
Invoices from vendors (to be paid by bank transfer) 

To be approved in ConƟnia Web Approval Portal – You will receive a reminder per e-mail when there is an 
invoice to be approved  

IMPORTANT – Inform all new vendors/suppliers to send invoices to documentcapture@albatros.dk in 
PDF-format.  

(If you receive the invoice from the vendor you can forward to the e-mail above) 

 

 

Expenses paid with company credit card 

To be registered in ConƟnia Expense App or ConƟnia Expense Portal (web) – You will receive a reminder 
per e-mail when the bank has registered a payment with your company card. 

The date and amount will be locked to the informaƟon from the bank. 

 

 

Expenses paid with your private money 

To be registered in ConƟnia Expense App or ConƟnia Expense Portal (web)  

Always register the expense in the currency that you have paid. 

 

 

Expenses paid with cash from team finance (typical currency for business trips) 

To be registered in ConƟnia Expense App or ConƟnia Expense Portal (web)  - No reminder. You are 
responsible for geƫng all expenses registered and deliver remaining cash back to team finance. 

Always register the expense in the currency that you have paid. 

 

ConƟnia Web Approval Portal – link:  http://atr-nav-vm01:8000 

 

ConƟnia Expense App – download to your 
phone  

 

ConƟnia Expense Portal (web) – link:   hƩps://cem.conƟniaonline.com/ 

  



ConƟnia Web Approval Portal (you are automaƟcally logged on when using Citrix) 

Make sure all fields with a * is filled. Typical department or departure code 

TO TEAM LEADERS – This is also the portal where you approve employees registered expenses from 
company credit card, private paid expenses and expenses paid with cash. You will receive a reminder per e-
mail when you have expense for approval. 

 

 

ConƟnia Expense App (and ConƟnia Expense Portal) 

Always log in with ‘MicrosoŌ365’ in the boƩom of the star screen. It is connected to your Citrix log-in. 

Expenses from company card will be shown in ’Åbne’ when they are registered in the bank. Expenses paid 
with your private money or cash from team finance have to be registered via ’Ny UdgiŌ’. 

Always begin register a new expense by taken a picture of the receipt using the – Amount, date and 
vendor/supplier will then be filled out. Remaining fields with * have to be filled out before you can send to 
expense for approval. IMPORTANT – capture a picture of the whole receipt. All informaƟon is needed. 



Reminder per e-mail looks like below (yes they do not look good, but we cannot change them. Do not send 
to Moxso).  

Sender is always noreply@albatros.dk 

 

 

 


