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ADVANCE NOTICE

[VAT] VAT AND DEDUCTIBLE VAT INFORMATION IN EXPORT FILES

MADE FOR...? Travel Manager

ACTIVATION REQUIRED? Customers may check if new expense report format will be
: compatible with their systems

SYNOPSIS

The latest format of the export file (from July 2022) includes new columns/elements containing VAT and
deductible VAT information. This change was introduced to manage the dedicated VAT accounting keys and
the multiple VAT amounts introduced for the multi-VAT feature.

The VAT accounting key will become the unique source for VAT segments and deductible VAT segments to
simplify maintenance. VAT segments and deductible VAT segments will no longer be supported in the
accounting alias.

Please note that VAT amounts and deductible VAT amounts are already available in the new
columns/elements.

From 24.2 (April 2024), VAT and deductible VAT information will have to be retrieved from the new
columns/elements for all clients regardless of the use of single VAT or multi-VAT.

The old columns/elements containing VAT and deductible VAT information will no longer be populated
following Neo 24.2 (April 2024).

Please contact your Neo technical contact for more information.

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any
portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.
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[NEO] NEW SUSTAINABILITY API

GDS SUPPORTED All

COUNTRY All

ACTIVATION On request

AVAILABLE ON ...? Desktop | Mobile (GBT Mobile and Neo Mobile App)

SYNOPSIS

Sustainability is becoming more and more important, and companies are asked to report CO2 emissions. Neo’s
objective is to provide useful information when calculating CO2 data. With more granularity in results, travelers
will be able to select more accurate information.

Previously, there were three different methods of calculation displayed for CO2 emissions: ADEME, DEFRA and
EPA. These options were managed internally and based on public information from within the organism.

In this version of Neo, the new “Choose Integration” allows Neo to present data based on more granular
calculation methodologies. Three additional methodologies will now be offered: ICAO, IATA RP 1726 and IATA
CO2 connect. These methodologies incorporate aircraft type into their data which allows Neo to reflect this in
search results.

NOTE: While there is not currently a cost for using IATA's CO:2 data, that may change in the future.

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any
portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.
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[TRANSPORT] SEARCH EARLIER OR AFTER OPTION

GDS SUPPORTED All

COUNTRY All

ACTIVATION Automatic

AVAILABLE ON ...? Desktop | Mobile (GBT Mobile and Neo Mobile App)

SYNOPSIS

Neo continues to make the booking experience easier for users by adding new options. Users will be able to
extend searches before or after the selected time. This button will advance and update the search +3 or -3
hours based on user preferences will be relaunched.

Buttons will only be visible when entering exact time in the search form. They will not appear if the user based
their search on “Flexible travel time” or on a time range.

< Back to search
7 Editsearch
Search results current search: Parie - A1l Airports and Ra ways, Tue, Mar 28 — New York (NY] - All Airports and Railways, Wed, Mar 29
Direct options only Suppliers Price  ~ Airport/Station  w Connections  ~ @ CO: emnissions In policy only Clear filters
@ Choose departing trip
S Recommended _
+ ¥ Sort by
Recommendations are bas ambination of criteria 2 company, including price, travel policy and preferred Recommended 7
suppliers. Duration, number o = and CO: emissions are al:
(3 Allyou need to know for your safe trip to USA Learn more
% Lufthansa 9:45 AM (CDG) 11:45 AM (EWR) sh Business Saver €4,698 m
Tue, Mar 22 Tue, Mar 28 Mon-stap Busingss (D) Total Price
Change fare/dass - View seats
LH 751 - 2,512kg CO: - Operated by Urited Airlines lh®E N amE W POLICY v Show details
uniten |1 9:45 AM (CDG) 11:45 AM (EWR) 8h Business €4,681 m
Tue, Mar 28 Tue. Mar 28 MNon-stop Business (D) B
(Change fare/dlass - View seats
UA 56 - 2.512kg CO: @M a2 IN POLICY ~  Show details
Show more
Can't find what you are looking for?
< Earlier results Later results >
Try to refine your search by changing the time of departure of 3 hours

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any
portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.
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[TRANSPORT] EXPLANATION OF RECOMMENDED RESULTS

GDS SUPPORTED All

COUNTRY All

ACTIVATION Automatic

AVAILABLE ON ...? Desktop | Mobile (GBT Mobile and Neo Mobile App)

SYNOPSIS

Users often ask about the logic behind the “Recommended” sort order in Neo.

