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Getting Potosi
You can download the Potosi mobile app for Android from these two places:



Google Play Store. You can install a version for Android 8 from here. Search for....
expenseservices.com , You can install a version for Android 8 and also a version for
Android 7. On the main screen select the Android box. If you are accessing the
screen with a phone, you can download and install. If you are downloading with a
PC, you'll need to copy the APK file onto your phone and run it.

You need an ESS Server
The Potosi mobile application is really only useful when coupled withESS. If you don't already have
access to an ESS server, you'll need to establish it. There are three ways to get access:
1. You can create a test compayn and accounts on the www.expenseservices.com test site. The
URL for doing this is:
https://www.expenseservices.com/getStarted.html
Fill in the form with appropriate information. The form will let you set up and auditor, a
manager and up to three reporters. Once you submit the form, with information on each user
and their access password. Each user will also receive an email with their access information.
To log into the test system, use this URL:
https://www.expenseservices.com/ess/en/XLogin.html
In the test version, the auditor's menu is an abridged version of the full audit and admin menu.
Documentation on using ESS is available at:
https://www.expenseservices.com/supportDocumentation.html
Potosi comes with the test system URL as the default server.

2. The easiest way to create you own, non-shared, instance is to spin it up in the Amazon AWS
cloud. You'll want your own instance when you go to production or if you want to have an in
depth look at the auditing and administraction functions. The procedures to do this are here:
http://www.expenseservices.com/pdfs/AWS_AMI_instantiation.pdf
The document is verbose, however, the actual process of setting up a server in the cloud is quite
simple. After launch the instance, you'll run a script and answer a few basic questions.
3. The third way to link Potosi to an ESS server is to have your own server. Instructions for
installing ESS are:
a. To install on a Windows server:
https://www.expenseservices.com/pdfs/ESSWindowsInstallation.pdf
There is a script that will prompt you through the installation process. This includes
downloading and installing Apache,Ttomcat and MySQL servers.
b. To install on any other type of server:
https://www.expenseservices.com/pdfs/Manually.pdf
You'll need to install your own Apache, Tomcat and MySQL servers.
Once you've gotten access to ESS, you're on your way to using the mobile app.

Using Potosi
After you've installed Potosi on your phone you can access the app.

Welcome screen:

You are greeted with a reminder that Potosi is designed to be used with ESS. If you don't have an ESS
server available, you can set up a company and/or account at www.expenseservices.com so you can
review the app. ESS is also available on the Amazon cloud. Right now the only charge for using it on the
cloud is Amazon's usage fee, which in some cases can be zero. You're also reminded to complete the
information in the settings tab. You can close the Welcome box by touching the OK button.
For more information on setting up an ESS server, please contact service@expenseservices.com.

Update your settings:

After you've read and closed the Welcome box, you'll be on the receipt entry screen. As a gentle
reminder to perform the setup, the expense type is set to "Update settings first". To update the
settings, tap the Settings button in the top right corner of the screen. Enter the email and key (i.e.,
password) that you use to access ESS. In the third field, enter the server URL without any folders or
applications specified. The server field defaults to "https://expenseservices.com" which is the test
server. You need to have an account on whichever server you specify.

In case you need support:

If you tap the version button, an alert box will appear with the app version, your screen size and a
character log. In the event you need support, if you forward this information with a description of your
issue, it will help resolve your issue. Screen shots that show the issue are also appreciated. Address
support requests to service@expenseservices.com.

Documenting an expense:

After you've saved your changes in the setup screen, the receipt entry screen will appear without the
"Update settings first" as the expense type. To begin entry, tap the expense type field.

Expense types:

A list of expense types will be shown to you. These list was created during the setup process from the
expense types that your company uses. Select one of the types by taping on it. After you have selected
one, you'll be taken back to the receipt screen.

Documenting the rest:

After you selected an expense type for this entry, you can enter the date of the expense and the
amount. If you need to, you can add a comment further describing the expense.

Calendar, etc. :





When you tap the date field, a calendar will appear.
When you tap the amount field, a keyboard that features number entry will appear.
When you tap the comment field, you normal keyboard will appear.

