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The Pre-Approval header screen will appear.
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Enter the Header data:

1. Report Name: This is the name assigned by the expense creator, which is used in tracking and
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After completing the Pre-Approval Header information, you will be prompted to add your expenses.
The Add Pre-Approval Types screen will slide in from the right.
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The expense types are consolidated into categories (expense tiles). Some expense tiles expand to
provide additional expense options. Example: Mileage is located under Ground Transportation.
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A Submit Preapproval message will appear at the top of the right side of the screen. Once you have read
the certification statement, click the Submit button.

e and correct to the best of my knowledge and are for I hereby certify that all expenses listed here are tru
legitimate business purposes.
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