As a result, Neo now provides users with an explanation of this sorting providing users with an enhanced
comprehension of the sorting of results and the display. This will assist users in understanding that sorting is
based on their company set up which is based on several criteria.

{ Back to search
/ Edit search

Tra nSpOft results current search: Paris - Al Airports and Railways, Mon, 12 Jun — New York (NY) - All Airports and Railways, Thu, 15 Jun

Stops v Companies v Price Airport/Station v Connections  ~ @CO:emissions ~ In policy only

@ Choose departing trip

Sort by

. Recommended

Recommendations are based on a combination of criteria establ / your company, including price, travel policy and preferred . v
suppliers. Duration, numbe ps and CO: emissio dered. Know more
o All you need to know for your safe trip to USA Learn more
uNITED 09:45 (CDG) 11:45 (EWR) 8h Basic Economy 1,053
Mo, 12 Jun Mon, 12 Jun Non-stop Economy (V) Total Price
Change fare/class - View seats
UA 56 1,218kg CO: fe®m M <2 IN POLICY v Show details

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any
portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.
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[NEO] SUPPLY OF TRAVEL AGENCY DETAILS

GDS SUPPORTED All

COUNTRY All

ACTIVATION Automatic

AVAILABLE ON ...? Desktop | Mobile (GBT Mobile and Neo Mobile App)

SYNOPSIS

When users are unable to modify details of the trip, they need to have access to the travel agency details. The
travel agent can then make the modification or exchange on behalf of the traveler.

If a trip cannot be modified or changed online, Neo will show the relevant travel agency contact information to
the traveler.

No modification or exchange allowed at this stage X

This flight cannot be maodified or exchanged online

In order to modify or exchange your ticket, you need to contact your travel agency:

American Express Global Business Travel

Close

(Screenshot for your information)

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any
portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.
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[CAR] RECOMMENDATION RULE BASED ON TRAVELER CATEGORY

GDS SUPPORTED All

COUNTRY All

ACTIVATION On request

AVAILABLE ON ...? Desktop | Mobile (GBT Mobile and Neo Mobile App)

SYNOPSIS

Neo could define car booking rules based on the category of traveler (setting up the compliancy, non-compliancy
or hiding car classes or car types), however, the car recommendation rules (e.g. recommended category or fuel
type) could not previously be defined by traveler category. With this release, clients will now have the flexibility
to do this.

PUBLIC RATE INTERMEDIATE
£ .82
@) Carrental CEZD amcocsts | cuearons | © 102

PICK UP AT EUROPCAR
m EUROPCAR - Gars De Lyon -rrs-, 75012 Paris, France
1% June 2023 - 08:30

l Iw Agency information o

DROP OFF AT EUROPCAR
Europear 1.8km
EUROPCAR - Gars De Lyon -1ms-, 7502 Paris, France v 19 June 2023 - 17:00 P

Agency information

[) SAMITARY MEASURES  View safety measures

PUBLIC RATE INTERMEDIATE
£ .36
@ carrental  CETD pcsets | e £ 105

PICK UP AT BUDGET
,m_ BUDEET - Hall 3 Sare De Lyon Fl Henri Frenay, Miv hiin 1
= 18 June 2023 - 08:20

3 . .“: Far«ing Medterranss, 75012 Pariz, France -
Agency information Ck-up time

) DROF OFF AT BUDGET
FiBudget BUDGET - Hall 3 Gara De Lyon Bl Henri Erenay, Niv Min 1

19 June 2023 - 17:00

Parking Mediterranss, 75012 Paris, France
Agency information

() SANITARY MEASURES  View safety measures

In this example the recommended car category ‘Intermediate” is highlighted for traveler category “VIP”

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any
portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.
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All
Automatic

Desktop | Mobile (GBT Mobile and Neo Mobile App)

SYNOPSIS
Hotel selection is made easier by having more criteria available for users.

Hotel ratings from 1 to 5 will now be displayed in the hotel overview.

