p.

' FLEXTRACK ™

KPMG

Contractor User Guide




FLEXTRACK’

Contents

T (oo [¥ Tt o] o TP PP P U PRTRUR 3
Yool cE Y [ oY < B (o G - T USSR 3
UpPdating Profile SEINES ..ueveii ittt ee et e e e e e e e e sttt e e ee e e e s aaabesaeeeesessanstssaeeeaseannnsnns 4

UNIE SNEETS ...ttt ettt b e e s b e s b et esa bt be e e bt e e b e et e et e et e e sh e e beeshe e st e ere e e e e et s 5
L0 =T V= PP 5
Creating & SUbMIttING UNit SN@ET........ovieieiie e ee e e et re e e e e e e erreeaeaeeeaan 5
2 OeTor: T 0T T o T Y V=Tl U PPPRNS 9
ACCESSING All UNIt SNEELS .coiieieiieeee et e e e e et re e e e e e e e e saar b teeaeeessesnbaeseeaeeeennnnns 11

(=T KL S TN 12
L0 A =T V= TP PRSP 12
Creating EXPENSE REPOIT. .. . ittt e e e e e ree s eaeessese s e sseeseseessssssesassnsensnsansnssesenenennnannnnnn 12
Creating Expense Claims within an EXPeNnse REPOIt......cc..uuiiiiiieeiiieiiiiiee e ceccciieeee e e eeecviree e e e e e e eenveaeeeas 13
R OeTor: T o Tl St oY o YT 2 U=T o Yo £ SRRSOt 16
Accessing all Expense Reports and EXPense Claims.......c.uviiiiiieeiiciiee et eseire e e esttne e e srae e e 17

R U] o] T ] o PP PPPPPPPTPPPPRPPOE 18

© 2023 Flextrack; All rights reserved. Confidential & proprietary, not for external distribution.




"FLEXTRACK'

Introduction

Accessing Flextrack

1. Username and passwords are provided to you via email at the time of onboarding. To access the

Flextrack VMS, please go to the following URL and enter your username and password:

VMS URL: https://flextrack-kpmg.my.site.com/contractors/s/login

I FLEX

o
& Username

~)]

Password

Forgot your password?

2. Enter the login credentials provided and click login
a.

Note: On the first log in to the system, you will be prompted to create a new password
b.

For your subsequent login you will be prompted to install a Multi-Factor Authentication
(MFA) application. This MFA will be required for all logins to the Flextrack VMS.

Connect Salesforce Authenticator

curity reasons, you have

connect Salesforce

AtOf 10 YOUr 3CC he app sends a
ify your identity, and
you verify with just a tap. You can also en

e location

0 have the app verify you automatically from
trusted locations. The app provides codes to use as an

alternate verification method

1. Download Salesforce

cator from the Apy

tore or gle Play tall it on your mobile

device
2. Open the app and tap to add your account
3. The app shows you a unique two-word phrase. Enter

the phrase below.
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Updating Profile Settings

1. To change profile settings, click the profile icon in the top right hand corner and select ‘My
Settings’

2. On details tab, click ‘Edit’ and update contact information as needed

DETAILS MY SETTINGS

Edit
Nae Manager
Jerry Rice

Title

Email Phone

3. Onthe My Settings tab, change password and language/locale preferences as needed
a. For English, please change Language to “English” and locale to English (Canada)
b. For French, please change Language to “French” and locale to French (Canada)

DETAILS MY SETTINGS

Account

Location

wwwwwww

(GMT-04:00) Easter
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Unit Sheets

Overview
o Timesheet Frequency: The KPMG Timesheet cycle is variable based on your payment structure:

Payment Structure Timesheet Cycle

Hourly Weekly | Sunday - Saturday

Daily Weekly | Sunday - Saturday

Monthly Monthly
Twice Monthly 1st— 15t 16t to Last Day of the
month

Milestone Weekly | Sunday - Saturday
Fixed Price Weekly | Sunday - Saturday

Per Word Weekly | Sunday - Saturday

e All Unit Sheet Approvals are final. Once a unit sheet has been approved, it cannot be undone in
the VMS.

e Your Hiring Manager will add charge codes for you to enter time against on unit sheets. If there
are no charge codes available or the correct charge code is not available to you to select, please
contact your Hiring Manager.

