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i1, QUICK REFERENCE GUIDE:

Submitting an Expense

VNDLY Log in and Password Reset

Log into VNDLY: You will have an email with log in once active. (For optimal performance, Chrome is

recommended.)

To reset your password, enter your username and click continue.

Sign In

Username

[ adefreeuw@nextsource.com

Click on Forgot Password.

« Back Password

Enter your password -Forgm Password

Enter in your username, then click Email Me Reset Instructions. This will prompt an email to be sent to
your registered email address with a link to reset your password. Password resets can be completed at
any time. Should you not receive the email immediately, be sure to check your junk or spam folder. This

email comes directly from a noreply@vndly email address.

Forgot Password x

Enter your username associated with this account and we'll send
you a link to reset the password.

Enter username

l adefreeuw@nextsource.com| l

[ W Email Me Reset Instructions KRN
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Expense Submittal Process

Select the dropdown next to your name at the top right of the screen, then select Expenses &

Adjustments.

TS | Tom Sanford ~

£ Notification Preferences
100(

B Timesheet

ﬂ]J & Expenses & Adjustments «

4 Switch Account

Vel
#1, Delegate Access
£ Change Password
b [ sign Out

Select Add New.

Expenses & Adjustments » —

Enter a name for the report, then click Save.

New Expense or Adjustment
Report Type*

Default

Report Name*

L

Work Orders

WO000008 - Analyst

>R o

Click Add Expense.

Expense Report

E0000057 - Travel

Type: Default Tom Sanford | 07 May 2021
Work Order Organization Unit Approvers Total Amount
WO00008 - Analyst VA Resoure Manager USD 0.00

Expenses

| + Add Expense

Complete the Add Expense form, attach the receipt, then select Save.
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Add Expense

Expense Title™

Category™ Type™
Default Select. ..
From Date*™ To Date™
05 Dec 2022 [~ ] 05 Dec 2022 [ o]
Armount™ Mo Receipt

uUsD o.oo
]

Cost Allocation Code
Cost Object *

MIT PRESS WIP EDITION NE
Comment

Attachments

Drag and Drop File
Only PDF DOCX, PNG, JPEG and JPG file formats supported

mMaximur file size: S MB

Sav e €©» Cancel
N

Once all line items have been added, select Submit.

Expense Report

E0000057 - Travel

Type: Default Tom Sanferd | 07 May 2021
Work Order Organization Unit Approvers Total Amount
WO00008 - Analyst VA Resoure Manager USD 30.00
Expenses
Title Date Amount Type Attachment More approve || Reject
Lunch 06 May 2021 USD 30.00 Meals None [
Status
Unapproved
Charge Code

Test

-nextSource age | 3

Advancing the way the world connects with talent.