< Back to hotel list

The Frederick Hotel 14 nights - may 16, 2023 - May 20, 2022

The Frederick Hotel **** 43/5
y 95 West Broadway 10007 New York NY US - 397 m from search location

© O smwruessunes —

Amenities

= WiFi @4 Fitness equipment Y1 Restaurant (®) Accessibility

Sub-category ratings will be displayed with the ratings from 1 to 5 for the following categories:

= Cleanliness Oueiew  Amenkies  fooms  lowton  Revews  Akernatve otls

= Service

L] CO mfort Reviews

= Location Amenities 40 Cleanliness 46
- Amenltles 4.3 /5 Comfort 4.1 Neighborhood 4.6
n Neighborhood based on 943 verified guest reviews Service -5

Latest 100 reviews @

i [Ty
SCOPE 405 5 s

Room like a closet

. There is no closet space. | can't even hang a dress. No drawers. Tiny room. No daylight. Very claustrophebic.
Available for SMP.
silje § Expedia
5.0r5 Dec 9, 2022
Great staff
§ Expedia
405 ety

Now 29, 2022

It was very clean, my room was small but since it was nice and clean | didn't mind besides | wasn't in the room all day
the only thing | didn't like is my window open to a wall. Other than that my stay was very pleasant, the staff is friendly
and helpful

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any
portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.
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[HOTEL] HOTEL SEARCH RESULTS DISPLAY IMPROVEMENT

HOTEL SOURCE SUPPORTED All

COUNTRY All

ACTIVATION Automatic

AVAILABLE ON ...? Desktop | Mobile (GBT Mobile and Neo Mobile App)

SYNOPSIS

The following improvements have been made to the hotel results in order to improve the presentation of hotels
that are not available or not allowed by policy during a search for hotels in Neo:

A new Show more hotels button has been added to this screen. Clicking this button will allow the user to display
and compare up to 192 hotels at a time.

12 not available hotel(s)
The following hotels have no mere available rooms or are not allowed by your company travel policy

Show more hotels

=21 View not available hotels

Users will be able to view hotels which are displayed on the screen while waiting for additional hotels to load.
Hotels which are “Not available” or “Not allowed” and those which are “Available” will be displayed in two

separate sections.
When 10 or more hotels are available, hotels which are not available or not allowed will be hidden. However,

users will be given the option to view these hotels as well.

neo HOME TRAVEL  EXPENSE ® 4
< Backto search
/ Editsearch
Select hotel 1 nignt- oct 12, 2023 - 0ct 13, 2023
3 s AT Wi a 2 = o S Rk PETER COOPERY
pernight inct.1ax €307 (GGG ¥ ) SR 2 1 GREENWICH & o o VILLAGERS
o & (D) excl tax €265 ] o | ! B VILLAGE & (v] g
Q searchhere o il & o ¢
. wreen Park f Washington o o S
STANDARD RATE il Cp— i Hudson River squarepark O
. - St NEWPORT f? Greenway o NOHO
View hotels without MEARK ] = E)SON  MUSEUM OF ¥ EasTIVIlLAGE
o s wroucy SaUA by ICE (o &M < S
=" 0
Mulberry exiting the search mE g BOWERY 5
£08 m from search location It - (=N 2 f
N+ Museur S i
 Free cancellation avalatle resuits Fae D" useom. < ¢ [
WATERFRONT v €398 @ uea = & Jireg
v ¢eon a1k e =0 AT ~ ;
o : W Y90 e Tl e !
ersey City & a # Yo @‘“: =g Domino Parl
na sy 5 veane @ vease
STANDARD RATE PAULUSHOOK = - LOWER i
onatseptember  ~— @ EAST.SIDE 4 /]
3 orial & Muse . v e33R e o /
P 3 g
sene Lvane ; 1
Club Quarters Hotel World Trade Center e g o s b= & Two sribges @ B
750 m from search locatios L o = #8929 Tas o e
Free cancellation available i ! 71 varse 2 €70 v €539 e O e
' i T
§ veawe ® o
per night. indl tax €302 4 = o, )‘o
e i e [SPptury Vicw notel / o = Jane's(Carouse e
- = v 3 S
The Batter~ = DUMBQ
& & STANDARD RATE 1= b o
Hidden unavailable hotels ] idNational
nmigration Wis Brookiyn o BROOKLYN o
‘Bridge Park ¥ ~ NAVY YARL m
12 notavailable hotel(s) B View not avalable hotels = b o
The follawing hotels have no more available rooms or are not allowed by your company travel palicy ? e y (BROOKLYN DOWNTOWN
f O e wa F
d Hl - [} ol
Show more hotels N 5 oA A i o —
Display even more hotels ISLaND. S LA <covemors’ | 11, 0 ook g CLINTON

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any
portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.
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[HOTEL] SEARCH FORM ENHANCEMENTS

HOTEL SOURCE SUPPORTED All

COUNTRY All

ACTIVATION Automatic

AVAILABLE ON ...? Desktop | Mobile (GBT Mobile and Neo Mobile App)

SYNOPSIS

Enhancements have been made to provide users with a better search experience, improving the design and
the performance of this function. Furthermore, accessibility for disabled users is now enhanced from the very
first step of the booking user flow.

