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Screen Description jobcanmm

TOP

jobcanm © Help i (Notaffiliated) & Fuyuyama Shun

Dashboard

ApPly.

J—
B | English | #201  annlne

My applications

My files

— Application screen—— Approval screen

Enter the contents and apply. Confirm the application and approve.

- Step name : # 8iEE
N

( . \
‘\,A“ required approva\s/.

Authorization for item purchase

Fill this form in order to request permission for the purchase of articles.

Application title
pequiedd S
[ Pending | Approver : Fuyuyama Shun
st @ Worset o

Approval deadline

Comment (optional, under 1000 characters)

Related group ¥

Related project

— Expense function

Finalize and export journal and
payment information.

'Settings screen

Configure to suit your company.

Basic Information Setting List

Journal information confirmation

Appropriations journal(1) Payment journal(0)

Journal  Approval

Breakdown

date date

09/28

[ 10/01 09/28 oLl

SHEE (FAR)

User

[ 7items |
Register users who can use the
service. Users can be associated with
groups of titles.

Group
[ 2items |

Reglster the group corresponding to
the department of your company. You
can set the group ta which the user
belongs and link the group to the
application,

Route

[ 4items ]
Register an approval flow s a route.
Bylinking a route to a form, the
approval flow will be automatically
applied to the request using the form.

Post rank
[ 3items ]

Register a position. By registering,
you can set up a position for the user,
and you can also specify the position
in various settings.

Form

[ sitems |
Register a form, which is a template
for a request document. By
registering, the applicant will be able
to use the form to apply.

Project
[2items |
You can register a praject. Registering

will allow you to link your project to
your application information
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Screen Description

jobcanmm

Settings screen (Basic information setting)

Configure basic settings such as users and groups.

jobcanm

Apply

My applications

My files

\pproval functior

Approve

All applications
All files

Basic information setting

Expense information setting (&

Items that need to be set before starting operation e Hep

& (Not affiliated)

& Fuyuyama Shun

Basic Information Setting List

User

[ 7items ]
Register users who can use the
service. Users can be associated with
groups or titles.

Route
[ ditems |

Register an approval flow as a route,
By linking a route to a form, the
approval flow will be automatically
applied to the request using the form

Form
[ 6items ]

Register a form, which is a template
for a request document. By
registering, the applicant will be able
to use the form to apply.

Group
[ 2items ]

Register the group corresponding to
the department of your company. You
can set the group to which the user
belongs and link the group to the
application

Post rank
[ 3items ]

Register a position. By registering,

you can set up a position for the user,

and you can also specify the position
in various settings.

Project
[ 2items ]
You can register a project. Registering

will allow you to link your project to
your application information

Form categories
[ litems ]

Registering a form type allows you to
manage your forms by classifying
them

Generic master settings
[ 2items ]

You can set up your company's
unique master data. (i.e. master data
of rentable PC) By setting up the
master data as a form item, you can
select the master data when you
apply a request.

Items recommended to be configured

Functions on each screen

User Route Form Form categories

Register the users
who will utilize
JOBCAN Workflow.

Group

Offers the possibility
to set the groups to
which users belong

Register the approval
route to be
implemented for each
application form.

Project

Link projects to
application
information.

Configure the items of
the application forms
to be submitted by
users.

Post rank

Register positions.
By doing this, it will
be possible to specify

and link groups to

application
information.

Generic master settings

Offers the possibility to register

master information when making

an application.

approvers by using
their position when
configuring routes.

Offers the possibility
to categorize and
manage forms.

Transfer source

If a transfer source is
selected as a form
item, you can select a
registered business
partner for the
application.

3
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Screen Description

jobcanm

Settings screen (Expense settlement)

Expense settlement settings to enable automatic creation of journals and FB data.

jobcanm

Apply
My applications

My files

Finalize journals

Finalize payments

Export FB data

Confirm settle amount

All applications

Al files

Basic information setting

Items that need to be set before starting operation

Expense settlement setting list

Account item
[8items]

Register account item for using in JOBCAN. Journal
data can be automatically generated after tying
account item to other items such as breakdown or
unpaid account item

Account items of account payable and
others
[Not registered

Please set account item to be automatically displayed
In journal that have account payable/suspense
payment/deposit/transaction fee

This setting reflects information such as creditor in
booking journal or debtor in payment journal

Journal data export setting
[1items]
Set download items for journal data export. Set the
format to match your accounting software, so it can
be imported as it is.

account subitem

Not registered

Register account item tied to account subitem
Journal data and tax calculation can be automatically
generated by tying the account subitem to items such
as breakdown or unpaid account item

Transfer source
[1items]

Register transfor source for making payment to staff
or business partner. Set account item and account
information to automatically generate journal and
Firm-Banking data

Firm-Banking data export setting
[1items]

Set export items for Firm-Banking data. Please st in

the same format as your Internet Banking, 5o it can be

used directly after the export.

