
Emburse Enterprise
Expense Report Process

Travel System



Creating Expense Report

Use Create button to start an Expense Report



Creating Expense
Report

Select import Pre-Approval

***All Expense reports, except for 
Cash Advance, will need a Pre-
Approval imported***



Creating Expense
Report

Once Selected Click Import on bottom 
right corner



Creating Expense
Report

Make sure to select correct AP 
Type that is associated with 
Cost Center that is going to be
charged.
- Appropriated (Fund 10 Only)
- Appropriated and Local/Grant
- Local and Grant



Creating Expense
Report

Click Save on top right-hand corner



Creating Expense
Report

Once loaded you will see all expense on left hand side and options to create new 
expenses, add expenses from eWallet and eReceipts on right hand side



Creating Expense
Report

If you notice anything with warning triangle next to it, this means more information is 
required. 



Creating Expense
Report

For Per Diem you must adjust using the wizard to fix any changes from full day to partial 
day.  Click on one Meal-Per Diem line to start to adjust.



Creating Expense
Report

Click View in Wizard



Creating Expense
Report

Adjust Per Diem that is not getting paid by clicking on box next to breakfast, lunch, or 
dinner.  Anything getting paid by Per Diem should be unchecked. Click apply when done.



Creating Expense
Report

Baggage Fees: Click on the line and edit on the top right side. You will need to
complete the following;

1- Adjust total Spent if need to
2- Type in Location = United States (if in the US)
3- Attach a receipt by clicking on Add Attachments on the bottom.
4- Click Save on the top right and warning should go away for this line item

If paid by p-card and not going to be reimbursed to employee, delete the
transaction and make a notation in the comments box on main screen, attaching a
copy of the receipt at that time. 



Creating Expense
Report

Hotel: Click on the line and edit on the top right side. You will need to complete
the following;

1- Adjust total Spent if need to
2- Type in Location = United States (if in the US)
3- Merchant: This is the hotel that you stayed at
4- Location is the City and State the hotel is at
5- Fill out Check in/Check out date.
6 - Attach a receipt by clicking on Add Attachments on the bottom.
7- Click Save on the top right and warning should go away for this line item

If paid by p-card or direct bill and not going to be reimbursed to employee, delete the
transaction and make a notation in the comments box on main screen, attaching a
copy of the receipt at that time.



Creating Expense
Report

Conference/Seminar: Click on the line and edit on the top right side. You will
need to complete the following;

1- Adjust total Spent if need to
2- Type in Location = United States (if in the US)
3- Attach agenda and registration receipt for event clicking on Add Attachments
on the bottom
4- Click Save on the top right and warning should go away for this line item

If paid by p-card and not going to be reimbursed to employee, delete the
transaction and make a notation in the comments box on main screen, attaching a
copy of the receipt at that time.



Creating Expense
Report

Airfare: Click on the line and edit on the top right side. You will need to complete
the following;

1- Adjust total Spent if need to
2- Type in Location = United States (if in the US)
3- Airline is the airline traveled with
4- Class- Should be Economy/Coach
5- Attach a receipt by clicking on Add Attachments on the bottom
6- Click Save on the top right and warning should go away for this item

If paid by p-card or direct bill and not going to be reimbursed to employee, delete the
transaction and make a notation in the comments box on main screen, attaching a
copy of the receipt at that time.



Creating Expense
Report

Notice all warnings are gone. Attach any additional receipts for expenses paid by
p-card or direct bill related to this travel and make a comment regarding those expenses
including the amount of the charge and then review document before submitting.



Original Receipts
Original receipts will no longer be required to be submitted with the expense 
report in Emburse Enterprise. A copy of the receipt attached is sufficient. 
However, the department will be required to keep the original receipts per the 
retention policy.  This Policy is 4.103 Records Retention has links to Retention 
Schedules.  

https://www.lcsc.edu/policies


Creating Expense
Report

Use right hand side to add expenses that are missing or additional to expense report. IE 
Cash Advance 



Before Clicking Submit 
Double check report

 You will see
 Title of Expense Report
 Expense Break down
 Report ID
 Total Expenses



Click Submit 



Verification Approval
 



Tracking your items 

An expense report can be tracked to see where it is in the process.



Tracking your 
items

 A list will appear with all reports
 Name of each report
 Report ID number
 Date Submitted
 Total of expenses
 Status of report



Tracking your 
items

Select from list and click on Tracking



Tracking your 
items

List of expenses will show on left side.  Click once to bring up 
tracking 



Tracking your 
items

This will show you the status on where the report is sitting.  



Recall Expense Report
You can only recall an Expense Report that is not fully approved status (Exported).  Click on report 
you are looking for and then click on Recall button top right-hand corner of screen. 



Let’s see this in action.





COTravel@lcsc.edu

208-792-2689

Thank you. Questions?

mailto:COTravel@lcsc.edu
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