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How to create an expense report 
on mobile
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Select 
“Expenses” or 

“+”.
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Customise 
the expense 
report name 

and if needed, 
the reason for 
the expense 

(a short 
explanation 

for your 
supervisor).
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Select 
“Confirm”
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You will find 
your Expense 

Report 
created. To 

add an 
expense line, 
click on the 

Expense 
Report
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You can now 
either take a 
photo of your 
receipt, select 

from the 
gallery or add 

a PDF file
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Take a picture 
of your 

receipt…
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Some information 
will be 

automatically 
populated for the 

expense line. 

If not, it is possible 
to manually enter 
the missing data.

You can also add 
a note for your 

supervisor.
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Once the 
information is 
added, select 

either “Confirm” 
or “Confirm and 
new” (useful if 

there are several 
receipts).
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Your expense line 
will now be added 

in the Expense 
Report 
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If you don’t have 
anything to add 

and the 
information on the 

expense line is 
correct, you can 
now submit your 

expense line.
You can also 
duplicate this 

expense line, and 
you have even 
more options 

under “…”
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Once submitted, 
you can click “… 
Actions” where 

you can then: sort 
your expense 
lines, view the 

PDF of your 
expense report, or 

edit the header 
(name) of your 
expense report.
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You will find your 
submitted and 
draft expense 

reports again by 
clicking on 
Expenses. 
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If there are any 
anomalies with 
your expense 

report, it will be 
highlighted. 



This document contains unpublished, confidential, and proprietary information of American Express Global Business Travel (Amex GBT). 
No disclosure or use of any portion of these materials may be made without the express written consent of Amex GBT.

© 2025 GBT Travel Services UK Limited.

Travel and Expense. 

Simplified.
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