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Selecting Available Expenses 
End users can create expense reports by selecting card transactions from their Available Expenses queue.  Open 
Expenses and select the appropriate card transactions from the Available Expense Items queue by clicking on the 
checkbox next to each transaction.  Once an item is selected, the ‘Create Report’ button will update and will show how 
many transactions have been selected. 

 

 

Click on ‘Create Report’ and all the transactions selected will now show in a new report. 

 
The user can now enter information for the report header.  Once the appropriate information is entered, the user can 
then click on the expense item and select the appropriate expense template as well as enter comments or add any 
necessary itemizations for the transaction. After all required information and documentation has been entered or 
attached, the user can select the ‘I have read…’ attestation and click ‘Submit’ to enter the report into workflow.  

  


