Adding in Expenses to a Travel Request

Once your Travel Request is created, the user should add all the estimated expenses related to the trip.

* Click the Add button to add expense types for other travel expenses expected for this

trip.
A
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Adding in Expenses to a Travel Request

Once your Travel Request is created, the user should add all the estimated expenses related to the trip.
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Adding in Expenses to a Travel Request

Once your Travel Request is created, the user should add all the estimated expenses related to the trip.

. Complete the
required fields for the
new expense and
click Save.

. The expense will now
appear under
Expected Expenses
on the travel request.
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