Quick Reference Guide

webexpense@
Mobile Pairing

Introduction

Mobile pairing gives Webexpenses claimants and approvers the ability to quickly log into their account on
the i0S and Android mobile apps without having to complete their user details. Once the mobile app has
been paired to the user's account, the app will remain logged in. More than one device can be paired with a
user's account. Additional user profiles can also be paired.

How to pair the mobile app to a Webexpenses account

1. Download the Mobile app from your app store
2. Loginto your Webexpenses account using the web

@‘3 My Settings

interface R My Devices
Go to My Settings and then click Devices (4 Expense Policy
Click on the Pair Device tab g 2,798.71 QO Help

This takes you to a new screen showing a QR Code and a Fg Switch Account. >

Device Pairing Code (3> Logout
Now open the Webexpenses app on your mobile phone
The app will go straight to the pairing page

Swipe from right to left on the

Amount (GBP)
screen -
. . My Devices
9. Now go to the Pair Device page
on the web user interface QR Code Device Paring Code

7739-9042

10. You can choose to pair your
device using the QR code or
using an 8-digit code
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Mobile Pairing

Pairing using the QR code

1. Tap Readytoscan o on the mobile device
2. Go to the Pair Device page on the web user interface

3. Hold the device in front of the QR code 050 that it appears in the window on your device screen
4. Tap Pair, o and return to the web user interface o to confirm the pairing

5. Nowtap Logln o

You are now ready to create or edit your expense claims

To complete the pairing, log in to your
account online, select My Devices from
the menu top right and select the Pair

Device tab. . ; Would you like to pair the following device: MikkiD
: (i05 14.4.2)?

o G O

code scanis successful.
1 can complete the pairing
CESS NOoW.

Ready to scan

Ga ta yaur brawser and confirm the
pairing before clicking Log in

(5

Approvals (8] > Claim History
Recent Claim >  Naotifications

Quick Tour >
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Mobile Pairing

Pairing using the 8-digit code

1. TapUseacode o instead
2. Thescreen will change and give you an area to add the code

To complete the pairing, log in to your
account online, select My Devices from

3. Go to the Pair Device o page on the web user interface the men top right and select the Pair

Device tab.

4. Type the Device Pairing Code o into the boxes on the app

5. Now tap Pair o and return to the web user interface to
confirm the pairing
6. Now tap LogIn on the mobile app

You are now ready to create or edit your expense claims

My Devtces

My Devices

s PalrDevice

QR Code Device Pairing Code

o 2839-4513

You can complete the pairing
Process now.

O a=mmn

Would you like to pair the following device: MikkiD
(i0514.4.2)?

on QX9
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Mobile Pairing

How to pair a mobile device to an additional profile

1. Tap More e at the bottom of the screen in the mobile app
2. Now tap Profiles e

3. Tapthet+ 9 icon at the bottom of the screen

T The Trainer

& Rejected
Claim History

Approvals [£) 2 Claim History 7o Approvals

Profiles

recont Clakn Matificat
Recent Claim »  HMotifications Settings

£2447.04

Cuick Tour

E6BO.00
Webexpenses Support E

£71383
Quick Tour |

webexpenses

This will now take you to the pairing wizard, where you can choose to use the QR code or the 8-digit code.

Now go to your account in the web user interface @ 0@ 2 et
2. Switch into the account that you want to pair with using & My Settings

RD My Devices

Switch Account from the menu

3. Onceyou arein the additional account, go to the menu B

2 Help
again and click on Devices 9 The Trainer 9 Switch Account »

4. You are now ready to pair the additional profile using the A Clarence Anderson [ 35 Logout
. . L, Dennis Fuentes
same steps above for the QR code or the 8-Digit code A
~ acper lraining
/Q Micah Frost
(Q\ Peter Mallard

R, Training Account 1

% Training Account 2
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