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Handling travel reimbursement 
using zExpense
- for external users:

Create settlement
on PC



Sign in to zExpense via  
www.zexpense.dk 

Select ’Unprocessed’

Click the blue button ’Create new settle-
ment’

Log in

Create new settlement
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Working with a settlement3

Fill in these fields: 

Description (Detailed): 

	 Please fill in a detailed description 
of what your trip was all about. It’s 
not enough to just write e.g. ‘exam’, 
‘course’ or ‘meeting’. 

Country: 

	 ’DK’ for Denmark. When visiting 
other countries, use full country 
name.

City/Place:

	 Name the city and place you have 
visited (Required field)

Date – From 
Date – To

	 (Required fields)

Dimensions: 

	 Usually there are only two fields you 
need to fill in:

	 Cost 1 is governed by the institute/
department you work for, and will 
usually be filled out at the first use. 

	 If, at a later time, you work for a dif-
ferent area, is will be important that 
you have been given a new number 
for “Cost 1”, and that you change it 
under “Dimensions”, so you will be 
able to select the right apporver.

Cost approver: 

	 In order for your settlement to be 
processed correctly, it is important 
that you choose the right approver.  

Project approver: 

	 Only choose project approver if you 
know for sure that you have been 
working under a specific project 
number. In that case, the project 
number also MUST be filled in.

Remember to press ‘Save’ on the 
green button in the left corner  
before making any attachments.  
Otherwise your data will be lost.



Create new expense item4

Click the green button  
’Add new expense’

Fill in these fields:

Date

	 Date for your expense 

Category:

	 If you press the little black arrow 
you will get a drop-down menu with 
various options. 

	 It’s important that you choose the 
correct category for your expense, 
and please do not mix them up.  
E.g. train tickets under “Train” and 
taxi receipts under “Taxi”. 

Note:

	 To be completed if you have an addi-
tional note for your expense 

Currency Amount:

	 Amount of expenditure.

Currency:

	 Defaults to DKK, but can be changed 
in the drop-down menu. 

Exchange rate:

	 The daily exchange rate. You may 
change the rate manually, if you have 
documentation from the bank. 

	 Attach your receipts under ’Attach-
ments’.

	 First, use the green button to browse 
for your files, then click the blue 
button ’Attach files’.

	 Click ’Save’.

	 Please always remember to add the 
correct receipt, invoice, etc.  

	 The lower credit card part, 
order confirmation, bank 
statements or similar is not 
approved documentation.



Create new mileage5

Fill in Date:

	 The date of your mileage.

From:

	 The place you are driving from, e.g. 
home and then the address.

To:

	 E.g. SDU Odense and then the ad-
dress. The system now calculates the 
distance itself, according to Google 
Maps.  
Note that SDU Odense is currently 
registered with postal code 5220 on 
Google Maps. 

Compensation:

	 Defaults to ‘Standard’ for car trips 
in Denmark. Using the drop down 
menu, you can also select transport 
by moped/bicycle or car trips outside 
Denmark.

Vehicle license plate:

	 If you have added your license plate 
under your private settings, the field 
will already be filled in. If not, fill in 
the field now.    

To make a return route, click on the 
green button ‘Create return route’. 

Then click ‘Save’.

You also have the option of pressing 
“Continue route”.

This function is used if you must drive 
to different addresses before you end up 
at your destination.

Now you get the option to add a new/
extra address.

When done, click ‘Save’.



When yor’re done, you can press the 
’Home’ or ’Page up’ key on your key-
board, to return to the top of your 
settlement.

Click the blue button ‘Forward’, 
and your settlement will be sent 
on for approval.

Your settlement will now look like this:

Forward for approval6