© Help & (Notaffiliated) & Fuyuyama Shun

Tax category
[2items ]

Register tax category tied to booking journal. Journal
data and tax calculation can be automatically
generated by tying the registered tax category to
items such as breakdown or unpaid account item

Breakdown
[6items]

Register breakdown selectable In expense
settiement/payment request page. Breakdown data
will be automatically created from account item tied
to breakdown selected when making request

Payment Method
[Not registered]
Register payment method, other than the defaut
"advanced payment', shown in expense settlement
request page

Allowance

[1items]
Register allowance information used in allowance
details. This enables calculation for fixed allowance
such as travel allowance per day.

Summary
[Not registered

When creating journal data, you can select details to

be used as summary. If not set, "Request Title' will be

used as summary.

Exchange rate
[Not registered]

Register exchange rate for foreign currency

settlement. This enables automatic currency

exchange when making request.

Expense information
setting

Items recommended to be configured

Functions on each screen

Account item

Register account items
to use as expense
settlement and payment
to business partners. By
linking to breakdown
and unpaid items,
journal data can be
automatically created.

Account items

Account subitem

Tax category

Separate and manage
subitems inside items.
By linking to breakdown
and unpaid items,
journal data can be
automatically created.

Transfer source

Classify transactions
depending on whether
they are taxable or not.
Automatically create
journal data by linking
to breakdown and
unpaid items.

Payment method

Breakdown

Register breakdowns that
can be selected when
applying for expense
settlement or payment
requests. Journal data can
be automatically created if
account items are linked to
requested breakdowns.

Summary

and others

Configure account items
to be automatically
displayed in breakdowns
containing unpaid
amounts, suspense
payments, deposits or
transfer fees.

Journal data
export setting

Configure the exported

items of the journal data.

By configuring it
according to the
accounting software you
are using, it will be
possible to import the
output journal data
directly into your
accounting software.

Register transfer source
information for transfers
to employees and
business partners.

FB data export

On the application
screen of Expense, it is
possible to register
payment methods other
than the default
"Advanced payment".

Allowance

setting

Configure export items
for FB data. The
exported FB data can be
imported directly to
your Internet Banking
by setting it according to
the latter.

Register allowance
information that can be
selected in the
allowance details.
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Set the exported
contents to "Summary"
when creating journal
data.

Exchange rate

Register the exchange
rate to be used for
foreign currency
settlements. This will
enable automatic
currency exchange for
applications.




joocanm

Overall flow (Application -

Approval - Finalization - Export
procedures)
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Application procedure jobcanim

G About applications

Applications submitted via JOBCAN Workflow are called "applications".
When entering information and submitting an application, the next approver
is automatically requested to approve the application.

° Click "Apply" on the left side menu

e Select an application form

Click on the row of the application form matching your desired content.

Authorization for item P N Fill this form in order to request
purchase (10FM EoBEd | Public ) permission for the purchase of
HEE) articles.
Bumnesstnp?pphcaﬁon ( Public 5

form (Hi3REFE) ) i

Transportation cost form (10 ‘ Public

AU EDIEE D)

e Enter the content

Insert the content of the application form. The items of the form
can be customized by the administrator.

Business trip application form

Application title

Please enter title of applicz
{required)

O\
() Set (@) Notset

Approval deadline Please set if there Is need for an approval deadline on this application
Any date after today can be specified as the approval deadline.

Related group

Related project Search projects

O ~oply

Verify the application details. If correct, click "Apply".

6
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Approval procedure jobcanmm

G About approval

Approving an application is referred to as "approval". Unlike paper applications,
there is no need to put a seal on the form or pass it to the next approver.
Simply press the approval button and it will be implemented automatically.

° Click "Approve" on the left side menu

e Confirm the application

From the "Approve" screen, click on the application to approve.

Pending approval(1) In progress All Complete Returned Rejected

By deadline v 20items v

( General ) [Authorization for item purchase ] Office items

ID : 16 Fuyuyama Shun (2021/11/08 16:29) Current approval step: # S35%&

e Review the application, and approve or return it

- Step name : $tSIEE

‘/ \.
{ .
‘\_A\l required approvals_/.

