When Your Delegate Prepares Your Expense Report

1.

You’ll Receive a Notification

Once your delegate has finished preparing
your Expense Report, you’ll receive an email
notification letting you know it’s ready for
review.

Review the Expense Report

Select the link in the email to open the report.

Review all expenses and information
carefully to make sure everything is accurate
and complete.
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When Your Delegate Prepares Your Expense Report

3.

Submit the Report
Once everything looks correct, select
Submit Report.

Review the User Electronic
Agreement

The User Electronic Agreement will
appear. Review the agreement and
select Accept & Continue.

Report Submitted

Your Expense Report is now submitted
and will move through the approval
process.

i
User Electronic Agreement

By clicking on the ‘Accept & Submit' button, | certify that:

expenses claimed as reimbursable which relate to personal or unallowable expenses.
2. All required receipt images have been attached to this report.

responsibility for repaying the Company in full for those expenses.

1.  This is a true and accurate accounting of expenses incurred to accomplish official business for the Company and there are no

L| 3. |have not received, nor will | receive, reimbursement from any other source(s) for the expenses claimed.
4. Inthe event of overpayment or if payment is received from another source for any portion of the expenses claimed | assume

Accept & Continue o130l

Report Status

@ Report Submitted
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