Creating a New Expense Report
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Enter the name of your report in Report Name field.
- Out-of-Pocket (OOP) users title your expense reports with the following:
O0OP-D<district #><JDoe>-<Event>-<Month><Year>
Attach a Receipt Credit card users title expense reports with the following:
YT ————— WF-D<district #><JDoe>-<Month><Year>
1  a Report o )
WF= Wells Fargo (District Credit Card)
Submitting an
Cipense Report District Finance/WHQ will send statements each month for you to reconcile.
L When itemizing transactions. ..

Approval Process -

Leam to create a new expense report and submit vour expenses for reimbursement.
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Select the transactions option you wish to review.
- Add an out-of-pocket expense to your expense report.
- Add district credit card transactions to your expense report.

- Please note all district credit card transactions will
L automatically be saved under ‘Available Expenses’.
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Leamn to create a new expense report and submit your expenses for reimbursement.




