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MS Expense is Microsoft’s intranet-based expense-reporting application that allows employees to submit expense reports from any location, 24-hours a day. MS Expense communicates directly with SAP R/3, Microsoft’s current enterprise resource planning solution, to electronically process 200,000 expense reports for thousands of employees each year, reducing transaction costs for employee reimbursements from US$21 to $10 per expense report. Because MS Expense is easy to use and efficient to manage, it has reduced Microsoft’s expense report processing time from 3 weeks to 3 days, saving the company US$3.3 million each year. 

Working for a worldwide corporation, Microsoft employees spend nearly $200 million a year on travel and other business related expenses.   Unfortunately, Microsoft’s original paper-based expense-reporting system was inefficient, as well as costly to manage, and cumbersome to support. With 136 rogue expense report templates stored on multiple servers around the company, precious time was often lost searching for the correct template. In addition, time spent printing reports, managing travel receipts, and waiting for manager approval before sending an expense report to Accounts Payable, also impacted employee productivity. Outdated forms often contained old account codes, obsolete mileage rates, or incorrect and missing expense classifications, making it difficult to process the information. Once an expense report was approved, Accounts Payable manually entered data from the paper form into a separate financial system to process the payment.  On average, this procedure could take up to 3 weeks to complete, often putting employees behind on paying corporate credit-card bills.

To address these inefficiencies, Microsoft developed MS Expense, an intranet-based expense-reporting application to automate employee reimbursement procedures, reduce costs associated with expense report processing, speed up the employee payment cycle, and eliminate the possibility of errors in redundant re-keying of data. 

Since its launch in June 1997, MS Expense has dramatically improved expense-reporting processes, saving the company a total of $9 million dollars to date. MS Expense only requires 4 people to manage Microsoft’s entire expense reporting and audit processes.  According to Craig Bruya, General Manager, Corporate Services, “One of the primary design goals of MS Expense was to reduce costs of processing employee expense reports while minimizing overhead for Microsoft employees.”

Streamlined Processing using Microsoft Products

A lean team consisting of 1 product manager, 1 program manager, 2 programmers, and 1 tester developed MS Expense in only 4 months. MS Expense runs on Microsoft® Windows® 2000 Advanced Server and SQL Server™ 2000. MS Expense is accessed using Microsoft Internet Explorer 5.0 or higher and takes advantage of Microsoft Excel 2000-based templates for expense reporting. Relying on Active Server Pages to localize information for thousands of employees in 48 different countries, MS Expense uses ActiveX® controls to communicate with Excel’s Component Object Model (COM) to extract data from the expense report Excel file. Once data is extracted from an employee’s expense report, the information is then stored in a SQL Server 2000-based database for later upload to Microsoft’s SAP R/3 financial module.

Direct Integration with SAP R/3 

By communicating directly with Microsoft’s SAP R/3 financial module, MS Expense helps automate redundant processing and narrow the possibility of human error.  When an employee fills out and submits an expense report to MS Expense, it is automatically held in a specified processing queue for management approval.  A request for approval notification is sent directly to the employee’s manager via email, including a reference to the employee's expense report on the MS Expense intranet site.  Once approved by management, the expense report is queued for payment and the SAP R/3 financial module then processes the payment electronically.   With all these steps directly creating and updating transactions in SAP R/3, manual data input is no longer required to manage Accounts Payable processing.  

Flexible and Localized Expense Reporting

Currently, thousands of Microsoft employees use MS Expense in 48 countries to process roughly 200,000 expense reports per year. With the old paper-based system, employees chose from numerous versions of the expense-report template and were never sure if the template was the most recent, or any longer valid for submission.  Now, with MS Expense, expense report templates are centrally managed on-line. Additionally, MS Expense provides multinational and flexible templates for many worldwide Microsoft subsidiaries. For example, a user in Mexico selects the correct country from a drop-down menu on the MS Expense home page, resulting in a localized Excel expense report template and instructions being automatically displayed with the template.

Since Microsoft employees used Excel-based expense-reporting templates as an alternative method to paper-based expense reports for several years, it was a natural step to use Excel for the front-end application for MS Expense. Additionally employees can complete their Excel expense report form both online and offline, providing them the flexibility to work on expense reports virtually any time and anywhere.

A Leading-Edge Solution 

MS Expense has improved employee satisfaction with the expense-reimbursement process.  Now employees are reimbursed for business expenses in just 3 days, not 3 weeks, and they have the freedom to complete their expense reports wherever and whenever they want to. In addition, MS Expense has greatly improved Microsoft’s expense-reporting function, reducing transaction costs per expense report from $21 to $10(saving Microsoft $3.3 million each year. 

For More Information

For more information about Microsoft products or services, call the Microsoft Sales Information Center at (800) 426-9400. In Canada, call the Microsoft Canada information Centre at (800) 563-9048. Outside the 50 United States and Canada, please contact your local Microsoft subsidiary. To access information via the World Wide Web, go to:

http://www.microsoft.com/

http://www.microsoft.com/technet/itshowcase
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“One of the primary design goals of MS Expense was to reduce costs of processing employee expense reports while minimizing overhead for Microsoft employees.”


Craig Bruya


General Manager, Corporate Services




















Customer Profile


As the worldwide leader in software for business and personal computing, the vision of � HYPERLINK "http://www.microsoft.com" ��Microsoft Corporation� is to empower people through great software - any time, any place and on any device. Employing more than 55,000 people, Microsoft had revenues exceeding $25 billion for the year ending June 2001.


Situation


Microsoft’s paper based expense-reporting system was labor intensive for Accounts Payable, slow to reimburse employees, and vulnerable to data entry errors. Microsoft needed an application that would allow employees to submit expense reports easily and reimburse them quickly.


Solution


MS Expense is an Intranet-based expense-reporting application that allows employees to submit expense reports from virtually anywhere at anytime.


Benefits


(	Streamlines transactions—reducing costs, paperwork, and transaction times.


(	Reduced cost of processing expense reports from $21 to $10( saving Microsoft $3.3 million per year.


(	Shortened employee reimbursement turn-around from 3 weeks to 3 days.


(	Reduced input errors by streamlining the management process. 
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