[ Pending ) Approver: Fuyuyama Shun

Send a notification with this comment

&

Comment (optional, under 1000 characters)

m

*If "return” is selected, you can return the application to
the applicant or to the previous step. You can also reject it.

Please select a return destination

The user will be notified by mail that the application was returned.
(@ Applicant : Fuyuyama Shun
(O Reject @

m caneel

7
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Confirmation procedure jobcanm

G About journal finalization (payment finalization)

When the application is finally approved, the journal (payment) information will
be automatically created from the application information. When confirming
the content of the journal (payment) created, the data will be exported.

*Below is the procedure for finalizing journal entries and payments.

On the left side menu, click “Expense function” —
"Finalize journals"

e Confirm the journal contents

Appropriations journal I[1)  Payment journal(0)

AR (72
K]

e (FAH) @ 35,0007

Select the line whose details you wish to

- check, to open the details screen.

You will be able to modify information too.

Edit Journal Information

Creditor:

Debtor:
nnnnnnn item REZEE (FAM) Account item FHhE (AP
(required) (required)

Creditor:

Debtor: Tax Creditor: Tax
category J;RUEA 2 category HEH (F2H)
ired) (required)

Creditor:
Managing  Domettes ~ _ Managi
rrrrrrrrrr

d Creditor:
Managing

a Check and confirm the desired line

10701 09/28 “’3"? 2B/ (FAF) Fuyuyama Shun Costes transporte "f:“;‘“ T2 zus 5am) e 35,0007

8
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Export procedure jobcanim

© About journal data (FB data)

The finalized journal (payment) information can be exported. Journals
(payments) can be finalized by just importing the exported data according to
the received items of your accounting software (Internet Banking).

*Below is a description of the journal data export procedure. Payment data
can be exported via "Expense function"” — "Export FB data".

On the left side menu, click “Expense function” —
"Finalize journals"

e Click on the button at the top of the screen

Confirm and export journal information
Can also export journal information from search page

CSV export for confirmed data

6 Select the output format set before and press "OK"

Downloading BEEFDEIRT—%

Select the setting information saved in the journal data output setting screen and the
character code of the output CSV data and click
OK.

Journal data
export setting

— Select — ~

Character code (@ utf-8 with BOM () utf-a

*If CSV output is configured according to the received items of
your accounting software, journal processes will be completed by
simply importing the exported data.

e Journal data is downloaded in CSV format

A B G D E F G H I
1 2111 2016/6/15 A5 EfRE FERRBL 33333
2 2111 2016/6/30 HETEE RIEA 22222

9
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jobcanm

Creation of journals/FB data

10




Creation of journal data jobcanim

0 About journal data

Journal information that can be exported after the journal is finalized. There are
two types: "Appropriations journal”, created when the application is finally
approved, and "Payment journal", created when the payment is finalized.

Appropriations journal

Appropriation journals are journals which are created when expenses are incurred. In
JOBCAN Expense, they are generated from information included in "Breakdown" and
"Account item" at the time of application.

A

Account item Account item, account Account item, account
: subitem and tax category subitem, tax category, group

Account subitem  selected in "Breakdown" and project configured as

when applying account payable in Account
Tax category Items
Group Group/project selected when

applying
Project
Amount Amount entered at the time of application
Journal date Date of use entered when applying (Appropriation date)
Summary Application date (Customizable from Summary)
Payment journal

Payment journals are created when a payment is made, with information in "Account
item" and the transfer source/payment date selected when the payment is finalized.

I

Account item Account item, account Account items, account

: subitem, tax category, group = subitems, tax category, group
Account subitem and project configured as and project configured as

account payable in Account transfer source at the time of

Tax category Items. payment confirmation
Group Blank
Project Blank
Amount Amount entered at the time of application
Journal date Payment date entered at the time of payment finalization
Summary Application date (Customizable from Summary)

11

2016 © Donuts. All Rights Reserved.



Creation of FB data jobcanm

0 About FB data

Payment information that can be exported after finalizing payments. By
importing the information to your Internet Banking, it is possible to process
multiple payments at once.

FB data

FB data gathers "who", "to whom", "when" and "how much" to pay.

Who Account information set as "transfer source" at the time of
payment finalization

To whom Account information for users | Account information of
who applied for expense business partner for payment
settlement requests

When Payment dated entered when finalizing payment

How much Amount entered at the time of application

*QOther settings specific to each financial institution can be configured in the FB data
export settings.

12
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joocanm

Items to be set prior to operation

(Basic information settings)

- User registration
Register users of JOBCAN Expense.

« Route registration
Register approval routes to be applied to application forms.