This is the last part of the hotel search form revamping which started with the Neo 22.4 release. These
improvements provide easier modification during hotel bookings as seen below:

Hotel modification X
| Keep my current hotel
Check-in* Check out *
Wed 22 Jan Thu 23 Jan

Cancel

The user experience for editing or adding a hotel during the search process has also been improved.

Edit search X
14/02/2023 15/02/2023

Marseille, France

Provider audit

Cancel Search hotels

Add hotel X

Provider audit

Cancel Search hotels

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any
portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.
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Date selection for hotel searches has been made easier. Past dates and dates too far into the future are now

automatically blocked. It is also now possible to select the same dates for check-in and check-out for hotel

searches:

Check-in*

22/01/2023

Check-out *

22/01/2023

<
M T
6 7
13 14
20 21
29 30

22

31

o Start and end date must be different

o Start and end date must be different

December 2022
F 5
2 3 4
9 10 11
16 17 18
23 24 25

13

20

29

21

30

January 2023
1 2
8 9
15 16

31

23

10

17

24

W

Done

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any

portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.
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[EMAILS] NO CANCELATION EMAIL SENT BY NEO FOR OFFLINE CANCELATIONS

GDS SUPPORTED All
COUNTRY All
ACTIVATION Automatic

SYNOPSIS

To avoid confusion and reduce the number of emails sent to users, Neo will no longer send a cancelation
email regarding trips canceled with an offline agent.

DETAILED SCOPE

= Online PNR canceled by an offline agent
= Offline PNR canceled by an offline agent

NOTE: this will not change the emails flow sent by the offline GBT teams.

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any
portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.
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[NON-DECIMAL CURRENCIES] IMPROVEMENT TO DISPLAY AMOUNTS

MADE FOR...? Traveler | Accountant
COUNTRY All when Neo expense is supported

ACTIVATION Automatic if Neo expense enabled

SYNOPSIS

Prior to Neo 23.1, non-decimal currencies were not supported in Neo.

As part of supporting non-decimal currencies in Neo Expense, amounts expressed in these currencies will not
display decimals within the tool.

The ".00" previously displayed will be removed from the user interface from the following:

= PDF expense reports
= emails

= export files

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any
portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.
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[EXPENSE] DUPLICATION OF EXPENSE REPORTS

MADE FOR...? Traveler | Arranger

COUNTRY All when Neo expense is supported

ACTIVATION Automatic if Neo expense enabled

SYNOPSIS

Today, recurring expense reports must be created manually each time.

With this new function, users will be able to duplicate a previous expense report to save time (for example users
claiming the same mileage reimbursement each week/month).

B3 Internal Site Visit # ® = Lst v * Summary

#183086

M Britsh Traveller

N#  Expense Status Taxes Amaunt Authorized Reported

B view por

1 (=) Mieage (UK) Personal 0.00 GEP 26.84 cep 26.94 8P
Sales - Sales Project 1 - 625900-Other costs ax benefit ~ Approval and history,
© March 20, 2023 Cleared far payment

©@ London (LON), Greater London, England, United Kingdom

~ Anomalies

2 (@ 0.00 6B 26.94 GeP 26.94 GEF
g sts - « Compliancy issues
© London (LON), Greater Landon, England, United Kingdom
3 (Z) Mileage (UK Personal 0.00 GBP 26.94GBP 26.94 GBP
NG sales - Sales Project 1 - 625900-Other costs Ta

£ March 23, 2023
© London (LON), Greater London, England, United Kingdom

4 /2 Mileage (UK) Personal
o)
MO Sales - Sales Project 1 - 625900-Other costs

& March 24, 2023

0.00 GBP 26.94 GoP 26.94 GBF

@ London (LON), Greater Landon, England, United Kingdom

Reported amount

1077680

Reimbursable amo:

1077

L T puplicate

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any
portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.
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[VAT] AMOUNT CONTROL WARNING FOR ACCOUNTANTS

MADE FOR...? Accountant

COUNTRY All when Neo expense is supported
ACTIVATION Automatic

SYNOPSIS

To help accountants identify VAT information to check, a warning appears in the list view and in the expense
line form if VAT amounts are incorrect or need to be checked. The warning is displayed in 3 cases:

