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1. User connection on Notilus 
 

Start a search engine (Google, Firefox, Edge) Internet Explorer isn’t compatible with Notilus 

Enter the following link in the search bar (or Control + Click on the link): 

https://emeashiseido.mynotilus.cloud/#/login/auth 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter your Windows identifier 

and your password 
Select Notilus language 

https://emeashiseido.mynotilus.cloud/#/login/auth
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2. Notilus Home Page 

   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Account logout button. 

Display information on the 

possible uses of Notilus. 

account you are logged into 

TnE in progress and unpublished. 

"Fare la nota" button to create a 

new note. 

Receipt(s) added that 

can be used for a note. 

Display alerts as well as the date and 

time of the last connection. 

Displays a drop-down menu. 

Note and advance request 

to be checked. 
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2.1. Scrolling Menu 

Click on  to display the drop-down menu. 

 

 
 

  
 

 

 

User Profile 

List of TnE made. 

List of TnE refused  

My advance payment request 

List of receipts that can be used in 

TnE. 

Button to close the menu 
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3. Entering TnE 
On Home page, click on “Fare la nota”. 

  
If the available TnE counter shows that other notes are being prepared, you will be able to complete 

this note by clicking on “Select this note”. Otherwise you can create a new note. 

 
 

3.1. Preparing TnE 
 

 
 

Do not modify the charge date, it is automatically set to the date of creation of the note. 

 
If the date does not correspond to today's, please click on the circled button and select it 

 

 

The service is the area in which you work, it is automatically set to your work service. 

 
If the service is not yours, please click on the circled button and select the service you belong to. 

 

Click on for create the TnE. 
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Click on for delete the TnE. 

 

3.2. Select TnE receipt 

 

 
 

Click on  to edit the note creation settings 

 

Click on to view details of the note being entered. 

Click on to view unused receipts or to add and select one. 

 

Click on  to add a report to the TnE 

 

Click on  to send the expense to the control (an expense must be present 

in the note). 

 

 

 

 

 

 
 

 

 

 

 The button allows you to validate the use of a proof in the note, it will lead 

to part 3.3. 

 

Receipt selected for expense. 

Sorting method by Date, Amount, Type. Receipt already used in the 

expense. 

Display of the content of 

the selected receipt. 
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The button allows you to add a previously scanned receipt, it will take you to the 

page below. 

 

 

 
 

 

3.3. Create an expense 
 

 

 
 

Click on  if you have not yet added the receipt of the note. 

If you don't have one, check the box  

 

 

The date must correspond to the date of payment of the ticket. Click on the icon circled in red and 

enter the date. 

 
 

 

Select the type of the TnE by clicking on the circled area 

 
Shortcuts allow you to find the type of your TnE  more quickly. Click on the icon to display a drop-

down list of usable natures. 

Depending on the nature chosen, some have additional information to add to validate. 

 

Click to add one 

or more file(s). 

Click for delete 

the file. 

Click for use the 

file(s) as a receipt 

Click to cancel 

adding file 
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Example Nature used: Lunch Invitation

 

 

Number of guests. 

 

 

Type of guest (Internal or external to Shiseido) as well as the person 

 

 

 
 

Country in which the invoice was paid 

 

 

Total amount to be paid. 

 

 

VAT applied on the amount, percentage and added amount, press the cross if no tax is applied. 

 

 

Allows you to justify the type and purpose of the expense. 

 

 

Click on to delete the currently edited expense. 

 

Click on to validate the expense and create a new expense. 

 

Click on to validate all the information entered. 
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3.4. View TnE content 
 

 

 

 

 

 
 

 

 

 

 

 

 

 

Click on to send the expense to the control. 

 

3.5. Validate control discount 
 

 

 
 

 

 

 

 

Click on to send the note to the control. 

  

Expense list. 

Add a new expense. 

Edit TnE information  View TnE information. 

Delete the expense. 

View expense 

information. 

Select the steps on which you want to 

receive an email. 

Presence of receipt 

required. 



Doc utilisateur Notilus Version PC 
 
 
 

11 
10/05/2022 

4. Checking a TnE or an advance payment request 
Click on the expense or the payment request to check. 

 

 

 

 

 
 

 

 

 

By selecting the TnE or payment request(s), the buttons appear 

 
 

Click on to validate the TnE or payment request. 

 

Click on to refuse the TnE or payment request. 

 

Click on to contact the collaborator responsible for the TnE or the payment 

request. 

5. Profile User modification 
 

5.1. Personal Data 
 

 
 

You can change your title, first name, last name, language, nationality, date of birth and gender. 

Click on to save your personal data. 

TnE or Payment request sent 

by your collaborator. 

Select TnE or payment 

request(s) 
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5.2. Delegation validation of TnE 
 

 

 

 

 
 

 

 

 

 

Click on  to validate all the information entered and authorize Data Delegation. 

Click on  to delete the Data Delegation being edited. 

 

6. TnE 
Available in the drop-down menus: 

 

6.1. Entry TnE 
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

Name of replacement. 

Period during which the 

data delegation is effective Check given 

permissions. 

Create a new TnE. 

Delete a current TnE. Modify the TnE. View TnE. 
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6.2. Control TnE 
 

 

 

 
 

 

 

 

 

6.3. Controlled expense report 
 

 
 

 

 

 

7. Denied TnE 
 

 
 

 

 

Select expense to get the option to delete or import it into a new TnE in order correct it. 

 
 

 

 

 

 

 

View content of the 

TnE. 

View the TnE. Displays the steps of the 

TnE control. 

Amount of the TnE. 

Denied TnE 

View content of 

the TnE. 

 

Displays the steps of the 

TnE control. 

 

View the TnE. 



Doc utilisateur Notilus Version PC 
 
 
 

14 
10/05/2022 

8. Delegation TnE validation 

Click on to create a new payment request. 

 

 
 

Advance amount. 

 

 

Type of currency, press the circled button and select the desired currency 

 

 

Transfer mode, choose between Transfer and Virement by pressing the circled button. 

  

 

Allows you to justify the purpose of the advance request. 

 

 

Press to submit payment  request. 

 

 

Display of payment request validation steps.

 
 

Press to submit payment  request. 
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The payment request is added to the list and waiting for control. 

 
 

 

 

9. Document manager 

  
List of scanned documents that can be used on an expense report. 

 

 

 

 

 
 

 

 

 

 

Check the box to make the button appear. The checked document(s) will then be deleted. 

 

Click on will take you to the import page explained in part 3.2. 

 

Displays request information 

and steps. 

Sorting methods. 

Add a receipt. 

Receipt usable for 

expense. 


