MONYTAR HANDBOOK

Expenses, fromreceiptto
reimbursement.

A five-minute tour of how Monytar works — for the people who spend,
the people who approve, and the people who keep the books.

Q) Searct
Q Search EMPLOYEE | 0 (&M nioyes Operatons

Dashboard o
e (o]
) Requests Welcome back, Ama. Here's your overview.
PENDING APPROVED REJECTED THIS MONTH
© O] ® $
i GHS 460.00 1 GHS 735.00
Spending Trend By Category
Monthly expense totals over the last 6 months Spending breakdown by type

® Travel @ Software Meals
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Recent Requests Top Vendors
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Latest expense submissions

Your most used vendors this period
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How it works

STEP 1-YOU STEP 2 - YOUR MANAGER OR STEP 3 - FINANCE
. FINANCE .
Submit Get paid back
Approve

Say what you spent and Finance records the

why. Add the receipt. A reviewer says yes — or payment. You're done.

asks for a change.

The fourroles

Employee Manager

Spends for work and wants it back. Keeps a team's spending in check.

¢ Add expenses ¢ Everything an Employee can

e Attach receipts e Approve their department

¢ Track status ¢ Watch team budgets

¢ Fix and resubmit

Finance Admin

Keeps the books straight. Runs Monvytar for the company.

e Everything a Manager can * Everything above

e Approve any request ¢ |nvite and manage people

e Record payments e Set up departments

e Run reports e Company settings

e Set approval rules

How an expense moves
Draft Pending Approved Paid
Started, not sent yet. Sent. Waiting for a A reviewer said yes. Payment recorded. All
Only you can see it. decision. Do: Finance records finished.

Do: Finish it, then
Submit for Approval.
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Do: Nothing. You'll be
notified. Small
amounts may auto-
approve.

the payment.

Do: Nothing more to
do.
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Rejected? A reviewer said no, and left a reason. Open it, read the comment, click Edit, then Resubmit.

Rules, in plain English

Example amounts — every company sets its own.
e Under 50: approved automatically.
¢ 100 or more: a receipt is required.

e 2,000 or more: finance reviews as well as the manager.
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Getting started

FOR THE PERSON OPENING THE ACCOUNT
Setup my company

Four short steps, then invite your team. You become the Admin.

00— @ —60—a o—0 - - o—0—-06 - o—0-0-0
Account Details Organization Choose Plan Get Started
: i ) : )
L] ] *
o - &
J - Check your email
€ Back Contir > o
1. Your details. Enter your name, work email and a 4. Confirm your email. We send you a confirmation
password of at least 8 characters. link. Click it, then sign in.
2. Your organization. Type your company's hame. 5. Invite your team. Open Users, click Invite, then
Team size is optional. enter each person's work email, role and
3. Pick a plan. Free is enough to start and covers up department.

to 3 people. Paid plans add more people and
continue to a payment step.
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FOR EVERYONE JOINING A COMPANY

| was invited

Two minutes, from the email to your dashboard.

Monytar
(1)
©
Join Northwind Trading
You've been invited as Employee. Set your name and
word to finish.
Full name O
Ama Mensah
Password 9
............. @
T
1. Your admin invites you. They enter your work 4. Choose a password. Use at least 8 characters.
email and choose your role, then send the invitation. You'll use it every time you sign in.
You get an email with a link. 5. Accept the invitation. Click Accept invitation. If
2. Open the link. You'll see the company's name and you're asked to confirm your email first, click the

the role you've been given. link we send, then sign in.
3. Add your name. Type your full name.

Monytar Handbook
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Step-by-step guides

FOR EVERYONE

Add an expense

Q search. wplovee | O aw AmaMensan

. NewExpense Request
Submitan nse pproval

nit a new expense for a

$ Amount & Category

Amount (GHS) * Category *

[ 180 J [ Software & Services v J

[ Purpose & Details

Business Justification * )

Fuel for the client visit in Kumasi

Vendor (optional) Priority

No vendor v Medium v
Expense Date Due Date (optional)

24.09.2026 B ttmm.ifj =}

Additional Notes

extra context.

&, Receipts

receipt s required for expenses of GHEI00 or more before this can be submitted for approval. Attach one below, or save.
as a draft for now.