= The total gross amount calculated by Neo (based on the VAT rates and VAT amounts) does not match the
reported amount

The VAT rule is 0% and the VAT amount is other than 0

If multi-VAT is configured and one of the selected VAT rates is at 0%

Expense Line #1 x

@ Dinner Change type

Required
Location

Laval (L&), Mayenne, Pays de la Loire Region, France

i Location scanned

Date

February 16, 2022 O 20v:15%
B Date, Time scanned

Amount

27.70 EUR

£ Amount Currency scanned

- \
£F 2 VAT rates, 1 VAT amount scanned

| A Please check your VAT amounts |

10% (FR) VAT amount
e 217 EUR

EEEE(FR] 'E%;an:un: EUR Accountant review

Show VAT details

B March2023 7 . Summary
1issue found x TR

N&  Expense Status Taxes Amount
D N 7 o Information to check (Warning)

2 @ Dinner 27-70kuR
© Laval (LVA), Mayenne, Pays de la Loire Region, France Feb 16
= Approval and history
£ CREPERIE A la Folie Douce provad and history

Please check your VAT amounts for line 1
o

Compliancy issues

A

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any
portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.

18



GLOBAL
BUSINESS
TRAVEL

[VAT] OCR SCANNING

MADE FOR...? Traveler | Accountant

COUNTRY All when Neo expense is supported

ACTIVATION On request

SYNOPSIS

When scanning a receipt with multi-VAT, rates for VAT will be automatically selected. Also, VAT amounts will be
automatically filled in which will simplify the creation of expense lines by users.

Multi-VAT information will only be filled in if scanned VAT rates match configured VAT rates.

When a receipt is scanned, the scanned VAT amounts will be highlighted in yellow, and a label will be displayed
so that users can quickly recognize what has been scanned. The yellow highlight is removed after the user edits
the field or closes the form.

This applies when the OCR setting is enabled in the configuration.

Expense Line x

@ Dinner Change type &

Required
) &
Location

Laval (LVA), Mayenne, Pays de |a Loire Region, France x
£ Location scanned

Date

February 16, 2022 B 20v:15v

£ Date, Time scanned

Amount

27.70 EUR

£} 2VAT rates, 2 VAT amounts scanned

VAT amount

10% (FR) 217 EUR

VAT amount

20% (FR) 0.63 EUR

Distribution

Cost Center

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any
portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.
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[VAT] DISPLAY OF “100% DEFAULT” AS DEDUCTIBLE VAT RULE

MADE FOR...? Traveler | Accountant

COUNTRY All when Neo expense is supported
ACTIVATION Automatic

SYNOPSIS

When 100% default deductible VAT is applied, “100% default” will be displayed instead of "None" as
deductible VAT rule name in the detailed list view and in the PDF.

This improvement helps to avoid confusion with the cases where no deductible VAT is applied.

[J N#  Expense Status Taxes Amount Authorized Reported
1 Di VAT 132 EUR 14.50 EUR 14.50 EUR
B March 2, 2023
@ Pparis (PAR), Paris, lle-de-France Region, France
E3 Image receipt
Comments None
VAT 10% (FR): 1.32 EUR (FR-10)
Deductible VAT 100% default: 1.32 EUR  (N/A)
N# Expense Taxes Authorized Reported
1 ¢ Dinner . 4 ' VAT 132 EUR 1450 EUR  14.50 EUR
FR1 - OP - OP1 - 625300 - FR-10 - 20 Deduct. 1.32 EUR
3 3/2/2023 VAT
Paid on 3/2/2023 Tax — Elk
® Paris (PAR), Paris, Tle-de-France Region, France Denefit
F Image receipt
Comments Mone
VAT 10% (FR): 1.32 EUR (FR-10)
Deduct. VAT 100% defauli: 1.32 EUR (MN/A)

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any

portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.
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[EXPENSE] SCAN RECEIPT FEATURE FOR LIST AND CALENDAR VIEWS

MADE FOR...? Traveler — only on desktop version

COUNTRY All when Neo expense is supported
ACTIVATION Automatic

SYNOPSIS

The receipt scanning feature enables users to add expenses in a simpler and more automated way. This
functionality captures the receipt content and pre-populates the main expense details in both the list and
calendar views.

