
588.50 SGD

499,60 5GD

21.14 5GD

301 5GD

8.30 56D

250,00 SGD

26.78 SGD
1424.429899 SGD

Figure 86: Select a Handling Charge you may want to add to your invoice.

. . et B = x5}
© Invoice for: Customer Visit Amata.. [z v s s ewonmon
- _‘ - . . - .

Invoice
Seatement & Bill To:
Date: Company Name: Amata Nakorn
Customer 1Dz Street Address:
Address 2
City, Country, ZIF: | Rayong, Thailand ,
Date: Type: Description: Amount: Balance:
24-02-2015 Hotel Orchard Parade Hotel Singapore 588.50 SGD 588.50 5GD
26-02-2015 Hotel JW Marriott Hotel Bangkok 11954.00 THB 499,60 SGD
22-02-2015 Airport Tax Airport tax Surabaya 200000.00 IDR 21.14 56D
22-02-2015 Taxi Airport - Hotel 30.11 5GD 30,11 56D
23-02-2015 Taxi Thai Embassy - Office 8.305GD 8.305GD
23-02-2015 Visa Fee Visa Fee Thailand (Multiple) 250,00 SGD 250,00 SGD
24-02-2015 Taxi Hotel - Airport 26.78 SGD 26.78 SGD
Handling Fee 20% 284,89 5GD
Total: 1709.319899 SGD J
Figure 87: Invoice with Handling Charge
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Printing the Invoice

© Invoice for: Customer Visit Amata..

Invoice

Statement #:

Dite: 01-03-2015

Customer ID:

Date: Type:
24-02-2015 Hotel
26-02-2015 Hotel
22-02-2015 Airport Tax
22-02-2015 Taxi
23-02-2015 Taxi
23-02-2015 Visa Fee
24-02-2015 Taxi

Bill T
Company Name:
Street Address:
Address 2:
City, Country, ZIP:
Description:
Orchard Parade Hotel Singapore

JW Marriott Hotel Bangkok
Airport tax Surabaya
Airport - Hotel

Thai Embassy - Office

Visa Fee Thailand (Multiple)

Hotel - Airport

Amata Nakorn

Rayong, Thailand ,
Amount:
588.50 SGD

11954.00 THB
200000.00 IDR
30.11 5GD
8.305GD
25000 SGD

26.78 SGD
Handling Fee 20%
Total:

20

%

e Print Save

Balance:
588.50 SGD

499,60 SGD
21.14 5GD
301 5GD
8.30 56D
250,00 5GD

26.78 SGD
284,89 5GD

Export as CSV

>

1709.319899 SGD

Figure 88: Click the “Print” — Button.

© Invoice for: Customer Visit Amata..

Invoice

Statement #:

Dite: 01-03-2015

Customer ID:

Date: Type:
24-02-2015 Hotel
26-02-2015 Hotel
22-02-2015 Airport Tax
22-02-2015 Taxi
23-02-2015 Taxi
23-02-2015 Visa Fee
24-02-2015 Taxi

Bill To:
Company Name:
Street Address:
Address 2:
Ciy, Country, ZIP:
Description:

Orchard Parade Hotel Singapore
JW Marriott Hotel Bangkok
Airport tax Surabaya

Airport - Hotel

Thai Embassy - Office

Visa Fee Thailand (Multiple)

Hotel - Airport

Amata Nakorn

Rayong, Thailand ,
Amount:
588.50 SGD

11954.00 THB
200000.00 IDR
30.11 5GD
8.305GD
25000 SGD

26.78 SGD
Handling Fee 20%
Total:

Figure 89: Select the printer you want to use and ...

Copyright Heiko Blasius 2015

ﬁ Send To Oneh
E Adobe PDF

12-Mar-15




Business Trip Manager Version 1.0

© Adobe PDF

© Invoice for: Customer Visi

Dunmo Consultants Pe.

