How to View All Expense Reports

Select Approvals in the navigation bar
Select Reports.
This page displays both current and previously approved requests. Use it as a reference to review and track your approval history.
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Select View to filter expense reports that are pending your approval or that you previously approved.

Search for a Report Select your filter criteria, enter a search term, and select Go.
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Reports Pending your Approval
Reports you Approved this Month
Reports you Approved last Month
Reports you Approved this Quarter
Reports you Approved last Quarter
Reports you Approved this Year
Reports you Approved last Year
All Reports you Approved

Report List

Reports Pending your Approval(1)

Report Name v Begins With v m
O ‘ Report Type Employee Name Report Name Comments ‘ Report Date Date Submitted Total  Amount D... | Requeste...
N Expense Type Iris Niestas test Valid 09/08/2026 09/14/2026 $50.00 $50.00 $50.00
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