to Approve or Deny Expenses
Expense Management

______________

From the Manager on-the-Go™
app, tap "Expenses!’

_____________

Next, tap the expense you need
to approve or deny.
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Expenses

Jane Adams
Pending

Dinner

Dinner at conference

Jane Adams
Pending
Breakfast
OKC Coffee

Jane Adams
Pending
Conference
Conference Fee

Davina Hadad
Pending
Breakfast

=

= Filter (2)

$28.99
12/08/2020
>

@$12.95
12/07/2020
>

$325.99
11/25/2020
>

@$8.42
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Breakfast from the local convenience store
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Visit the Help Menu for the most up-to-date version of this guide.
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to Approve or Deny Expenses

Expense Management

STEP 3

Then, tap "Actions” and approve
or deny the expense.

STEP 4

A confirmation message
appears. To approve or deny
multiple expenses, select each
expense and tap "Approve” or

“Deny!
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< Back Expense Details
Jane Adams
12/08/2020

Dinner

Receipts - 0

Status
Pending

Date/Time Added
12/08/2020 11:18:26

Expense Description
Dinner at conference

Waiting on
BRITTANY Aarons

Account
Meals

Policy
Executives

Comments - 0

View Comments

' Actions. ’

Expense Details

£

Jane Adams
12/08/2020
Dinner

Receipts - 0

Status
Pending

Date/Time Added
12/08/2020 11:18:26

Expense Description
Dinner at conference

Waiting on
BRITTANY Aarons

Account
Meals

Policy
Executives

Comments - 0

Expense approved

Settings

Visit the Help Menu for the most up-to-date version of this guide.

Expense Details

Jane Adams
12/08/2020
Dinner
Receipts -0

Status.
Pending

Date/Time Added
12/08/2020 11:18:26

What actiop would you like to take?

Final Approve
Mark as Paid

Cancel
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Expenses

[ select Al

Jane Adams
@ Fencino

Breakfast

OKC Coffee

Jane Adams
Pending
Conference
Conference Fee

Davina Hadad
N Pending
/ Breakfast
Breakfast from the local convenience

Davina Hadad

Mark as Paid | Final A

Breakfast from the local convenience...

Cancel
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$325.99
11/25/2020
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