S

Click to upload receipts
JPG, PNG, WEBP, HEIC up to 10M8

Save as Draft Submit for Approval

1. Type the amount you paid.

2. Pick the category that fits best.

3. Say what it was for and why.

4. Attach a photo or PDF of the receipt.

5. Click Submit for Approval — or Save as Draft to finish later.

Tip: Not ready? Save as Draft. Nobody sees it until you submit.
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FOR EVERYONE

Track my expenses

Q Search.. ctrlk EMPLOYEE fal am AmaMensah v

Employea - Operations

Dashb

My Requests
Requests 5 expense requests

[ Al 5 Drafts 1 Pending 1 Approved 1 Rejected 1 Paid 1 J

[ Q Search by number, purpose or vendor. J it All Categories
REQUEST
. PURPOSE CATEGORY VENDOR AMOUNT DATE STATUS
REQ-
2026~ Taxi to the airport Bolt GHS 140.00 ® PAID
00015
REQ-
2026~ Printer paper and toner - GHS 60.00 Sep DRAFT
00014
REQ-

. ) Vodafone oy e
2026~ Domain renewal for the website Ghana GHS 95.00 Sep 24,2026 ® REJECTE
00013
@ Ama Mensah

REQ-
2026~ Team lunch after the product launch Melcom GHS 320.00 Sep 24, 2026 ® APPROVI
00012
REQ- Shell
2026~ Fuel for the client visit in Kumasi Fuel GHS 180.00 Sep 24, 2026 PENDING

1. Use the tabs to filter by status.
2. Search by number, purpose or vendor.
3. Need another one? Click New request.

Tip: Click any row to see its full history.
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FOR EVERYONE
Fix arejected expense

Q Search.. ctrlk EMPLOYEE fal am AmaMensah v

Employea - Operations

(1]

Dashboard . REQ'2026'00013 e GHS 95 00
i !
Requests Domain renewal for the website
/endors
[\ Notifications Details Submitted By
CATEGORY PRIORITY Ama Mensah
Software & Services Medium AM  amamensah@northwind.exampl
VENDOR DEPARTMENT
& Employee
Vodafone Ghana Operations
£ Operations
EXPENSE DATE DUE DATE
Sep 24, 2026 8:17 AM N/A
PAYMENT STATUS PAYMENT METHOD Approval Chain
Unpaid N/A

@ Manager approval

[0 Reviewer Comment J O Finance approval

Please attach the invoice showing the renewal period. Upcoming

@ Ama Mensah

Revise & Resubmit Timeline
= Created
This request was rejected. Address the reviewer's comment above, then resubmit it et .
for approval. less than a ute ago
o © Submitted

1. Rejected means the reviewer needs a change.
2. Read the reviewer's comment to see what.
3. Click Edit, fix it, then click Resubmit.

Tip: Resubmitting sends it back through approval from the start.
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FOR EVERYONE
Find my way around

Q Search.. ctrlk EMPLOYEE fal am AmaMensah v

Employea - Operations

Dashboard o
Dashboard
+ New Request
) Requests Welcome back, Ama. Here's your overview.

7 Vendors

. e — FPENDING APPROVED REJECTED THIS MONTH
= e 1 O GHS 460.00 " 1 ® GHS 735.00

{8 Settings
(3) Help

Spending Trend By Category

Monthly expense totals over the last 6 months Spending breakdown by type

. ® Travel @& Software Meals
o o} Ma ep

@ Ama Mensah

Recent Requests Top Vendors

atest expense submissions Viewall >

Your most used vendors this period

@ Texitothe airport GHS 140.00 el ____|

1. The menu lists every page your role can use.
2. Check your name, role and department here.
3. Add an expense from anywhere with this button.

Tip: Press Ctrl+K (36K on Mac) to search everything.
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FOR MANAGER - FINANCE -

Approve or reject

Dashboard
] Requests

Approvals
7 Vendors

Depart

£\ Notifications

@ Kwame Boateng

ADMIN

Q Search...

Approvals

3 requests awaiting your review

[ Q Search by number, purpose or employee...

o
J

YD Maobile data bundle for field work

=

YD Client dinner at Osu

HEQ- ' by Yaw Darko - less than a

Ent nent Medium Priority

Meal:

© Approve ® Reject

AM Fuel for the client visit in Kumasi

Travel - Shell Fuel Station Medium Priority

© Approve Reject

1. Search the requests waiting for you.

2. Click Approve if it looks right.

3. Click Reject — you must give a reason.

4. View Details to check receipts first.

Tip: Managers see their own department. Finance and Admin see everyone's.

Monytar Handbook
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FOR FINANCE - ADMIN
Pay an approved expense

Process Payment

Mark this expense as paid for GHS 320.00.

Payment Reference

[ TXN-48214

Payment Method

[ Bank Transfer

1. Enter the payment reference, like a transfer ID.
2. Choose how it was paid.
3. Click Confirm Payment. The request becomes Paid.

