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How to
Create an expense
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Select 

“Create a 

report”.



Customize the 

expense report 

name, and if 

needed the 

reason for the 

expense 

(a short 

explanation for 

your 

supervisor).



To create your 

expense line, click 

on “Add Expense” 

to add expenses to 

this report. You can 

also drag and drop 

a receipt. 



Choose your 

expense type. 

Add favorite 

expense types 

by clicking on the 

star next to the 

expense icon.



Next, add information 

concerning your 

expense, and if you 

haven’t already, add a 

receipt.



Your expense line is now 

created. You can then 

add another expense 

line by clicking on Add 

Expense. Or, you can 

submit your expense, 

duplicate it or see further 

information concerning 

the expense.



Select the 

expenses to 

add to your 

claim.



Select the 

expenses to 

add to your 

claim.



By clicking on 

Submit, your 

expense 

report will then 

submitted for 

approval.



You can then 

confirm the 

submission of 

your expense 

report. 



You will then 

be brought 

back to the 

expense 

page. 

Expenses can 

be viewed in a 

list view, week 

view or month 

view. 



Any expenses 

waiting 

approval will 

be shown in 

grey on the 

month view or 

week view.



The Expense 

Box will 

provide you a 

view of all 

received, 

rejected or 

deleted 

expenses.



By clicking on 

the arrow next 

to Summary, 

you can view 

further details 

about on your 

expense report 

or even view a 

PDF version of 

the report.



The information 

under approval 

and history will 

let you see the 

status of your 

expense report.



If there are any 

issues, such as 

missing receipt 



If there is any 

anomaly, a red 

number will 

appear next to 

anomaly, and 

by clicking on 

the arrow, the 

details of the 

anomaly will be 

detailed.



Click on the 

expense icon to 

be brought back 

to the expense 

line details, 

where you can 

add a receipt…



..or click on the 

three dots, 

where you can 

then see the 

history of the 

expense line, 

move it, or 

delete the 

expense line.



By clicking on 

Submit, your 

expense 

report will then 

submitted for 

approval.



After clicking 

on “Submit” 

you can then 

view the 

reported 

amount and 

reimbursable 

amount, then 

confirm or 

cancel. 



Your expense 

will now 

appear on the 

calendar or list 

view in black. 

If you need to 

modify it 

again, click 

directly on the 

icon.
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Travel and Expense.

Simplified.
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