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Non-HHMI Employee Expense Reimbursement Application
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Whatis [/ abacus ?

Abacus is the application tool used to process
Non-HHMI employee business expense reimbursement requests.

Desktop App

Phone App
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Abacus Roles and Process Overview

* End user

 Manager

« 2nd Level Approver

(If applicable)
e Admin

Event Attendee or Non-HHMI Employee

HHMI Event Organizer, Lab Manager or
Science Operations Team member

HHMI Event Organizer, Lab Manager or
Science Operations Team member

HHMI Accounts Payable Team member

Howard Hughes
Medical Institute



Abacus Roles and Process Overview

Account Set Up

Event Organizer/Science Ops Accounts Payable End user receives Abacus
submit AskAP ticket to invite (Admin) uploads user invite email and sets up
new users to Abacus, includes data file into Abacus account, includes bank info

template .CSV file to upload

Expense Request

End user Manager reviews and Accounts Payable Bank Team runs

submits approves request (Admin) reviews End user Ad hoc Bank
Transactions
into Workday

expense If applicable, 2nd and approves paid
request approval follows after request

» End user receives email notification when expense is Submitted, Approved and Awaiting Payment, Denied, and Completed (Paid).

» Approver (Manager, Admin) receives email notification when expense is pending their approval.
» Expense must be fully approved by 5pm E.T. on Wednesday in order to be paid by Thursday or Friday in the same week.




a from Howard Hughes Medical Institute has invited you to Abacus

hi@abacus.com SS9 = || &
1. Receive emalil invitation to Abacus @

@ If there are problems with how this message is displayed, click here to view it in a web browser.

External Email: Use Caution

hhmi

Howard Hughes
Medical Institute

2. Click on Accept Invite

has invited you to join Howard Hughes Medical Institute's Abacus account.

Accept Invite

Or click the link below:

https://www.abacus.com/activate/6a7w1bih2fh1g7cnplatqgirj




Account Set Up

.~ abacus

3. Inblank field, Create Password

4. Click on checkbox Institute seam on Abacos, e
for Terms and Privacy Policy

5. Click on Get Started e ..........

By activating your account, you agree to our Terms and Privacy
Policy.
) Get Start'e“d



Account Set Up

emburse

abacus
6. Select preferred Two-Factor
AUth e nti Catio n m eth Od With Two-Factor Authentication enabled, you will need both your
(SMS or Email Verification) Pretho orresenng 2 venneatin ot L
. ®  SMS Verification
Then, ClICk SEND CODE e Acogev;illbesentto the numlberbe\ow.
Standard messaging rates apply.

O Email Verification

A code will be sent to your email address.

Mobile Phone Number

v

SEND CODE



Account Set Up

abacus
7. Enter Verification Code from SMS
text or Emaiil

We texted a 6-digit verification code to your mobile number. It may
take a minute to arrive

Then, click Enable SFA

0 ‘ 509472 ‘

Enable 2FA




Account Set Up

8. Click CONTINUE TO ABACUS —

abacus

You've successfully enabled Two Factor Authentication. Copy your
backup code so you can access your account in the event that you
cannot receive access codes. You can close this when you are finished.

ndEXWV17QT

¥ copy

CONTINUE TO ABACUS

Take a screenshot, or copy your backup code to complete Iwo
factor authentication setup.



Account Set Up

.~ abacus

9. Enter your account information
10. Click on Finish Setting Up ©

Last Name




Account Set Up

11. Click on Bank Account

12. Click on
+CONNECT BANK

13. Enter your US-based
Bank Account information

14. Click on ADD ACCOUNT

11

Connect Bank

Account set up is now complete
and ready for use.




Submit Expense

1. Click + NEW EXPENSE

2. Enter expense details 56 T
Amount « Merchant/Mileage * e
Category * Note * Date e T
1965634 Drawer:';‘fc:g:z
3. If expense over $75, attach
receipt —
4. Click on Send Wik e

-- Check Closed
Add Detail v split / Itemize 01/10/2023 07:14 AN

5. Receive email when expense is

Submitted ¢ Approved and Awaiting
Payment ¢ Denied * Completed (Paid)




Email Approval/Payment

Expense Approved Payment: Bank Transfer Started

2 of your expenses have been approved Your Abacus bank transfer has started

< - -
hi@abacus.com o6 2| hi@abacus.com
To /1/2022 To 711472022

Howard Hughes Howard Hughes
Medical Institute Medical Institute
Al $4.37 transfer started

From

2 of your expenses have been approved

Howard Hughes Medical Institute

You should receive payment for any reimbursable expenses by Jul 18th at the very latest, Destination

but it'll likely be before then! (CAPITAL ONE, NA - 500000¢

Expected Arrival
Tomorrow - Friday, July 15th

$1.69 - Barwood

Meeting-Scenario 5 Credits started before 7PM ET on business days arrive the next business day. Business days are Mon - Fri, excluding

bark holidays.

$1.39 - Dunkin'

Note: Expense must be fully approved by 5pm E.T. on Wednesday
in order to be paid by Thursday or Friday in the same week.



Review Expenses

,O Search expenses... Hl Advanced Search & New Expense

1. Click Expenses to
View your expenses o w.. oL e i
in each status. S

Employee Perks » Commuter Benefit

MY PENDING EXPENSES (1)

8 Trips

2. Click on an expense : ... s21.56

esterday - Commuter Bene PROGRESS
t O . e d eta . I B G Submitted
V I W I S I APPROVED & AWAITING PAYMENT (10)

i n CI u d i n g itS S Expense Policy at E-ZPass $20.00 Approved by

PROGRESS inthe ° "
process. S— :

Log Out g
at Costco Wholesale $49.75
100 stamns for the office (circled on the "




Create Trip (Category)

Optional

1. Click on Trips

2. Enter Trip Name
and dates

3. Click on
CREATE TRIP

Create Trip

Note:
Click Trips to manage all
your trips (categories).




Link Expense to Trip

Optional

STARBUCKS Store #301

1.  On Expense detail’s view, _
click on Add Detail
Seattiglzu:"((;o;}ai:s-araz

2. Click on Trip oK T
01/10/2023 0714 AM
3. Select Trip

1965634 Drawer: 2 Keg: 2
4. When expense details - o

Change Due

are completed, click on | [ R
Send 01/10/2023 07:14 MY

x0000co0oo il




Need Assistance?

emburse
hhm

CIbCICUS Howard Hughes Medical Institute === 5=

= Cards
Reimbursable Expenses
:E] Reimbursable Expenses 0
i Approved Completed

3§ Trips
E Receipts Search Q. All categories - = ADVANCED FILTERS

EE Spend Policy

1. On Abacus desktop application,
a. Click on the help icon at the top right to access Abacus user guides, OR

b. Click on Chat with us! on left menu and type your question.

2. Contact your Conference Sponsor or HHMI Contact.
For HHMI labs, contact your Science Operations Manager.

3. Email askap@hhmi.org for questions or issues.
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