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Create Expense Report in From Expenses Hub 

 

2 Click "Expenses Hub" 
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4 Click the "Memo" field and type a description. 
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6 Click the applicable business purpose 
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8 Click Applicable Classification 
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10 Click "Add" to add a new expense line. 
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12 Click the "Expense Item" field. 
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14 Click "Transportation" as an example. 
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16 Click the "Total Amount" field. 
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18 Search on "All" or just type in a description. 

 

 
 

 



 

 

11 

 

20 Add an attachment 
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22 Click "New Expense" to add another line. 
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24 Click "By Expense Item Group" 
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26 Click "Business Meals" 
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28 Enter a "Business Reason" field. Different details will be required depending onthe expense item 

selected. 
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30 Click "Submit" 

 


