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Demo Scenario

User Name Role Password

adam@gmail.com Department Manager hly123456

paul@gmail.com Sales Person hly123456

nina@gmail.com Financial department hly123456

mailto:adam@gmail.com
mailto:paul@gmail.com
mailto:nina@gmail.com
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01 Installation and Activation
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Download and Log in

1. Download “Helios” from APP store

2. Enter email address

3. Enter password to log in
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Homepage

1. Company announcement

2. Functions and services

Expense Claim: Travel Reimbursement

Expense List

Reports: Click to check personal/department report

Private car

3. Approval

4. Quick start

3

2

1

4
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Change Language

1

3

2

Follow below 

steps to change 

language：

1. Click 【My】；

2. Click 【Setting】 ；

3. Click 

【Language】, then 

choose the 

language
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02 Private Car Reimbursement
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Click to use system GPS 
to record your itinerary

Click “+ 
locate”to add 
more location 
during your drive

Click “End”when
you arrive.

Private Car Reimbursement

2

3 4

Click “Start”before
departure
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Mileage will show 
in expense list for 
future 
reimbursement

Private Car Reimbursement

6

System will calculate 
total amount of 
mileage according to 
your locations

7

8System will calculate 
total amount of 
allowance according to 
mileage and company 
policyClick generate expense
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03 Create a Reimbursement Form
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Create a Reimbursement Form

3

1. Click “Expense Claim”

2. Click “+”to add new 

form

3. Chose 【Travel Expense 

Claim】

1
2
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4

5

Create New Expense

4. Fill in required fields

5. Click“+”to add expense

6. Click “New” to add new 
expense manually

6



14

4

5

4. Choose an expense 
type -- fill in amount

5. Upload invoices photo 
from album or take a new 
picture

6. Add other essential 
information then click 
【save】

6

Create New Expense

Here can change 
currency
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1
3

Import Expense from Expense List

1. Click “expense list”

2. Select one or more expenses 

from the list 

3. Click OK to import

2
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1

2

Calculate allowance

1. Click allowance calculation

2. Enter start-end date

3. System will calculate 
allowance amount 
automatically according to 
dates and company policy

3
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04 Withdraw / Edit / Delete Forms



Withdraw / Delete Forms

Click expense claim

Check the list of 
forms, including 
edited, 
processing, and 
approved

Swipe left to delete 
edited forms

withdraw 
processing forms



Edit Forms

Choose the form 
you want to edit

Click to edit 
document header 

Edit document 
headerClick to edit 

expense

Edit expense 
detail
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05 Approve/Reject a Form
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Approve/Reject a From

1. Number of document 

pending for approval

2. Document list

3. Filter by:

• Form status

• Form type

• Applicant

• Amount

• Department

1

2

3
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Approve/Reject a From

4. Select one or more 

forms to reject or approve 

all

5. Swipe left to reject or 

approve a form

6. Opinion is required to 

reject a from. It goes 

directly to the requester.

4
5

6
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Approve/Reject a From

7. Click a from to check details

8. Click “…”to see more options:

• Pending the form

• Reject by item

• Forward: add someone 

else to the approval flow

• Add opinion
7

8
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06 Other Functions
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Finance- View Expenses
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Finance - Manage Exchange Rate



Thanks!