«  Form registration
Set application form items to be submitted by users.

13
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User registration jobcanim

0 About users

JOBCAN Expense users. It is possible to set permissions (normal user,
administrator, etc.) and link to groups and positions.

On the left menu, click "Administrator function" —
"Basic information setting" — "User"

a Register users through the desired method.

User list

Registered user list. You can register new user from the button below.

To integrate user information from Google Workspace (former G Suite), click here .

Show stopped user Download CSV

Invite new user

Staff code Post rank Authority Group Q

Email address

A All All authority v

User invitation

Send invitation mail to users who
wish to register. Users who have
received an invitation mail will
register their name and password.

User registration Batch registration
Individually register Register groups of
user information. users in CSV files.

*It is also possible to link user information via G Suite
(formerly Google Apps).

14
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Route registration jobcanim

0 About routes

Approval routes that can be utilized for each application form.
The number of approval steps can be increased freely, and
approvers of steps can be flexibly configured.

On the left menu, click "Administrator function" —
"Basic information setting" — "Route"

a Register routes to be used for application forms

Step setting

Add step to approval step using the '+' button

1

Step name
(required)

step1
@ Select user O Select group/position @ O Select top group/position @ O Select when making request @

O Requester
Approver

(required) Select user that will be the approver for this step Search users m

D All required approvals

D Excluding the applicant themselves

© e

The number of steps can be increased/decreased with @ @ .
Approvers can be specified through one of these 4 methods.

(1) Specify user
Utilize this option when the approver is a specific user.
(Multiple approvers can be set).

(2) Specify group/position
Use this option when the approver differs depending on the applicant's
department, or to designate approvers by position, etc.

(3) Specify a higher level group/position
In case of groups having different levels, this option allows to specify
approvers of groups belonging to higher levels.

(4) Specify when applying
Use this option when the approver is not strictly specified and you
want the applicant to specify it at the time of application.

15

2017 © Donuts. All Rights Reserved.



Form registration jobcanmm

0 About forms

Configure application forms for users to submit. The items on the forms can
be freely customized. It is also possible to configure settings like route
branching and numbering method.

Click "Administrator function" —
"Basic information setting" — "Form"

Enter the form name and select the route to
assign to the application form

General setting
Form format

(@ Genericform () Expense settlement () Payment request

Form name

(required)

Form explanation

Route (required)

View Permission

Input form name (required)

Input form explanation (optional)

- Select route - v

@ Disclose O Set as private O Set and disclose users and period

Choose 'Hide' to hide the form from request page

In form format, select "Expense settlement" to create an application
form for reimbursement, or "Payment request" to create an application
form to request payment from a business partner.

e Configure expense specifics and customizable items

Expense specifics

# Amount # Content
(required ) (raquired)

“ # Date of use
a

#Group  / Project
(required)

PHNOO » Click to edit the type
SHOO of statement
FEHOQ
[=] > Click to add details
' [ol » Click to add customizable items

a Configure the detailed settings if necessary

With the advanced configuration, it is possible to configure
useful settings for JOBCAN Expense, such as form
classification, route branching, and numbering method.

16
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Customizable item types jobcanm

A text box that does not Entering the name of the item to
allow line breaks purchase without line breaks

Single-line text

A text box that allows line  Having the application details

Multiple-line text el filled in

An input field where only Having only numbers entered,

Number input
P numbers can be entered such as value or amount

Having specific dates displayed,

Date selection A field to enter dates like purchase date or business
trip date
Display months specified, such as
Select month Field to enter the month month of contract or month of
allocation

Making users select only one
option from a small number of 0
choices

Make staff choose only one

Radio button of the options

Make users select only one  Making users select only one

Pulldown menu option in a drop-down list  option out of many

Offers multiple choices for ~ Having users select more than

A B [
Clizeldam the options one option
Request Item_ thalt allot;/vs_tt? zelect Making users select related
selection previously submitte applications
applications
. Item that allows to select Permitting the selection of the
e szleation registered users user related to the application
Item that enables selection Letting users select groups
Select a group of registered groups related to the application
. This item allows selection of Letting users select projects
Select a project registered projects related to the application
Generic master Allows selection from generic Eonr?qt;)llanngy'sse(l)?;ﬂon: ;;22: ctzlg(:a Search  Clear
data selection master information such as the list of leased PCe
Enabling attachment of several
Attach_ment Files can be attached file types and setting of random Selectfle
selection :
item names
f ] q Permitting the addition of a You can specify a headline.
Headline Option to set headings headline to the title
. X - .Cases When .an application . There is the possibility to include an explanation.
Explanation Configure descriptions information is to be shared with
the appllcant *This field that can not be entered by the user at the time of application.
. Set up a detailed table with In cases of abundan.t data to be Cotctation x [
Calculation entered when applying, such as

1 to 10 columns "StS of purchased gOOdS *This field that can not be entered by the user at the time of application.