Invoice
Statement #: Bill To:
Duate: 01-03-2015 Compa
Customer I0: Street
Addre:
Cay, C
Date: Type: Description:
24-02-2015 Hotel Orchard Parade Hotel §
26-02-2015 Hotel JW Marriott Hotel Bang
22-02-2015 Ajrport Tax Airport tax Surabaya
22-02-2015 Taxi Airport - Hotel
23-02-2015 Taxi Thai Embassy - Office
23-02-2015 Visa Fee Visa Fee Thailand (Muly
24-02-2015 Taxi Hotel - Airport

Figure 90: ... and make the necessary adjustments. Click the “Print” — Button.

T Customer Visit Amata Nakom Thailand-invoice.pdf - Adobe Acrobat - olEH|
File Edit View Window Help x
) create - | 9 eE|lec2bB =
1] | iﬁ \I‘j | =) (o) | 5 ' 1 i H E:i Tools Comment Share

Dunno Consultants Pte.

i S MeBnide Rt P amesasan:

oy ey Bngmpara. Bimppers.
= ety

sisanin

Figure 91: The printed invoice.
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Saving the Invoice

: - v g () @8
© Invoice for: Customer Visit Amata.. = v m \&/ smsor
= = ) = Ll
Invoice |
Seatement & Bill T |
Date: 01-03-2015 Company Name: | Amata Nakorn |
Customer ID: Street Address:
Address 2:
Caty, Country, ZIP; | Rayong, Thailand ,
Date: Type: Description: Amount: Balance:
24-02-2015 Hotel Orchard Parade Hotel Singapore 588.50 SGD 588.50 SGD
26-02-2015 Hotel JW Marriott Hotel Bangkok 11954.00 THB 499,60 SGD
22-02-2015 Airport Tax Airport tax Surabaya 200000.00 IDR 21.14 SGD
22-02-2015 Taxi Airport - Hotel 30.11 56D 30.11 SGD
23-02-2015 Taxi Thai Embassy - Office 8.305GD 8.30 56D
23-02-2015 Visa Fee Visa Fee Thailand (Multiple) 250,00 SGD 250,00 SGD
24-02-2015 Taxi Hotel - Airport 26.78 SGD 26.78 SGD
Handling Fee 20% 284,89 SGD
Total: 1709.319899 SGD
W

Figure 92: Click the “Save” — Button.

© Past Trips

Flight Ticket
588.50 Singapore dollar - SGD

Hoted e
P TEC Customer Visit Amata

ILETELD

W Marmiott Hotel Bangkok . Sl Taxi

Thailan 1 Singapore dollar

26 Febr 3011 Singapore dollar

49950 Singapore dollar - SGD 33 Februan

Invoice Customer Visit
Amata Nakorn Thailand

Invoice Customer Visit Am akom

U

Figure 93: Invoice is saved in the File Cabinet.
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8. Create and Print an Expense Claim

Business Trip Manager provides you an easy feature to create and print an expense claim for your
trip. You can submit this expense claim together with the supporting document to your manager for
reimbursement of your expenses. The expense claim can be also saved in your File Cabinet for easy

reference later.

Creating an Expense Claim

© Past Trips

5 Indonesian rupiah - IDR
21.14  Singapore dollar - 5GD
588,50 Singapore dollar - 5GD
22 February 2015
12 Airport - Hotel
W Marmiott Hotel Bangkok
.11 Singapore dollar - 5G

30,11 Singapore dollar - SGD

49950 Singapore dollar - SGD 73 Februar
23 Fe y

rupiah - IDR
- SGD
22 February 2015

Airport - Hote

.11 Singapore dollar
30.11 Singapore dollar - SGD

February 2015

49960 Singapore dollar - SGD

Figure 95: Select “Create Expense Claim” from the menu.

