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Creating a New Expense Report 

1. On the home page click Create and select Start a Report. 

2. Complete all required fields (marked with red asterisk) and the optional fields as needed. Then click Create 
Report. 



  
 

    
        

 

 
          

  

 
 

 
     

      
 

 

 
 

4. Your PCard transactions will be listed under the Available Expenses tab. Check the box next to the 
transaction(s) you wish to add to this report or check the top box to select all transactions and click Add To 
Report. 

5. Each transaction will have Alerts. Click the alert icon next to each transaction, one at a time, to see what is 
needed for that transaction. 

6. Make sure the Expense Type is correct and all required fields 



  
 

    
   

 
 

      
  
 

 
 

     
  

       

 

Note: To change the Expense Type click the transaction you need to change then click in the Expense 
Type field, select the appropriate Expense Type, 
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