Tip: This records a payment you've already made. Monytar doesn't move money.
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FOR FINANCE - ADMIN
Seereports

EfuaOwusu

Q. Search... CtriK FINANCE fal EO e

(2
Reports [ ] Last 6 months vol & Export J

] Requests Financial analytics and spending insights

Dashboard

TOTAL SUBMITTED TOTAL APPROVED TOTAL PAID AVG. REQUEST

GHS 1,305.0% GHS 460.00M GHS 140.00 ® GHS 217.50 .

o

[ Overview Categories Departments Vendors J
Monthly Spending Trend Status Breakdown
Submitted vs approved vs paid — last 6 months Distribution of all requests

@ Efua Owusu I

GHCTO Approved (1} @

@ Draft (1) @ Pending (3)

@& Rejected (1)

=0~ submitted -o- approved

1. Pick the date range.
2. Export as CSV or print to PDF.
3. Switch tabs for categories, departments and vendors.
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FOR MANAGER - FINANCE - ADMIN

Check department budgets

Kofi Adjei

Admin - Operations

Q Search... CtrlK ADMIN o KA

Dashboard

. Ceparimerts ==
] Requests 2 departments with budget tracking

Sales Operations
Departments Budget (monthly) 00/ GHS Lg_r:;.:_rg Budget (monthly) GHS 460.00 / GHS 20,000.00
A a
2\ Users 0% used 2% used
Reports &0
Mo manager assigned 2. 0 members KB Kwame Boateng 2 4 members

£\ Notifications o
2 Members / Edit = Archive 9, Members £ Edit 5 Archive

@ Kofi Adjei

1. Add a department, with a budget (Admin or Finance).
2. The bar shows spend against budget: green, amber, then red.
3. Members shows who's in the team.

Tip: Going over budget is flagged, never blocked.
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FOR ADMIN
Invite a teammate

Invite a team member
We'll email them a link to set their name and password. Fields
marked * are required.

Email *

[[ new.teammate@company.com

Role * Department
E—

[Emmoyee v J [ No department v

Submits expense requests and tracks their ow

1. Enter their work email.

2. Choose their role.

3. Pick their department. Managers need one to approve.
4. Click Send invitation. They set their own password.

Tip: Email didn't arrive? Copy the invite link from Pending invitations.
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FOR FINANCE - ADMIN

Set approvalrules

O Ne
Settings

@ Help

@ Kofi Adjei

Set the default currency for your organization. This affects how amounts are d
Default Currency

GHS  Ghanaian Cedi (GHT) v

Preview: Amounts will display as GHS 1,234.56

> Expense Categories

Add your own categorles alongside the built-in six on the Starter plan of higher.
Equipment  Meals & Entertainment  Other  Software & Services
& Upgrade to Starter or higher to add your own categories.

Approval Workflow

Set the thresholds and rules xpes

splayed

across the platform.

Office Supplies

Travel

Aute-approve under Receipt required above

50 100

Requests below this amoun

Finance review above

2000

Manager approval required

equests that don't auto-approve need direct manager sign-o

Finance review required
inance reviews every request that doesn't auto-approve

Receipt requirement

Enforce the receipt threshold set above

=

1. Amounts under this skip approval entirely.
2. Above this, a receipt is required.
3. At or above this, Finance always reviews.

4. Click Save Changes.

Monytar Handbook
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Five habits that make approval fast

1. Snap the receipt now. Photograph it while you're still holding it. It's the one thing people lose.
2. Say why, not just what. “Fuel for the Kumasi client visit” gets approved faster than “Fuel”.

3. Pick the closest category. Good categories make reports useful later.

4. Submit soon after spending. Fresh expenses get approved quickly. Old ones raise questions.
5. Check the status, don't chase. Open Requests to see exactly where an expense is.

Quick answers

How do | create a Monytar account?
Choose Sign up, enter your name, work email and a password, name your organization, pick a plan
and confirm your email. You become the Admin and can invite your team.

| was invited. How do | join?
Open the link in your invitation email, type your name, choose a password and click Accept invitation.
You'll land on your dashboard.

My confirmation or invitation link doesn't work.
Links expire and work once. If your email is already confirmed, just sign in. If an invitation has expired,
ask your admin to send a new one.

| paid for something myself
Add an expense and attach the receipt. Once approved, Finance records your payment.

My expense was rejected
Open it, read the comment, click Edit, then Resubmit.

| forgot my receipt
If it's still a Draft or Rejected, click Edit and add it. Once Pending, ask your reviewer.

I can't submit
Amount and reason are required. Over the receipt limit? Attach one, or Save as Draft.

Where is Approvals (or Reports, Users)?
Some pages depend on your role. Check your role at the bottom of the menu.

I can't approve arequest
Managers only approve their own department's requests, and never their own.

How do | find an old expense?
Search on the Requests page, or press Ctrl+K anywhere.

Amounts show the wrong currency
Admin or Finance can change it in Settings — Organization — Currency.
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I forgot my password

On the sign-in page, click Forgot? and we'll email you a reset link.

Is a department over budget a problem?
No. It's flagged in red, but nothing is blocked.

Words you'll see

Request

One expense you've recorded, from start to
payment.

Draft

Saved but not sent. Only you can see it.

Auto-approve
Small amounts your company lets through with
no review.

Department
A team with its own spending budget.

Ready to tryit?

Reimbursement
Getting back money you spent for work.

Approval chain
Who must say yes: manager, then finance, or
both.

Vendor
A company or person your business pays.

Payment reference

The ID of the payment, like a transfer number.

Your administrator adds you to Monytar. Once you're in, sign in and add your first expense — it

takes a minute.
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