Copyright Heiko Blasius 2015

POF

Visa Application

Flight Ticket

TEC Customer Visit Amata
Steel Thailand

TE! eel Thailand
Claim Receipts

Receipts for TEC t Exchange Rates

Passport Copy

Passport y with Thailand Visa

_

FOF i
PDF !
PDF i

[ Create Expense Clai
~ = |

Visa Application

pleted Visa Application Form

Flight Ticket

TEC Customer Visit Amata x
Steel Thailand

TE tomer Visit Amata Steel Thailand
Claim Receipts

Rec for TEC with, ange Rates
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8 B

XE]

© Expense Claim for: Customer Visit Am.. = s« swsor
Travel Expense Claim for: Customer Visit Amata Nakorn Thailand
Employee Name: | Johnny Travelles | Diocument / File Mumber:
Employee Number: | 10105120 Service Order Mumber:
Cast Centre: Date: 01-03-2015
Travel Plan
Date: From: To: Departure Time: Arrival Time:
22-02-2015 Surabaya Singapore 10:10 13:30
24-02-2015 Singapore Bangkok 1845 2000
26-02-2015 Bangkok Singapore 09:45 13:15
26-02-2015 Singapore Surabaya 16:30 17:50
Allowances
From: Until: Country: Allowance/Day: Total:
22-02-2015 24-02-2015 Singapore 72.00 5GD
Reductions 2 days Breakfast 21,60 SGD
0 days Lunch 0.00 SGD
0 days Dinner L 0005GD L1 122,40 5GD

Figure 96: The expense claim will be created. The personal data you have entered in the Business Trip Manager settings

will be used. All fields for the personal data, however, are editable.

© Expense Claim for: Customer Visit Am..

26-02-2015 Singapore Surabaya 16:30
Allowances
From: Until: Country: Allowance/Day:
22-02-2015 24-02-2015 Singapore 72.00 56D
Reductions 2 days Breakfast 21.60 56D
0 days Lunch 0.00 5GD
0 days Dinner 0,00 SGD
24-02-2015 26-02-2015 Thailand 72.00 56D
0 days Breakfast 0.00 GD
0 days Lunch 0.00 SGD
0 days Dinner 0.00 56D
Expenses
Date: Type: Description: Amount:
24-02-2015 Hotel Orchard Parade Hotel Singapore 2 588.50 SGD

nights @294.25 SGD

26-02-2015 Hotel JW Marriott Hotel Bangkok 2 11954.00 THB
nights @5977.00 THE

Figure 97: The expense claim reflects the Travel Plan, Allowances and ...

Copyright Heiko Blasius 2015
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Print Save

17:50

Total:

122.40 5GD

144,00 5GD

Balance:
588.50 56D

499,60 SGD

Export as CSV
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. .. 8 B X
© Expense Claim for: Customer Visit Am..  m se ewnson
U aays Luncn W SL
~
0 days Dinner 0.00 5GD 122.40 SGD
24-02-2015 26-02-2015 Thailand 72.00 5GD
0 days Breakfast 0.00 5GD
0 days Lunch 0.00 SGD
0 days Dinner 0,00 SGD 144.00 SGD |
Expenses |
Date: Type: Description: Amount: Balance:
24-02-2015 Hotel Orchard Parade Hotel Singapore 2 58850 5GD 588.50 5GD
nights @294.25 SGD
26-02-2015 Hotel JW Marriott Hotel Bangkok 2 11954.00 THB 499,60 5GD
nights @5977.00 THB
22-02-2015 Airport Tax Airport tax Surabaya 200000.00 DR 2114 5GD
22-02-2015 Taxi Airport - Hotel 30.11 56D 30,11 56D
23-02-2015 Taxi Thai Embassy - Office 8.30 5GD 8.305GD
23-02-2015 Visa Fee Visa Fee Thailand (Multiple) 250,00 SGD 250,00 5GD
24-02-2015 Taxi Hotel - Airport 26.78 5GD 26.78 SGD
Total: 1690.83 SGD Y

Figure 98: ... expenses of the trip marked by you as reimbursable. These fields are not editable. You need to make
changes in the corresponding sections of the trip.

bHHint:

In some cases the daily allowance should not be claimed with the expense claim. If you need
to create an expense claim without the daily allowance, you need to uncheck the “Claim
Allowances” — Box in the Travel Plan.

