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Customise
the expense
report name

and If needed,
the reason for
the expense
(a short
explanation
for your
SUPErvisor).




Create expense report

Expense report name

Reason for expense

Business trip with client

Select
“Confirm”

Confirm

(&

Account




You will find
your Expense
Report
created. To
add an
expense line,
click on the
Expense
Report

B3 May 2025
853031

3 Off-site travel 2025

Draft

] February 2025

Submitted

3 January 2025 (2)

18.45 EUR

0.00 EUR

0.00 EUR

7217 EUR
imbursable

78.17 EUR

75.04 EUR




You can now
either take a
photo of your
receipt, select
from the
gallery or add
a PDF file
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Expense line

Some information
will be
automatically |
populated for the
expense line.
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If not, it is possible
to manually enter
the missing data.

Required

You can also add
a note for your
supervisor.

Expense line

Required

Comments




Once the
information is
added, select

either “Confirm”
or “Confirm and
new” (useful if
there are several
receipts).

Expense line

Required
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B3 may2025

Reported amount 18.45 EUR Draft

nbu unt 45 EUS

[0 nNa Expense Amounts

R E %) Lunch Auith 18.45 EUR
=4 ey 18.45 EUR

[2 May 5, 2025
© Madrid (MAD), Madrid, Madrid, Spain
i THE BREAKFAST CLUB

Your expense line
will how 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 “..."

9:09

B3 may2025

Reported amount 18.45 EUR
nbur ea | 18.45

18.45 EUR
18.45 EUR

© Madrid (MAD), Madrid, Madrid, Spain
¥ THE BREAKFAST CLUB
» Image receipt




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 2 oty
(name) of your
expense report.

/ Edit the header




You will find your
submitted and
draft expense

reports again by

clicking on
Expenses.

Pending expense

B3 May 2025

B

Submitted
février 2025
Draft

Off-site travel 2025

Draft

(] February 2025

Submitted

January 2025 (2)

Submitted

18.45EUR

0.00 EUR

0.00 EUR
mbursable

12.00 EUR

7217 EUR

78.17 EUR

75.04 EUR




If there are any
anomalies with
your expense
report, it will be
highlighted.

Pending expense

B3 May 2025

B

Submitted
février 2025
Draft

Off-site travel 2025

Draft

February 2025

Submitted

January 2025 (2)

Submitted

N V4R

Expense reports

18.45EUR

0.00 EUR

0.00 EUR

Reimbursable

12.00 EUR

7217 EUR

Reimbursable

78.17 EUR
Reported

75.04 EUR
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