17
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joocanm

Items to be set prior to operation
(Expense settlement settings)

- Account item registration

Register account items to be used for expense settlement or
payments to business partners.

- Tax category registration

Register tax categories to differentiate taxable from non taxable transactions.

- Breakdown registration

Register breakdowns to be selected when applying for expense settlements
and payment requests.

« Account items and others

Configure account items to be automatically reflected in journals where
accounts payable is used.

18
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Account item registration jobcanim

0 About account items

Register account items to be used for expense settlement and payments to
business partners. (E.g., travel or social expenses). Via linkage to breakdowns
and accounts payable, it is possible to automatically create journal data.

On the left side menu, click "Administrator function" —
"Expense information setting" — "Account item”

e Register account items through the desired method

Account item list

Registered account item list
Register new account item from the button below

Register new account item CSV upload CSV Sample Download CSV

Batch registration

Register account items in bulk via CSV data.

v

Individual registration

Register account item information individually.

Account item Transportation expenses

name (required)
Input account item name for account item code

Account item code 0004

(required)
Input account item code used in your accounting software

Save

If you register account item names and codes previously
registered in your accounting software, you will be able to
complete journal procedures by just importing the journal data
exported through JOBCAN Expense into your accounting software.

19
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Tax category registration jobcanim

0 About tax categories

Classify transactions depending on whether they are taxable or not. (E.g., taxable
purchases, tax exemption) Automatically create journal data by linking to
breakdown and unpaid items.

On the left side menu, click "Administrator function" —
"Expense information setting" — "Tax category"

e Register tax categories through your preferred method

Tax category list

Registered tax category list
By tying to breakdown or account payable setting, tax will be automatically calculated when creating journal data
Register new tax category from the button below

Register new tax category CSV upload CSV Sample Download CSV

Batch registration

Register tax categories in bulk via CSV.

\ 4

Individual registration

Register tax category information individually.

Tax category name Input tax category name (required)

Input tax category name for the tax category code
Input tax category code (required)

Input tax category, such as those in your accounting software

@ Do not calculate tax (not applicable} O Use standard tax rate (Inclusive tax} O Use reduced tax rate (tax-inclusive)

Tax calculation Standard tax: After Oct 1, 2019, consumption tax is 10% (before Sep 30, 2019 is 8%)

Reduced tax rate: Use 8% tax rate for all date

If you register tax names and codes previously registered in
your accounting software, you will be able to complete journal
procedures by just importing the journal data exported through
JOBCAN Expense into your accounting software.

20
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Breakdown registration

jobcanm

G About breakdowns

Register breakdowns that can be selected at the time of application.
Journal data can be automatically created from the account items linked

to the requested breakdown.

On the left side menu, click "Administrator function" —
"Expense information setting" — "Breakdown"

e Register breakdowns through your preferred method

Breakdown list

List of selectable breakdown in expense settlement or payment request page
Register new breakdown from the button below

‘ Register new breakdown CSV upload CSV Sample Download CSV

Batch registration

v

Individual registration

Register breakdown information individually.

Breakdown name

Please input breakdown name

Breakdown code nput breakdown code (required)

(required)
Set breakdown code to differentiate breakdowns

Account item Select account item

(required)
Please set account item tied to this breakdown

account subitem
applicable item

You can select from account subitems tied to the currently selected account
item

Tax category Select tax category
(required)
Please set tax category used with this breakdown —

nput breakdown name (required) }
(required)

If you need to tie account subitem to this breakdown, please select the ——

Register breakdowns in bulk via CSV.

Name of breakdown to be
displayed at the time of application.

*The applicant will indirectly select
the account item by choosing the
breakdown. In order for the
applicant to select the appropriate
account item, setting an easily
understandable name for the
breakdown is recommended.

Account items, subitems, and tax
categories linked to the breakdown
selected at the time of application.
The journal data will be created
from those.

21
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Account items and others jobcanm

G About account items and others

Configure the account items to be displayed in the journals including accounts
payable and deposits. Ex.: Creditor of the appropriation journal and debtor of the
payment journal reflect the account items linked to "Accounts payable'.

