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How to attach information for P-Card or 
Direct Bill to Expense report 

1 Once in the Expense Report, with Pre-Approval added, you will see all the charges 
getting paid out to traveler. In this example we will remove Hotel Charge and add 
a comment and receipt to the Expense Report. 
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2 Click on the expense that we want to delete from payment to the traveler. 

3 Click here 
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4 Click here 

5 Click on Expense Report Name to go back to the header of the Expense Report. 
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6 Click here to add comments in for the item either paid by P-Card or Direct Bill. 

7 Click Post to have comment add to the Expense Report 
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8 Make sure to attach all receipts required for back up documents. 

9 Click here 
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10 Find the file that you are trying to attach. 

11 Click "Open" 
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12 Continue with process until all receipts are added to the Expense Report. 

13 Notice that any comments show below Comments area and any attachments 
show below Attachments area. 
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14 After completing everything else required for the Expense Report with comments 
and supporting documents for P-Card/Direct Bill items, you can submit the 
Expense Report. 

15 Click here 




