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EXPENSE REPORT: CREATE NEW EXPENSE 
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CREATE AN EXPENSE – TYPICAL PROCESS 

 

To get started, click Add Expense. The Add Expense window appears; all of the 

options for adding expenses to the report are available in this window. The default 

choice is to add items from your Available Expenses library, to encourage you to use 

those expenses first before creating a new expense – which helps reduce duplicate 

entries. 
 

 

In the Add Expense window: 

• To add Available Expenses, select the desired expenses and then click 
Add To Report. 

• To create a new expense, click Create New Expense. This process is 

shown below. 
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EXAMPLE 

 

In the following example, we will assume you clicked Create New Expense. 

 

 

After you click Create New Expense, click the desired expense type. 

 

NOTE: In the search box at the top of the list, you can enter all or part of an expense 

type name. The list of available expense types shown will be filtered to show 

only those with matching text. 
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When you click the desired expense type, the New Expense page appears. 
 

 
 

 

On the Details tab, the expense fields are on the left and the receipt image area is 

on the right. Click Attach Receipt Image to attach a receipt to the expense – by 

selecting from the receipt images in your Available Receipts library or by uploading a 

new image. 
 

NOTE:  If a receipt is not required, then the receipt area does not appear. 
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You can attach the image first and then read the receipt image to easily complete 

the fields on the left. When done, click Save Expense (or Save and Add Another 

to quickly add another expense). 

 

Once expenses have been saved, the expense report looks like this: 
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NOTE: On this sample report, receipt images were added manually while 

creating the expense entry; the image appears in the Receipt column. 

If the expense  does not yet have an image, then the   icon appears 

in the Receipt  column. You can click the   to add the receipt image 

– without having to open the expense entry. 
 

If a receipt is not required, for example, for a mileage expense, then 

the  icon does not appear. 
 

 
 

 

When you click Submit Report, the report totals appear. The top section 

summarizes the overall movement of funds projected for this expense 

report, providing a quick view of the expected (prior to submission) or 

actual payments. 
 

 

If adjustments are required, you can easily return to the report, make the 

changes, and then submit the report. 

 