© Customer Visit Amata Nakorn Thailand =g -

—
Destinations:

= Locaion T ©

Arrival: Departure: Currency: ersion Rate: Add Destination

Y e R ) ey ) e Fm—
Sunday
Allowance per Day: SGD

Reductions: days  Breakfast m 216 SGD
¥4 Claim Allowances Total Allowance: SGD

[T Thailand w QBN Bangkok / Rayong

Arrival: Departure: Currency: Conversion Rate:

Tuesday Thursday

Figure 99: Uncheck the “Claim Allowance” — Box in the Travel Plan to create an expense claim without daily allowances.
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Printing the Expense Claim

To print the expense claim, follow the steps as described under “Printing the Invoice”.

o5 Customer Visit Amata Nk Expense Claim pdf - Adobe Acrobat - ol

File Edit View Window Help x

Boee- | BEH OH|[@202R0RB X
* ! i | Iﬁ @ | = + :‘“"m ' | H D Tools Comment Share

Travel Expense Claim for: Customer Visit
Amata Nakorn Thailand

Figure 100: The printed expense claim.

Saving the Expense Claim

Follow the steps as described under “Saving the Invoice” to save the expense claim to the File
Cabinet.

© Past Trips

stomer Visit Amata
Steel Thailand

an rupiah - IDR
Singapore dollar - 5G|
588,50 Singapore dollar - SGD
Hoted
W Mamiott Hotel B

24 Fek 2015 ruar

49960 Singapore dollar - SGD — Invoice Customer Visit
Amata Nakorn Thailand

x

Figure 101: The saved Expense Claim in the File Cabinet.
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9. Export Data to Excel as .csv — File

In a number of cases the templates for Invoice and Expense Claim provided by Business Trip
Manager cannot be used because they are insufficient or not in the correct format.

For such cases Business Trip Manager provides a feature to export the trip data as .csv (Comma
Separated Value) - File. A .csv —file can be opened with a number of applications, i.e. MS Word or
MS Excel and further edited. So you can add your own headers and footers, insert Taxes and Service
Rates and many more.

Export Data as .csv — file

Create an Invoice or Expense Claim as described in the respective chapters.

© Expense Claim for: Customer Visit Am..  m se emsoy
Travel Expense Claim for: Customer Visit Amata Nakorn Thailand g
Employee Name: | Heiko Hans Blasius | Document / File Number:
Emplayee Number: | 10105120 | Service Order Number: |
CostCenres | | oue: | 01-03-2015
Travel Plan
Date: From: To: Departure Time: Arrival Time:
| 22-02:2015 | | surabaya | | singapore || 1010 | | 1330
| 24-02:2015 | | singapore | | Bangkok | [ 1845 | | 200
26-02-2015 | | angkok | | singapore | | ooas || 1315
| 26-02-2015 | [ singapore | [ Surabaya | 630 | 1750
Allowances
From: Until: Country: Allowance/Day: Total:
22-02-2015 24-02-2015 | | singapore | | 7200560 |
Reductions | | 2 days Breaast | | 2160560 |
| 0 days Lunch | | o00sap |
| 0 davs Dinner L o00sap LI 12240 56D ]

Figure 102: Click the “Export as CSV” — Button.

Exporting Data to .C5V

Your data will be saved in .csv - format.
You can open the .csv - file in Microsoft Excel and edit the data further or copy and paste them into your

own Excel Spreadshests,

Figure 103: Read and close the Info Dialog.
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Th|5 PC ~  Desktop

There are no files or folders in this view.

Figure 104: Select where to save the .csv —file.

e % &

Figure 105: Done! The exported trip data in MS Excel.
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10. Duplicate a Trip

Instead of entering all the data for a reoccurring trip again, you can duplicate the trip. Duplicating a
trip will create a new trip with all the customer data and travel details from the trip you have chosen

to duplicate.

Business Trip Manager for Heiko Hans Blasius

Actual Trip >

New Trip

1 March 2015 - 1 March 2015

Upcoming Trips > Past Trips >

30 AugustZu14 - W4 Septemb or 2014

P

- N
¥ ‘r‘\\ <l

T6109 / 6110 YTL Paiton
Warranty Issues

1A 200 2014 - 28 August 2014

Figure 106: On the start screen, select the trip to duplicate.