Creating & Submitting Unit Sheet

1. Upon login to the VMS, you will see your home page. From here you are able to navigate to
your Unit Sheets by clicking the “Unit Sheets” tab at the top of the page, or by clicking “Submit
Unit Sheets” on the home page.

S ELEXTRACH Home ExpenseReporls Cases  Support v a O

Contractor Community

Welcome to Flextrack

The world's first VMS powered by Salesforce and Al

2. Select the blue hyperlink in the sheet # column for the time period for which you wish to submit
a unit sheet.

Fa) unitsheets
28 Recently Viewed v 1

Sheet # v | Status v | StartDate v | EndDate v | Total Units v

Draft 2023-03-12 2023-03-18 000

© 2023 Flextrack; All rights reserved. Confidential & proprietary, not for external distribution.
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Quick Hint: To change the list view to see other statuses, select the arrow. The list is also
searchable in the search tool box. All columns can be sorted alphabetically or numerically by
clicking on the column header and sorting.

P Unitsheets
=t All Unit Sheetﬂ 2

¢
M Stects v | StartDate v | EndDate ~ | Total Units v | Approver1 v | Approver2 v | UnitSheet Approv... v | Rejection Comme... v/

2023-01-01 2023-01-07 4200 Parallel -

2023-01-08 2023-01-14 000 Parallel v

2023-01-15 2023-01-21 000 Parallel v
Unit Sheets - Pending My Approval

2023-01-22 2023-01-28 000 Parallel v
Unit Sheets - Rejected

2003.01:29 209309-04 0o Parallel -

3. Click ‘Add Unit Entry’ in the top right hand corner

Unit Sheet
[ TS0002337 <+ Follow Add Unit Entry Submit Unit Sheet New Note

Statu Start Date End Date Total Units
Draft 2023-03-05 2023-03-11 0.00

4. There are 2 options that can be used to enter unit sheets. Select either option and click ‘Next’
a. Single entry: allows one entry per day to be entered
b. Multiple entry: allows multiple days to be entered at one time

Add Unit Entry

What type of Unit Entry do you want to perform?

Single Entry

\— Enter onc work period at a time

Multiple Entries

Select a date range to enter for an extended period

5. Enter all unit entry details for date, number of units and rate type and select “Next”

© 2023 Flextrack; All rights reserved. Confidential & proprietary, not for external distribution.
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Add Unit Entry

* Date
Mar 5,2023 @
* Units
8.00
* Rate Type
Regular s
Comments
V.

Previous

6. Select the correct Rate description and Charge Code and click “Next”
a. Please note, you can only select one charge code per unit entry.

Add Unit Entry

* Rate Description

Regular - Hourly - Default

lfi] Charge Codes

Code Name Code Description Phase Description Task Description

0000010-70 - Test AQ Test AQ
e E0000107 -
A00212

Test AQ

8556693-35 -

Test
Project 1 es

Previous Next

7. Continue adding unit entries as needed. Once you are finished, uncheck the box next to “Create
Another Unit Entry” and click “Next”.

Add Unit Entry

Unit Entry Created

Create Another Unit Entry?

© 2023 Flextrack; All rights reserved. Confidential & proprietary, not for external distribution.



8. A unit sheet will be created containing all unit entries. You can delete unit entries if entered
incorrectly or add additional unit entries as required.

E] Unitsheet
el 150002337 + Follow  AddUnitEntry  SubmitUnitSheet | NewNote
- End m
Draft 20230305 20230311 1600
Click the down
2 arrow and select
Unit Entries (2) PO | P

“Delete” to
remove unit

2items o Sorted by Unit # « Updated a few seconds ago

= entries
Unit + o | oay v Date o | units v | charge CodeNumber v | Code Description v | Phase Description o | skoescrption +
Tuesday 20230307 800 Regular-Per Word - Default 2001550073-000010 er-Pools Dec 2022 Prospectus P g Propec P B

= cior vew A

to open out all
i unit entries in a

DETAILS  RELATED :

Approval History (0) separate page

50002337 Oraft

20230305 Files (0) Add Files

1600 20230311 2 Upload Files

Per Word Or dropfiles

v Charge Code Validation Details

2] unit sheet History (2) a |
2items » Sorted by Date « Updated afew seconds a0
Date o | Fed | user < | originai vatue v | NewValue v
2023.03.08, 1:46pm. Created
2023.03.08, 1:46 pm. sheets 750002337

9. Once satisfied, select ‘Submit Unit Sheet’ from top right hand corner of screen.
a. Note: It is very important that you ensure your unit entries are correct prior to
submitting for approval

¥ Unit Sheet . . .
@ TSO000000 + Follow Add UnitEntry | Submit Unit Sheet

Status Start Date End Date Total Units
Draft 2023-01-01 2023-01-07 16.60

10. A warning message will appear, click ‘Next’ to proceed.

Submit Unit Sheet

Would you like to proceed with submitting Unit Sheet TS0002337 for approval?

