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Meals Expense Report *Desktop*
This guide is essential for anyone expensing meals purchased out of pocket. It
provides clear, step-by-step instructions to ensure compliance with spending limits
for meals, helping users avoid errors during submission. By following the outlined
steps, you can efficiently create and manage your expense report while ensuring that
all necessary receipts and conference details are included.

1 Select "Expense Hub"
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2 Click "Create Expense Report"

3 Under instructions you will find the spending limits for meals, broken out by
Breakfast, Lunch and Dinner.
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4 After reading over the specifications for meal spending limits, Select "OK" to
create your expense report.

5 Select "Add"
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6 Click "New Expense"

7 Click "Select files" to add a receipt for the purchase, that you have scanned to
yourself.
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8 You will notice after selecting "Lunch" as your expense item, it will prompt you to
input the name of the conference you are attending.

9 After putting in the conference title were attending, you will do the normal to
complete an expense report, and either submit or save the report for later.
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10 The below example is what happens when you try and submit an amount that is
over the allocated spending limit for meals. An error will appear in the top right
corner.

11 In order to proceed with submitting your expense report, the amount needs to be
changed.
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Meals Expense Report *Mobile*
This guide is essential for anyone expensing meals purchased Out Of Pocket. It
provides clear, step-by-step instructions to ensure compliance, helping users avoid
errors during submission. By following the outlined steps, you can efficiently create
and manage your expense report while ensuring that all necessary receipts and
conference details are included.

1 Tap "Apps", at the bottom of your screen.
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2 Select "Expenses".

3 Select "Create Expense Report"
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4 Review the Expense Header to insure all the information is correct. If no changes
need to be made, tap "Done"
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5 Tap "+" to the left of New Expense.
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6 Select "New Expense"

7 Tap the paperclip above "Add Attachment" to select the receipt.
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8 You have the option to select either "Take Photo" "Choose Photo" or "Import
Attachment".

9 After receipt has been attached, enter the expense item.
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10 For meals on a trip you can type in either "Breakfast", "Lunch" or "Dinner".

11 You will notice after selecting either of the three meal options, it will prompt you
to put in the "Conference Title" you attended. Input the name of the conference.
Select down, if there is nothing else you need to add.
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12 Select "Review"

13 If the information looks correct, you can select "Submit"
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14 If you were to input an amount that is over the allotted spending limit for meals,
an Error message will appear stating what needs to be fixed in order to submit
your report.
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15 Review the and fix the error.

Tip! The Expense Report Instructions and Expense Report Policy can be found
when entering an expense report on your desktop.