T5510 / 5511 Bai Bang
Paper - Major Overhaul

14 September 2014 - 22 October 2014

: T4840 Alcoa Major
Overhaul (Reassembly)

Business Trip Manager for Heiko Hans Blasius

Actual Trip >

New Trip

1 March 2015 - 1 March 2015

Upcoming Trips > Past Trips >

T4840 Alcoa Major
Overhaul

30 August 2014 - 14 September 2014

T6109 / 6110 YTL Paiton
Warranty Issues

17 August 2014 - 28 August 2014

Figure 107: Click the “Duplicate Trip” — Button in the App Menu Bar.
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T5510 / 5511 Bai Bang
Paper - Major Overhaul

14 September 2014 - 22 October 2014

¥ s
T4840 Alcoa Major
Overhaul (Reassembly)

22 Octaber 2014 - 5 November 2014

@ Export Trip Data @ Import Trip Data
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© T6109 /6110 YTL Paiton Warranty Issues & @

Trip Name: T6109 / 6110 YTL Paiton Warranty lssues LERVEEY Delegation

B 2 Customer: PT Siemens Indonesia

’ <
| S

Address:
Change Image Reset

L

Total Allowance:

Sunday

Allowance Left:

[Total] S6D  pestinations:

Arrival: Departure: Currency: Conversion Rate: Add Destination

Sunday Sunday
Allowance per Day: m 56D

Reductions: days Breakfast [REFS v

Figure 108: A new trip with the data of the selected trip will be created

11. Backup and Restore your Trip Data

Business Trip Manager provides an easy way to backup and restore your trip data. Just select the
Auto — Backup option in the “Options” — Charm. All your trip data will be automatically backed up
each time you close the Business Trip Manager App. An algorithm prevents corrupted data from
being backed up.

Settings

Business Trip Manager for Heiko Hans

Actual Trip > Upcoming Trips > Past Trips >

T4840 Alc
Overhaul

1 March 2015 - 1 March 2015 30 August 2014 - 14 September 2014

K. 1)
e 26 . il H e
T6109 / 6110 YTL Paiton
Warranty Issues d) o

=

Fower Keybaard

17 August 2014 - 28 August 2014

Figure 109: Select “Options” from the Settings — Charm.
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(®© Options

Business Trip Manager for Heiko Hans Blasius

Synchronize my settings veith all my
devices {requites Microsoft account)

L [
25, - ] I B —

T6109 / 6110 YTL Paiton Siemens Service Customer Visit Amata
Warranty Issues Recognition Award Nakorn Thailand

1 2014

L
T5510 / 5511 Bai Bang
Paper - Major Overhaul

Figure 110: Set “Automatically Backup My Trips” to “On” (By Default it is “On”). The backup will be created
automatically when you close the Business Trip Manager App.

In case your trip files have been corrupted or are lost you can easily import the created backup by
clicking the “Import a Backup” — Button. Please note that this button is only available if a backup
exists.

Note: After importing a backup, you need to close and restart the app.

Business Trip Manager for Heiko Hans Blasius e

on

Autoenatically Backup My Trigs

" 7 W ;
T4840 Alcoa Major
Overhaul (Reassembly)

. . ¥ 1 . —
T6109 / 6110 YTL Paiton Siemens Service Customer Visit Amata
Warranty Issues Recognition Award Nakorn Thailand

st 2014

L
T5510 / 5511 Bai Bang
Paper - Major Overhaul

Figure 111: Import a Backup.
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12. Fix File References

In some cases the file references might be lost. This can happen, if you uninstall and reinstall
Business Trip Manager and import a backup. It will seem as if all documents for the trip have been
lost. No Problem — Business Trip Manager can scan the files and trip data for you and reinstate the
references. Everything will be fine again.

