
Expense Report - How to check the status 

• Within the Expense Report, navigate 
to the Request Details link directly 
below the Request name. 

• Select Reportt Timeline from the 
drop-down menu. 

Icon Indicator meaning: 
• Pending approval step will display a blue 

clock icon 
• Approved approval step(s) will display a 

circle with a blue checkmark 
• Future pending approval step(s) will display 

an empty circle. 



Expense Report – 
How to check audit trail & payment information 

• Within the Expense Report, navigate to 
the Request Details link directly below 
the Request name. 

• Select Audit Trail from the drop-down 
menu. 
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