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

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.
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4  Click here

Delete ltem

Are you sure you want to delete thi

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.
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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.
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Find the file that you are trying to attach.
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Continue with process until all receipts are added to the Expense Report.
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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.
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Deductibles
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Submit Confirmation

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

Pre-Approval Applied: Boise ID 050125 1234567 Conference BSU [Remove]
Available Balance: 985.32 USD

p

Boise 1D 050125 1234567 Conference BSU

Report Owner & Amy Bond
Expense Report ID QADD44686209
Business Purpose Conference at BSU

Financial Summary

AMOUNT (USD) APPROVED (USD)

Total Expense Reported 270.42 0.00






