Creating a New Expense Report

When you need to create an expense report that does not include previous travel bookings, you can start the report either from the
Quick Task Bar or the Expense tab on the menu bar. In this example, you will use the Quick Task Bar.
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1. Place your mouse pointer over New, and then click Start a Report.
2. Complete the required and optional Report Header fields as appropriate on the Report Header page (required fields are indicated
by a red bar).
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Report Header

Report Name Report Date Policy Susiness Purpose
l 04/07/2016 = | Travel & Expense Policy v |
Company Department Cost ter Project Code
(10) United States l (300) Sales v | (3030) Mid Market
Comment

On the Report Header page, you enter general information for your expense report. Your company defines the fields that appear on
this page. Note that some fields are already pre-populated.

Click Next.
You can now add credit card transactions or click New Expense to create out-of-pocket expenses.
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Expense Type Amount Requested

RRRAAQRARARAQR QA

T
o}

TOTAL AMOUNT TOTAL REQUESTED

$0.00 $0.00
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