
SUBMITTING YOUR EXPENSE REPORT 

When all transactions have gone through Steps 1-3, Creating an 
Expense Report, Attaching Image and Coding a green Check will appear 
next to the transactions. 

 

 
 

Once all the transactions have been coded. Click the Green Arrow 
pointing to the right to send the expense report off for approval. 

 
 

Curious about the ICONS? 

 
Green Arrow pointing Right-the expense report needs to be submitted 
 
Circle with a dash-going through the final approval steps  
 
Green Check –all approvals have been completed 