On the left side menu, click "Administrator function" —
"Expense information setting" — “Account items of
account payable and others"

Select and save account item and tax category

information
You can select from
j accounts payable, suspense
Account payable = Suspense paymentiNotsef)  DepositiNotset) | Wire Transfer fee(ot set) — payments, depOSitS and
_ transfer fees. In order to
scountion. | FE AN ] export journal data, make
tequred) selectsccout fem sure you register accounts
payable.
Select account subitem )
accountsubitem Select account subitem if there is a need to tie them to others - Conﬂgure the accounts to
You can select from account subitems tied to the currently selected account item be a Utomatlca I |Y
displayed in journals
— HEH FAN including accounts
(e S payable, etc.

Select group
Group

Selact applicable group

Select project
Project

— Configure group and
project information to be

automatically displayed
in journals including

accounts payable, etc.

Select applicable project

22
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jobcanm

Useful settings

(Basic information setting)

- Group registration
Register groups (departments) users belong to.

- Project registration
Link projects to application information.

-  Form category registration
Categorize and manage forms.

- Position registration
Specify approvers for route setting according to their job position.

- Generic master settings

Select registered master information at the time of application

23
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Group registration jobcanim

G About groups

By registering groups (departments), it is possible to set the group to
which users belong, and link it to application information.

On the left side menu, click "Administrator function" —
"Basic information setting" — "Group"

e Enter group information and save

General Information

Group name
Human resources
(Required)
Input group code (optional)
group code

Enter a group code, such as a branch number or department code, to identify the group

Accounting group Input accounting group code (optional)

code

Please enter a code to identify the group for accounting purposes. You can set the same code for multiple groups.
Explanation [Enter a description of the group (optional)

Select group
Main group

If you manage groups in a hierarchical way, please set up a group that is the "parent (main group)" of this group

Save

*CSV batch registration is possible as well

e Link registered groups to users

User information is updatable in "Basic information setting" — "User™".

Group

Please set group that this user be.ongs to. Multiple setting is possible.

*Multiple groups can be linked

24
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Project registration jobcanmm

0 About projects

By registering a project, it can be linked to application data. If there is no
need to manage projects, registration becomes unnecessary.

On the left side menu, click "Administrator function" —
"Basic information setting" — "Project"

a Enter project information and save

Project name

JOBCAN Workflow|
(required)

Project code 1

Save

*CSV batch registration is possible as well

e Registered projects can be linked to applications

Authorization for item purchase

Fill this form in order to request permission for the purchase of articles.

Application title Please enter title of application (required)
(required)

() set (@ Notset

Approval deadline Please set if there is need for an approval deadline on this application.

Any date after today can be specified as the approval deadline.

Related group Search groups

Search projects

Related project

*Related groups and projects can be hidden or require input
through the detail settings: "Basic information settings" —

"Form"
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0 About form categories

Allows to categorize and manage forms. In case numerous forms are
registered, managing them according to their category will make it easier
for applicants to find their applications.

° On the left side menu, click "Administrator function" —
"Basic information setting" — "Form categories”

e Enter and save form category information

Form type name

(required)

Conference minutes

Form type code 2419

Select form type
Parent form type

If you are managing form types by layers, Please set 'parent’ type for this form type

Save

*CSV batch registration is another possibility

e Link registered form categories to forms

Allows linking to form categories through the detailed settings in
"Basic information setting" — "Form"

Detail setting

You can set more form detials

A

Form categories Select form type (Optional)

*Multiple form categories can be linked

Enable search by form category on the application
form selection screen
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© About positions

By registering a position, the said position is assigned to the user.

When configuring routes, there will be the option to specify approvers
by their position.

On the left side menu, click "Administrator function" —
"Basic information setting" — "Post rank"

a Enter position information and save

Register position

Register position used in you company such as Chief Director

General Information

\

e Link registered positions to users

Register and modify user data in "Basic information setting" — "User".

Manager ( Human Resources v ) o

Post rank

Set position for this user. Multiple setting is possible

a Specify approvers by position at route configuration

Register and update route data in "Basic information setting" — "Route".

\\ Select user @ Select group/position w] Select top group/position @ \w Select when making request €

() Requester

Group Human Resources only v

Approver
requi

Post rank All approvers
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a About generic master information

Configure the company's master data. When configuring "Generic master

settings" as a form item, it is possible to select the registered master
information when applying.

On the left side menu, click "Administrator function" —
"Basic information setting" — "Generic master settings”

g Enter generic master information, record and save

Add generic master data Add record

sssssssssssss

cccccccccccc

(required)

nnnnnnn

6 Add "Generic master data selection" to form items

Register and update form data in "Basic information setting" — "Form".

ltem setting

Leased PCs Search master data

Enable the selection of registered generic master
records when applying
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Useful settings

(Expense settlement setting)

- Account subitem
Enables managing of items included in account items separately.

