How to fill the Neo Application
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Select 'Create expense report’
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Create expense report

Expense report name

2023 ARK-E1021; Studio_Spring
* Required field

Reason for expense
excursion in connection to Studio
Distribution

Project Code

927004 MA Studies

Cost Center

T20123 MSc Architecture
Project Type

Basic funding
Department

T201 Department of Architecture

School
School of ARTS 4

Fill the basic info on the report form:

Expense report name: 2023 ARK-E1021; Studio_Spring
Reason for expense: excursion in connection to Studio
Project Code: 927004

Cost Center: T20123

Report type: Travel expense report

Object code: -

| have my Superiors Permission: yes

Assignment travel: no

Leisure Travel part of Trip: no
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~ Approval and history
Draft

5 1 18

c T ~ Anomalies
24 - Brussels 14/03/2023 1000006076 - Mercure Paris Lafayette 16/03/2023

~ Compliancy issues

19 20 7n 22 23 2 25
1000006076 - Mercure Paris La...
To add expense line,
drag a receipt over the
calendar or click the
date
26 27 23 29 30 Ell 1

Add your expenses as New expenses, and add images/pdfs of your receipts.
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Select expense type

Q

Favorites

Add your preferred expense types by clicking on the star

Assignment Travel

@ Children's Schooling @ Health & Vaccines Fa... @ Housing (rent) @ Insurance Family

@ Moving household @ Registration Emp... @ @ Registration Fam... D @ Relocation assistance
() rtonte

Attachment Required

@ Attachment [6)

Conference and Events

Use the ”student travel with grant” expense! Put each expense separately (one
expense for hostel, one for flight to Brussels, etc.).
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Select expense type

@ Competence Develop... @ Membership Fees @ Other Staff Expense @ Recruitment
O Staff Recreation O Staff Recreation food... O Staff Recreation trav...

Students

Student Travel with ... 77

Student Travel with Grant

Subsistence

Food and Beverages Restaurant Expe... (D

Travel Expenses

@ 3rd party expense - ... @ Air Ticket @ Currency exchange c...
Ferry ticket Hotel Accommodation @ Insurance

(note: In the VAT — don’t put anything.)

After filling in all your expenses, you can submit the application!