Next

11. The unit sheet status will changed to ‘Submitted for Approval’. The KPMG approver will review
and either approve or reject the unit sheet

© 2023 Flextrack; All rights reserved. Confidential & proprietary, not for external distribution.




a. Ifrejected, please correct and resubmit the unit sheet with the correction required.
b. You can see the KPMG approver and current approval status at any time in the Approval
History tab on the unit sheet.

Unit Sheet
@ TS0002337

Start Date End Date
Submitted For Approval 2023-03-05 2023:03-11

&) unit Entries (2)

2items » Sorted by Unit # » Updated a few seconds ago

Unit# T v | Day v | Date
Sunday 20230305
Tuesday 20230307

DETAILS  RELATED

v Information

Sheet
150002337

Assignment

16.00

Per Word

Recalling Unit Sheet

Total Units
1600

Submitted For Approval
2023-03-05

End Date

2023-03-11

v | Rate Description v | Charge Code Number

Regular - Per Word - Default 2001550073 - 000010

Regular - Per Word - Default 2001550073 - 000010

v | Code Description

Value Partner-Pools-Dec 2022 Prospectus

Value Partner-Pools-Dec 2022 Prospectus

<

Phase Description v

Aud-Assr-Prospective Reporting

Aud-Assr-Prospective Reporting

+ Follow

TaskDescription v

Step Name

Approval History (2)

v | Date ¢

2items o Sorted by Is Pending, Date » Updated a few seconds ago

v | status v | AssignedTo v | Actual Appr.
2023-03-30,11:38a... Pending
2023-03-30,11:38a...  Submitted

f- | ¢ Reall

v | Comments v

Note: Unit sheets may only be recalled if they are in a submitted for approval status. If your unit sheet
has already been approved and needs to be modified, please contact your Supplier for assistance.

1. Login to Flextrack and select ‘Unit Sheets’ from top navigation bar

2. Click the blue hyperlink for the unit sheet in the ‘Sheet # column

Unit Sheets

All Unit Sheets +

3items e Sorted by Sheet # o Filtered by All unit sheets ¢ Updated a few

seconds ago

Sheet # 1

v | Assignment

2 r<nnnNnNnNnN

3. Go to the Approval History section and click ‘Recall’

Search this list...

v | Status
Submitted For Approval

Nraft

g~ | C
v | Ste
20

N
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Approval History (2) Recall
Step Name Date Status Assigned To
TS PAR Approval 2023-01-19,7:17 p.m. Pending hiringmanager2 v
Approval Request Sub...  2023-01-19,7:17 p.m. Submitted Jerry Rice v
View All

4. Enter Comments and click ‘Recall’

Recall Approval Request

Comments

Used incorrect charge code

Cancel Recall

5. A success message will appear at the top of the screen. The unit sheet can now be amended and
resubmitted for approval.

° Unit Sheet was recalled. X Q A Q

Unit Sheets > TSO000000

Rarall

© 2023 Flextrack; All rights reserved. Confidential & proprietary, not for external distribution.
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Accessing all Unit sheets

1. Login to the Flextrack VMS and select ‘Unit Sheets’ from the top navigation bar

FLEXTRACK Home Unit Sheets Expense Reports Cases Support v

Contractor Community

Welcome to Flextrack ZA4

y
he world's first VMS powered by Salesforce and Al e ot

12. The page defaults to show a list of recently view unit sheets. To change the list view, select the

arrow. The list is also searchable in the search tool box. All columns can be sorted alphabetically
or numerically by clicking on the column header and sorting.