«  Transfer source

Register the transfer source information for transfer to
employees and business partners.

«  Payment method

Register payment methods to be displayed on the Expense
application screen.

*  Summary settings

Contents can be configured to be exported to "Summary"
when creating journal data.

« CSV export settings
Configure export items for journal data.

« FB data export setting
Configure export items for FB data.

- Allowance settings
Register the information to be selected in the allowance details.

« Exchange rate
Register exchange rates. 29
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0 About account subitems

By registering account subitems, items can be managed separately within the
account items. It is possible to automatically create journal data by linking it
with journal data and accounts payable.

° On the left side menu, click "Administrator function" —
"Expense information setting" — "Account subitem”

a Register account subitems through the desired method

Account subitem list

Registered account subitem list
Register account subitem to manage items under accout item
Register new account subitem from the button below

CSV upload CSV Sample Download CSV

Batch registration
Register account subitems in bulk via CSV data.

I Register account subitem

\ 4

Individual registration

Register account subitem information individually.

Account item wEZEE Ak

(required)
Select account item to be tied to account subitem

Account subitem Transportation expenses

name (required)

Save

If you register account item names and codes previously

registered in your accounting software, you will be able to

complete journal procedures by just importing the journal data
exported through JOBCAN Expense into your accounting software. 30
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0 About transfer sources

Register transfer source information to be used for transfers to employees
and business partners. By setting account items and account information,
it is possible to automatically create journal entries and FB data.

° On the left side menu, click "Administrator function" —
"Expense information setting" — "Transfer source"

a Enter account and account information for the
transfer source, and save

Account item information
Account item Select account item
{required)

Select account item to be tied to transfer source

Select account subitem
account subitem

If there is a need to tie transfer source to account subitem, please select the subitem i )

You can select from account subitems tied to the currently selected account item DISp|ayed n the

: 1
— payment journal's

Tax category Select tax calegory C red itor
{required)

Please set tax category to use in this transfer source

Select group
Group

Please set group to use in this transfer source

Select project
Project

Please set project to use in this transfer source —
Transfer source account information N

Select bank code
Bank code * Bank
name (required) Input bank code (required Bank name (optional Input bank name (optional
> Displayed in FB data

Branch code
Branch name Input branch code (required Branch name (oplional Input branch name (optiona
(required)
Account number @savmgsaccaunt (0) Checking account | Input account number (required nput account name (required
(required) - —

Q Select registered transfer sources on the payment
finalization screen

Transfer source

‘ HEZNA (FAH) ~ ‘

— Select transfer source -
#HEBTHA (TAR .

(Requirad}
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G About payment methods

Set the payment method to be displayed aside from the default "advanced
payment" in the Expense application screen. Applies to methods like "corporation
card" that do not need to be payed by the employee or bank transfer.

*If you apply with a registered payment method, payment journal and

FB data will not be issued
On the left side menu, click "Administrator function"” —
"Expense information setting" — "Payment method"

Configure the payment method name and the
account item information linked to that payment
method, and save

Bank transfer

Payment Method —_—
(required)
Input name for payment method In case Of an
application
Account item b FAR th rough th at
[{ d)
e Please set account item shown in appropriations journal's creditor (i.e. account payable) when received request with this payment method payment_: methOd’
L} the configured
Select account subitem account item
account subitem information will be
Please set account subitem shown in appropriations journal's creditor when received request with this payment method d . .
isplayed in the
] ~ payment journal's
Tax category FiRitA (FAF) CredItOF
(required)
e Please set tax category shown in appropriations journal's creditor when received request with this payment method —

Save

Enable selection of a registered payment method
on the Expense application screen

Expense specifics

TEE (FAR 20211118 80000 Yen

Subtotal: 80,000 Yen

Advanced payment W

Payment Method
Select a payment method
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0 About summary settings

Configure content to be exported to "Summary" when creating journal
data. If not configured, the application title will be displayed in the journal
summary.

On the left side menu, click "Administrator function" —
"Expense information setting" — "Summary"

Select journal type (appropriations or payment) and
request type, then items to export as summary

Click item you want to select Selected item

EEE nput fixed value > X L EEZSRL
EEEID ® 2. (WEA®) A
(HEED) & x 3. R4
(REED) &

(#mE®) A

(HRAD) &

BES -7

EEFasz sk

nE

*In the "Selected item" section on the right, the items will be
exported to the journal summary in the order they were selected.
For example, configuration is set as in the screenshot, whenever
a request is made in Expense for transportation expenses, it will
be automatically exported to the summary as "(Taro Tanaka)
October transportation expenses".
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0 About journal data export settings

Configure export items of journal data. Exported journal data can be directly
imported into your accounting software by adjusting it to your accounting
software's compatibility.