Business Trip Manager for Heiko Hans Blasius e

Synchronize my setings with all ey
devices (requires Microselt sccount)

on =l
Austomanically Backup My Trigs

on == |

LS g ) ¥
= — - T4840 Alcoa Major T4840 Alcoa Major
New Trip Overhaul Overhaul (Reassembly)

12 Mar

. L) —
T6109 / 6110 YTL Paiton Customer Visit Amata
Warranty Issues i Nakorn Thailand

ust 2014 - 28 Aesgust 2014

L
T5510 / 5511 Bai Bang
wverha:

Paper - [+] ul

Figure 112: Click the “Fix File References” — Button to fix the lost file references. We have observed that it is not required
to restart the app afterwards but would still recommend to do so.

13. Clean up your Trip Folder

Even though Business Trip Manager removes all the files which are not needed anymore, it may still
happen that files which are no longer used remain on your disk.

Just click the “Clean up Trips Folder” — Button in the Options Charm and Business Trip Manager will
remove all unnecessary files and free up disk space.

bHint:

In the unlikely case that files are removed which were still in use, do the following:

Select the Auto Backup Option in the Options Charm.
Close the app.

Restart the app and Import the Backup just created
Close and restart the app.

The problem should be fixed!

vkhwneE
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(®© Options

Business Trip Manager for Heiko Hans Blasius

Synchronize my settings veith all my
devices {requites Microsoft account)

on ==

Autoenatically Backup My Trigs

: W'
= - T4840 Alcoa Major
New Trip erhaul Overhaul (Reassembly)

12 March 2015 - 12 March 2015

L [
J b, h ] L. —
T6109 / 6110 YTL Paiton Siemens Service Customer Visit Amata
Warranty Issues Recognition Award Nakorn Thailand

2004 - 28 August 2004

T5510 / 5511 Bai Bang 7\ .
Paper - Major Overhaul Singapore 2014/2015

Figure 113: Remove unnecessary files from the trip folder.

14. Import and Export your Trip Data

Importing and exporting of trip data works pretty much the same way as the auto — backup. The only
difference is, you can choose what and when to import or export.

You can for example create a backup of your trip data on an external drive. You could also export
your trip data to One Drive. The synchronized trip data you can import to Business Trip Manager
which you run on another device.

Business Trip Manager for Heiko Hans Blasius

Actual Trip > Upcoming Trips > Past Trips >

e ER S
. T4840 Alcoa Major T5510 / 5511 Bai Bang
New Trip Overhaul Paper - Major Overhaul

1 March 2015 - 1 March 2015 30 August 2014 - 14 September 2014 14 September 2014 - 22 O

T6109 / 6110 YTL Paiton T4840 Alcoa Major
Warranty Issues Overhaul (Reassembly)

17 August 2014 - 28 August 2

o - m
| -]

Figure 114: Click the “Export Trip Data” — Button in the App Menu Bar. Choose a folder to export the data to in the
following dialog and wait till all data are exported.

Copyright Heiko Blasius 2015 12-Mar-15



Business Trip Manager Version 1.0

Business Trip Manager for Heiko Hans Blasius

Actual Trip > Upcoming Trips > Past Trips >

T5510 / 5511 Bai Bang
New Trip haul Paper - Major Overhaul

1 March 2015 - 1 March 2015

A3 4} M‘.
T6109 / 6110 YTL Paiton
Warranty Issues Overhaul (Reassembly)

T August 2014 - 28 August 2014 22 October 2014 - 5 November 2014

| |
| o |

Figure 116: To Import a trip, click the “Import Trip Data” — Button in the App Menu Bar. Choose a folder to import the
data from in the following.

Import Trip Data

R

Figure 117: Choose in the following dialog, whether you want to back up your existing trip data before importing the
new data. We recommend to back up the trip data first. The backup will be saved in your My Documents folder.
Afterwards wait until the trip data are imported. You need to close and restart the app in order to work with the
imported data.

bHHint:

If you have trouble to import data stored on One Drive, make sure the folder with your data
on One Drive is made “Available Offline”:
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Open the One Drive App on your device, select the folder with your trip data, and then click
the “Make Offline” — Button in the App Toolbar. You will have to wait until the files are
downloaded to your device.

