7 reasons why employee
expenses are a waste of time

This Executive Summary explains why manual or partially automated employee expenses are costing
organisations a significant amount through wasted time. It also explains why there are a lot more
benefits and financial savings from automating the process than you might think.

Compleat Expenses is priced to be affordable for almost every organisation:
Example:

100 user Compleat Expenses system, including software, installation,
configuration, training and annual support agreement costs around £1.50 per
user per month over a 36 month period.
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7 reasons why employee expenses are a waste of time

Employee expenses are a necessary evil —there is little to be positive about.

The employee hates doing them, the managers hate checking and approving them, the finance
department hates validating them (with all the little bits of papers than fall out of a stuffed
envelope), but it just has to be done.

With employee initiated expenses being considered as the second most controllable expense after
personnel and benefits, making sure that expense claims are legitimate and appropriate is a
necessity.

However, the reality is often somewhat different. Few managers spend the required time checking
that all expenditure reflects corporate policy and prefer to leave any problems for the finance
department to catch.

The finance department really can’t check
mainly because most of them turn up at the last possible moment and everyone wants paying
before their personal credit card is due. So the most common approach is that just a small sample of
expense claims are checked carefully each month, the rest are just paid.

The end result is a predominately manual process that just wastes a huge amount of time.

Most companies still process large numbers of expense claims manually, a labour intensive process;
whether this is paper based or spreadsheet based. The process is a considerable strain on company
resources and recent analysis puts the cost at between £30 to £80 per expense claim, taking all the
involved parties and processes into consideration.

So why are we wasting so much of our time to process expenses manually and what could be
achieved through automation?

1. Reduce the average time to enter expense claims.
Automating the capture of expenses information electronically makes the process faster and
easier for every employee. The ability to automatically capture electronic information from both
personal and corporate credit cards helps ensure personally incurred costs are always reclaimed,
as well as automatically generating expense claims for corporate cards, which is always popular
with the senior management that use them.

2. Reduce costs through automated policing of corporate and HMRC expenses policies
All corporate expense policy rules can be applied at expense claim generation, as well as address
HMRC rules regarding reclaim of VAT on fuel, multiple passengers for mileage claims, over
10,000 miles in a single year etc. By policing the process automatically at creation, the approval
process is far more efficient.

3. Reduce the cost to process (CTP) an expense claim.
Once an expense claim has been created (with the option to attach all receipts electronically), it
is automatically forwarded to the appropriate manager/s for approval, whether that be a single
or multi level approval steps. There is no paper as everything is done on-line and an expense
claim can be tracked through the approval process by all parties that are involved with
automatic email notifications at each stage of the approval process.
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4. Accounting visibility from expenses generation
By enabling tight integration with your accounting software, every expense claim generates a
commitment on creation reflecting the costs in the appropriate general ledger account and
automatically reversing those transactions on approval of the claim whilst posting the
transaction to a supplier accounting for each employee to simplify payment. Not only does this
remove the time required to accrue for expenses in the process each month, but removes all the
time required to post them once they have been approved.
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All expenses that are rechargeable can be captured on creation of the expense claim and
immediately allocated to the relevant project, ensuring that all appropriate costs are recharged.
This removes the need to undertake this process manually and ensures nothing is missed or lost.

6. Improve employee satisfaction by enabling multiple expenses submissions per month
A common outcome from automation is that individuals will submit multiple claims each month,
which distributes the workload for the organisation and removes the month end bottleneck
where all expenses arrive at once. This approach does not generate any extra work, but the
benefit is well understood by the employees who can get on top of the expenses process and
stay there.

7. Total Cost of Ownership
As a guide, the purchase, implementation, training and annual support of Compleat Expenses
costs about £1.50 per person per month over a three year period.
(This is prior to taking into account the true cost of ownership by offsetting the inevitable
productivity and cost savings associated with implementing an automated system).

Summary

There is little doubt that automating expenses delivers many benefits to the business, not least
being the savings in time and cost of managing the process, but also in enforcing corporate policies
to drive down costs.

There are two options for buying these types of products. The first is hosted, effectively a rental
agreement where the software is held on a server
employee, each month (or in some cases, each submitted expense claim) and the costs continue

until you stop using the product. This does have the advantage of a fast start deployment, but most

hosted solutions have a breakeven period of about 30 months at which point the costs are

comparable to a perpetual license solution. So if the product is used for 5 years, it will be many times

more expensive than purchasing a perpetual license.

The alternative is an application offered under a perpetual software license and deployed at you
own server centre. If the application is browser based, it can be accessed from anywhere with an
internet connection (as with a hosted solution) but offer the advantage of tight integration with your
accounting solution to automate all the posting processes. Whilst the initial cost of a local perpetual
license solution costs more in cash terms, the total cost of ownership will be a fraction of the price of
a hosted offering.

We all know manual employee expense systems really do waste time,i s n’ t thatyou t I me
considered automating it?
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Compleat Software

This “executive summary’ OEftpéneey seftwaeexdeivarp theetsols o f h ow
that enables the finance director to take control of corporate spend and deliver significant savings to
the business.

Theavai l ability of “end dndempmonedexpenses solitianste smallandt o mat i
medium sized businesses has been limited because the available offerings have been expensive to
purchase, implement and maintain.

Compleat is a next generation product that addresses both cost and ease of use making automated
purchase to pay software available to the masses.

The only factor on whether or not a business will benefit from Compleat is the cost of implementing
the solution. Compleat is priced to ensure that almost all companies will achieve 100% ROl in less
than six months of going live — based on your own, probably conservative assumptions.
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But don’t t akgetintouch withvua to find dutarfore, brtattend a Compleat workshop
and make your own judgement on what is possible, how much it would cost and whether you believe
in an ROI of less than 6 months.

Website: www.compleatsoftware.com

Compleat Workshops: www.compleatsoftware.com/events

Telephone: 08458 90 20 30
Email: marketing@compleatsoftware.com
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