The clear button:

The clear wll clear out the contents of the screen and initialize fields to blanks or defaults. It can be used
to start over. The clear button does not delete a receipt entry that has already updated a report. To do
that, you need to go the the report screen and left swipe the associated line. There is also a clear button
on the report screen that will clear out the contents of a report. The clear button on the report screen
does not delete a report that has been saved in the cloud or submitted for reimbursement. To do that,
you need to access the browser version of ESS.

Attendees:

Some expense require that you list the individuals that participated in the event that generated the
expense. An example is the entertainment expense which always will require the names of the
individuals who are being entertained. To add an attendee, tap the attendee add icon on the left-side of
the screen. This will add an input line under the "Attendee/Company" label. Enter the name of the
individual in one field and the name of the company/group in the next. To add another attendee, tap
the icon again. There is no logical limit on the number of attendees an expense can have.

Deleting a line:

To delete a line or image, left swipe the item. A red button will appear on either the right -side of the
line or, in the case an image, on the image. To confirm the deletion, tap the red button. Items that you
can delete are:




Attendee line on the receipt screen
Receipt/expense line on the report screen
Receipt image on the receipt screen

Once an item is deleted, it cannot be recovered. It you delete something by mistake, you need to
reenter it. One exception: if you have reloaded a report from the cloud, the item may be in the
reloaded report.

Adding an image:

Some expense require that an image of the actual receipt be included on your report. To add an image,
tape one of the following:



Camera (left) - this will let you take a picture of the receipt
Photo Album (right) - this will let you retreive a picture that had been previously
taken.

Follow the normal procedures for you phone for taking a picture or selecting an image file. Resolution
does not need to be high, but the picture needs to be clear or your report may be rejected for
reimbursement.

Now it is ready to add to the reports:

After a receipt image has been added to the report, you can either use the Update button at the top of
the screen or the Update Report button at the bottom to add the entry to the repor t.

Confirmation:

The app will check that you have all the required fields. If everything is OK, it will confirm the addition.
Tape the OK. You be returned to a blank receipt screen so you can continue entering expenses. To
enter a mileage entry tap the Mileage button at the top (more later). After you've finished your entries,
tap the Report button to finish the process.

Report header screen:

Each report covers a period, such a trip, weekly, or client visit. Enter the beginning date, ending date
and reason for the report. If you want this to be the final copy of the report and want to send it for
reimbursement, ensure the Request Approval box is checked. To save the report to the cloud for
submittal later, uncheck the box. An unchecked report will be stored and you can access and edit later
before you submit it.

Double tapping:

To check your work, you can expand entries or images to review them or edit them. You can:



double-tap a receipt/expense item to edit it.
double-tap the mignifying glass to see a receipt.

You can also left swipe an item to delete it.

Mileage entry:

Record mileage by tapping the Mileage button when it appears. Fill in the fields. The starting and
ending odometer fields are not required. The number of miles can be directly entered into the "Miles"
field. If the stard and end fields are used, they will be recorded and will automatically calculate the
mileage. The "From" and "To" fields indicate where the trip began and ended.

Saving and getting reimbursed:

To either save a report to the cloud for future editing or submit for reimbursement, you'll:



To save for future editing: ensure the Request Approval box is unchecked and tap either the
Save button at the top of the screen or the Save in cloud button at the bottom of the screen.
To submit for reimbursement: ensure the Request Approval box is checked and tap either the
Submit button at the top of the screen or the Submit for payment button at the bottom of the
screen.

Confirmation on forwarding for reimbursement:

You'll receive confirmation that your report has been saved and forwarded for reimbursement (if the
request box has b een checked). You also receive an email notification if submitted for reimbursement
in most cases.

Retrieving, approving and enjoying:




The Cloud button lets you call saved reports for editing and view and check the status of reports
that you have submitted for reimbursement.
The Approve button lets you view and approve a subordinates report.

Both of these options will generate a list of reports. Chose the report you wish to access by double
tapping the line. The report will display on the screen. If you are approving a report, the button to
approve the report is at the bottom of the screen.

That's it. There is more documentation on Potosi and ESS at https://www.expenseservices.com
###