OneDrive~

Handyscan backup By

General Settings

®

[

N\
ol

Upiload Alcoa

@

Upioad Thai Paper_

Upload Thai Paper 4%

e

Olpdf

152 20043696+ O

[+

£ 532 Summaryspro..

4 Acoa Reportdocs

AT Password Don

o Bing Map Keytt

[

L

]

[

a &
ECTuxhx #  dblurbines-Heika_.
a a
CSharp escape cha. 4y Der Blertidedocs
B ] |

- -
@ a
dbTurbines0l mdb Die Flugretse (Tida..
i a
dbTurbines-AAESGSING Die Flugreise docx

Figure 118: Select the folder with your trip data, and then click the “Make Offline” — Button in the App Toolbar.

If you have Windows 8.1 installed you can do the same from the Windows Explorer:

Figure 119: Make the trip data folder “Available Offline” in the Windows Explorer.
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Home Share View ~ @
% J % cut kﬁ llé] x @ l ‘ [ New item = I ™ Zgopen~ HH setectan
= ! [ Copy path - = T’ansy access v ~ £ Edit Select none
Copy Paste _ Move Copy Delete Rename New Properties o
[E] Paste shortcut | tov  to- o folder = D History g Invert selection
Orga Ne: Open
© + 1 & » OneDrive + v € | Sesrch OneDrive o
1] Recent places # [0 Mame Date modified Type Size Availability Sharing &
& Downloads i
. Awana 04-Mar-14 14:13 File folder Available offline
.. Baustellen 16-Jan-15 20:42 File folder
& OneDrive =
= o TripManager 18-Dec-14 14:45 File folder
o ments 21-Feb-15 10:53 File folder Available offline
Esinie RO al Scttings 14-Nov-1410:42  File folder Availeble offline
Wscan_backup 03-Nov-14 13:00 File folder Available offline
Make available online-only epage Logs 26-Feb-15 20:54 File folder Available offline
View syne problems 14-Nov-14 11:56 File folder Available offline
ebook 14-Nov-1416:23 File folder Available offline
Browse with Corel PaintShop Pro X7
es 03-Nov-1418:01 File folder Available offline
Share with ' E 07-Jan-14 0%:38 File folder Available offline Public
@ Bumn with Nero * id Downloads 14-Nov-1410:26 File folder Available offline
% | Combinesupporied i Arobae ive camera roll 14-Mov-1410:44  File folder Available offline
: neDatabase2012 07-Jan-1413:57 File folder Available offline
Include in library 3 R
d Alcoa 14-Nov-14 18:25 File folder Available offline
Pin to Start i ,
d Amata Visit 27-Feb-1512:41 File folder
Sendto * id BaiBang 14-Nov-1410:33 File folder Available offline
Cut d Shell Ular 05-Jan-15 08:39 File folder
Copy d TEC Balikpapan 01-Aug-1419:28 File folder Available offline
d Thai Paper 07-Aug-1419:28 File folder Available offline
Seate artit d Thai Paper (2) 01-Aug-141855  File folder Available offline
Delets f 30-Jan-1508:37 Adobe Acrobat D... 303KE  Available offline
Rename f 30-Jan-1 39 Adobe Acrobat D... 452KB  Available offline
Properties f 30-Jan-15 0@:40 Adobe Acrobat D... 430KB  Available offline
=il 30-Jan-15 08:42 Adobe Acrobat D... 3BEKE  Available offline
w1 s £ 3 =T sk i
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15. Good Luck!

Always and everywhere on your Business Trips!

We hope you find our app helpful to effectively and easily plan, organize and manage your business
trips.

We hope to hear from you! Every input from our users is welcome to make this app even better. So,
if you have any suggestions for us just drop us an e-mail.

If you haven’t gotten Business Trip Manager yet,
download it now from the Windows Store!

File Version: 1.00.09

Published: 12/03/2015
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