B March2023(4) # v @  =Eus v Expense Box

N#  Expense Taxes Authorized Reported & Received Y
Y
W Deleted 6
T ~ Summary
-‘ #183084
Mr British Accountant

~ Approval and history
Draft

No expense line ~ Anomalies

Click the ‘Add expense’ button to add your expenses to this report
~ Compliancy issues

¥

—
To create a new expense, you can also drag and drop your receipt here or

Upload receipt

Tip: you can also drop your receipt in the list view when there are expenses

For the list view, a new section has been added in the empty state when the list is empty. This section gives

new users the option to begin the expense creation process by uploading or dropping their receipt in the list
view.

marzo 2022 y B8 v == p Expense Box
Sunday Monday Tuesday Wednesday Thursday Friday Saturday & Received )
1 2 - 5
[l *
+ Tl
New Scan
Expense Receipt
- ~ Summary
7 ] 9 v T 12 450002
Mr accountant exg
View PDF
~ Approval and history
Draft
2 14 15 16 17 18 19 !

~ Anomalies 7

~ Compliancy issues
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For the monthly and weekly calendar views, users will have multiple options for creating an expense line when
clicking on any date. These options include:

= Add an expense line without scanning a receipt
= Scan a receipt

= Add an expense from the expense box when available

SCOPE

= This is for desktop devices

= Applicable when configuration with OCR is enabled.

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any
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[ACCOUNTING] PREVENTION OF PENDING AND EMPTY EXPENSE REPORTS

MADE FOR...? Accounting

COUNTRY All when Neo expense is supported

ACTIVATION Automatic

SYNOPSIS

Following the migration of the accounting page, old empty expense reports were carried forward and were still
visible. To “clean up” the accountants’ pending lists, they have been removed from the system.

To further improve the process and ensure that only relevant empty reports remain in the accounting pending
list, a change has been made in the "Reject lines" process.

From this version of Neo, if a user intends to reject the only or all expense lines in the report, they will be
redirected to the rejection of the entire expense report. This will help prevent empty expense reports.

If the user intends to reject only one or some of the expense lines, then the process remains the same.

Reject expense report X

You can add a comment in the below text box

Type your comment

Reject all expense lines X

You cannot reject all the expense lines of this report

Click on Continue to reject entirely the expense report

This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). No disclosure or use of any
portion of these materials may be made without the express written consent of Amex GBT. © 2023 GBT Travel Services UK Limited.
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[ACCOUNTING] REPORT ID DISPLAYED FIRST IN ACCOUNTING LISTS

MADE FOR...? Accountant

COUNTRY All when Neo expense is supported

Automatic

ACTIVATION

SYNOPSIS
This enhancement includes displaying the expense report name and the report ID in the “Expense Report
Name” column of the three accounting lists, including: pending, approved and rejected.

From this release, the report ID will be displayed in bold in the first column. This highlights this element allowing
quick identification by users.

This also enables sorting of the “Expense report” column by report ID rather than report name.

Type expense report ID Open report

Accounting management

3 Expense reports Export Search

Company [ Flag v Pending | Approved  Rejected
O Expense report name Employee Submitted date v Policy Amount Approval Status
182322 British Traveller
@] a 25/01/2023 INPOLICY 24.03 GBP REQUESTED
December 2022 (3) United Kingdom
182320 British Traveller
O o & 21/12/2022 IN POLICY 7.96 GBP REQUESTED
December 2022 (2) United Kingdom
182057 British Traveller
@] o a 21/11/2022 INPOLICY 30 GBP REQUESTED
October 2022 (6) United Kingdom
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[ACCOUNTING] COPY & PASTE FEATURE

MADE FOR...? Accountant
COUNTRY All when Neo expense is supported
ACTIVATION Automatic

SYNOPSIS

A new feature has been added which will improve the user experience for accountants. Users can now copy a
specific piece of information in the accounting list and paste it elsewhere.

The report ID in the Expense report name column and the employee’s name can be copied simply by hovering
with the mouse.

When hovering, an icon appears which can be clicked to copy the data. The user can afterwards paste that
same data anywhere else. A tooltip shows confirmation that the data was copied.

This feature is available in the three accounting lists: pending, approved, rejected.

Accou nting management
B3 Expense reports (3 Export (@ search
Company v = Flag v
o Expense report name Employee Submitted date v Policy
] 52, Briti ller
18232 @ _ British Travelle 25/01/2023 IN POLICY
Decemtber 2022 (3) United Kingdom
— 182320 S British Traveller
. o rav 211272022 IN POLICY
— December 2022 (2) United Kingdom
0 .
— 182057 2L British Traveller 2171172022 T
October 2022 (6) nited Kingdom
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