@H Unit Sheets
&=l All Unit SheetE
3items ¢ LSTVIEWS Search this list B~ C
v AllUnit Sheets v | StartDate v | EndDate | Total Units | Total Units Value /| Approver 1 v
1 Recently Viewed 2023-01-01 2023-01-07 16.60 $1,826.00 v
Unit Sheets - Draft
2 i aeets O 2023-01-08 2023-01-14 122 $134.20 v
Unit Sheets - Pending My Approval BbTE 20230121 000 $000
2 01 v
Unit Sheets - Rejected

13. Click the blue hyperlink for the unit sheet in the ‘Sheet # column to review detailed information
on unit sheet

Unit Sheets
All Unit Sheets v

3items e Sorted by Sheet # e Filtered by All unit sheets ¢ Updated a few

N

ds ag .
REEQHDRAER Search this list... &~ C
Sheet # 1 v | Assignment v | Status v | Ste
1 S ( ) Submitted For Approval 20
” Q I Nraft 20

© 2023 Flextrack; All rights reserved. Confidential & proprietary, not for external distribution.
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Expenses

Overview

e Please ensure to upload supporting documents for expense claims.

e Future expense claims cannot be submitted. Only expenses that were incurred in the past can
be entered.

e All Expense Report approvals are final. Once an Expense Report has been approved, it cannot be
undone in the VMS

e All expense claims must be entered in the currency listed on the expense claim. If you are
entering an expense that was incurred in a different currency than the currency listed below,
convert the amount owing to the currency listed and enter the converted amount into the
Expense Total field. Taxes are only to be entered for expenses incurred in CAD. Otherwise, enter
0.00 for taxes.

Creating Expense Report

1. Upon login to the VMS, you will see your home page. Select “Create Expense Report” on the
home page.

Y FLEXTRACK Home  UnitSheets  ExpenseReports ~ Cases  Support v 4 0

Contractor Community

Welcome to Flextrack

The world's first VMS powered by Salesforce and Al

Ky

l &

%

7

/1)

2. Select the correct assignment record to record expenses for and click ‘Next’

New Expense Report

Create Expense Report for User: jr@mail.com.test
Please select the Assignment related to your Expense Report.

* Assignment Record

EO000002 - AO0OOO3 - Jerry Rice v

Next

© 2023 Flextrack; All rights reserved. Confidential & proprietary, not for external distribution.
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Creating Expense Claims within an Expense Report

1. From within the expense report, click ‘Add Expenses’ in top right hand corner of the expense
report

—8 Expense Report .
ERO00079 Add Expenses Submit Expense Report New Note

2. Complete all boxes with expense claim details and click ‘Next’. All fields marked with * are
mandatory.

Note:

o Expense Type: Select the correct category for expenses

o Expense Date: — This is the date when the expense occurred (i.e. the date shown in the
supporting documents, if applicable).

e Country: Refers to the country in which the expense was incurred

e State/Province: Select the Province/State where the expense was incurred. The
applicable taxes will depend on the selected Province.

o Expense Total: Enter the expense total from the receipt

e Tip: Enter any tips/gratuities if applicable

o Expense Taxes: Enter the expense taxes from the receipt, if applicable for the expense.
All expense claims must be entered in the currency listed on the expense claim. If you
are entering an expense that was incurred in a different currency than the currency
listed below, convert the amount owing to the currency listed and enter the converted
amount into the Expense Total field. Taxes are only to be entered for expenses incurred
in CAD. Otherwise, enter 0.00 for taxes.

e Expense Notes: Enter any additional comments or justification to the Expense
Approver(s), if required.

© 2023 Flextrack; All rights reserved. Confidential & proprietary, not for external distribution.
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Add Expenses

Expense Report

ER0O00079
*Expense Type * Expense Total o
Accommodations 3 200.00
*Expense Date Tip
Mar 30, 2023 =] 0.00
*Country * Expense Taxes
Canada . 10.00
*State/Province Currency
British Columbia .

CAD

Expense Notes

Hotel for Project X

Next

3. Select charge code and click ‘Next’.
a. Selecting ‘add another expense’ will allow you to continue submitting more expense
claims
b. Only one charge code can be selected per expense claim

© 2023 Flextrack; All rights reserved. Confidential & proprietary, not for external distribution.
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Add Expenses

Add Another Expense
No

4] Charge Codes
Charge Code Code Description Phase Description Task Description
A 8556693-35 - Test
Project 1
0000010-70 - Test AQ Test AQ Test AQ
E0000107 - Qaaaaaaaaaaaaaaaaa Qaaaaaaaaaaaaaaaaaa aaaaaaaaaaaaaaaa
A00212 aaaaaaaaaaaaaa aaaaaaaaaaaaa aaaaaaaaaaaaaaaa

Previous Next

4. From the expense report, scroll down the page. You can see your expense claims in the
“Expenses” section. Expense claims can be revised or deleted as needed.