On the left side menu, click "Administrator function" —
"Expense information setting" — "Journal data export setting'

a Select items to export as journal data, and save

Journal dat:
export setting ART—% (FAL)
ame (required)
Item setting
Selectable items Downloaded Items
Please salect item Accounting software template: - Select — v
3 Export header row [f Edit header row
Journal date(yyyy/mm/dd) v -
® 1. Journal date(yyyy/mm/dd) #RA
Date of application(yyyy/mm/dd) v
x Date of
Journal date(yyyymmdd) 2. application(yyyy/mm/dd) =]
Date of application(yyyymmdd) * 3. Summar’ y BE
Summar; y v % 4. Request ID =ED
Request ID v % 5. business partner code BRAlEa—F
Details lin mb 3 6. business partner name MIER
b partner code v % 7. Staff code 25w TI—F
business partner name v T
® 8. Debit:Account item code &% BEMED-F

*Journal data will be exported according to the selection order of
"Selectable items".

*Accounting software templates are samples. Kindly check the
manual for your accounting software before implementing the
appropriate configuration.

Enable selection of registered export settings when
exporting journal data

Downloading BEFDLRT—%

Select the setting information saved in the journal data output setting screen and the
character code of the output CSV data and click
OK.

Journal data

. -— Select — ~
export setting se

Character code (@) utf-8 with BOM () utf-2

n Cancel 3 4
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0 About FB data export settings

Configure export items for FB data, which can be imported directly to
Internet Banking by adjusting the data’s format to a format compatible with
your Internet Banking.

On the left side menu, click "Administrator function" —
"Expense information setting" —
"Firm-Banking data export setting”

a Select FB data export settings and save

Firm-Banking

Export Setting TAMET (FAR General |nf0rmat|0n,
Name (required) \L header record, and
|»—- data record need to

General Information Header record Data record

be configured.

Settings vary from
one financial
End-of-file ® (@ No () Line code institution to
another. If you are
unsure about the
configuration details,
kindly contact your
financial institution.

Enable selection of registered export configuration
when exporting FB data

Line code @ @ crReLF (CR (O LF () Neo

Firm-Banking data download

Download checked payment confirmation data as Firm-Banking data

Select the output setting information saved in the FB data output setting screen and
click OK.

Firm-Banking data
export setting

TALEIT (FAR) v
total Firm-

Banking data Sum up amount for the same receipient
setting

n cancel
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0 About allowance settings

This item is used for expense settlement of fixed amounts, such as daily

allowance and lodging allowance for business trips. By registering allowances,
allowance details can_be used for applications.

On the left side menu, click "Administrator function" —
"Expense information setting" — "Allowance"

a Select allowance type name and breakdown to link
with each allowance type

The account information set for the breakdown linked to the allowance type
selected when applying will be automatically displayed in the journal data.

Allowance code 2002

Input allowance type code to differentiate allowance type

Allowance name Event organization

Input name for this allowance type

Breakdown AR HEEEA (FAR)

Set breakdowns tied to this allowance type

e Register allowance information into previously
registered allowance categories

nnnnnnnnnnnnnnnn

uuuuuuuuu

Allowance amounts can be set for each position.
(General users: __$, executives: __$, etc.)

Configure allowance specifics in the form so that
registered allowances can be selected

Allowance specifics
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0 About exchange rates

The exchange rate is an item for settling expenses when using foreign
currencies for business trips, etc. Registering exchange rates allows the use
of foreign_currencies-specific statements.

On the left side menu, click "Administrator function" —
"Expense information setting" — "Exchange rate"

Enter currency name, rate, application start date, and
then save

Kindly enter the date when the rate begins to be applied in the
"Application start date" field.

------------

(required)

When expense specifics (exchange rate) or
transportation expenses (exchange rate) are set
in the form, it will be possible to select
registered exchange rates.

Expense specifics (Exchange rate)

Enter the amount

nnnnnn
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Should you have any inquiry regarding settings or
operation, do not hesitate to contact us.

Technical support (10:00~17:00 - excluding weekends and holidays)

a2 )

Phone No.: 03-6300-5166
E-mail: support@wf.jobcan.jp
Chat: Available from the bottom right
Help page: Available from the top right

J
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