Q Expenses (1) Click the down
arrow and select

i “Delete” to
Click Expense Expenses Name Expense Type Expense Date Expense Total Fertiove Skpensa
Name to open elai
and make edits "I ( I Accommodations 2023-04-07 $200.00

D— Click “View All”

to open out all
expense claims in
a separate page

5. To attach any supporting documentation or receipts to your claim, scroll down the page to
“Files”. You must upload any receipts and/or documentation of approval for KPMG to review for
each expense claim.

a. Select ‘Add File’ or ‘Upload Files’ to attach supporting documentation.

Files (0) Add Files

2, Upload Files

Ordropfiles

b. Click ‘Done’ once documents are uploaded successfully

© 2023 Flextrack; All rights reserved. Confidential & proprietary, not for external distribution.
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Upload Files

20210305.Flextrack.MSTBG.1 .jpeg 0
42MB

1 of 1 file uploaded m

c. Please clearly identify the name of the file and which expense claim it is for.

Files (1) Add Files

ﬂ Mar 30,2023 ¢ 795KB e png

6. Click ‘Submit Expense Report’ in top right hand corner of page once ready to submit for
approvals.

5 [[Ervesing AddE Submit E Report | NewNot
EROOOO79 Xpenses ubmi Xpense Repor ew Note

Recalling Expense Reports

Note: Expense reports may only be recalled if they are in a submitted for approval status. If your
expense report has already been approved and needs to be modified, please contact your Supplier.

1. Login to Flextrack and click ‘Expense Reports’ from top navigation bar
2. Click the blue hyperlink for the expense report in the ‘Expense Report Name’ column
=3 Expense Reports

A Recently Viewed v

5items e Updated a few seconds ago

Expense Report Name v | Approver 1 “v | Assignment v | Date of Submission v

hiringn EO000002 - A0OO( rry Ri

3. Scroll down to Approval History and click ‘Recall’

© 2023 Flextrack; All rights reserved. Confidential & proprietary, not for external distribution.
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Approval History (2) Recall
Step Name Date Status Assigned To

R Approval 2023-01-19,7:17 p.m. Pending hiringmanager2 v
Approval Request Sub.. 2023-01-19,7:17 p.m. Submitted erry Rice v

4. Enter Comments and click ‘Recall’

Recall Approval Request

Comments

Used incorrect charge code

7

Cancel m

5. A success message will appear at the top of the screen. The expense report can now be
amended and resubmitted for approval.

Accessing all Expense Reports and Expense Claims
1. Login to the Flextrack VMS and select ‘Expense Reports from the top navigation bar

FLEXTRACK Home Unit Sheets Expense Reports ~ Cases ~ Support v

Contractor Community

Welcome to Flextrack Z AR

The world's first VMS powered by Salesforce and Al

3. The page defaults to show a list of recently view expense reports. To change the list view, select
the arrow. The list is also searchable in the search tool box. All columns can be sorted
alphabetically or numerically by clicking on the column header and sorting.

© 2023 Flextrack; All rights reserved. Confidential & proprietary, not for external distribution.
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=0 Expense Reports
B Al Expense Reports v

Sitems ¢

VIEWS Search this list - ¢
v AllExpense Reports v | Dateof Submission - | Number of Expenses | Total Amount « | Approver1 v
Expense Reports - Draft ; 5700 =
Expense Reports - Pending My Approval o 5000
! v
Fxpense Reports - Rejected ) s
30000 v
Recently Viewed
4 - ) 5000 v
Draft 1 $100.00 v

4. Click the blue hyperlink for the expense report in the ‘expense report name’ column to review
all expense claims associated with an expense report and detailed information.

Support

To access reference guides or for technical support, please click ‘Support’ in the top navigation bar.

FLEXTRA < Home Unit Sheets Expense Reports  Cases Support v
Help Center
Quick Reference Guides
Y FLEXTRACK Home UnitSheets ExpenseReports Cases  Support v
Contact Customer Support
Tell us how we can help
Subje
riptior
7
& UploadFile
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