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To approve individual transactions click on the Approvals tab. Here you will see a list of the

transactions requiring your approval.

Click on an expense to open it.




Approving transactions

@ | Approve expenses

X E Toae st 1n4

W Apgrevar £ Tesl oo

g Swemrwil

R e TR I | RN

L sy S
E WV TR R | SRR

Wit Cordhoider 3 Test  weal

o Losgig
07 Ve e TR

ap  FESRCG RESTLAT

v AT | e

G S0
AT b A S | BT

&

Fonerz| Busines:
B ererzl Busness

W G LT | O B

@ Seel Busnen
AT W B B | LN

Car hash
B &

5 W v 0 AR e

Grevpd Helw |

AT D

Im.Elien
L

1280 =
MIE T
o

1535 1m0
L

1.0 i

LG

X Ladging | W Carltioider 3 T

2 vdpoomzw

e £ vz ]

e roian

s
Warkfism aghirar | TrorrraiTn

P LT 3 =

I m o

W PETT N BEE S

B sopeoa s

When the expense window opens, you will see the expense summary at the top.

Inthe larger window you can see the Workflow information which includes the receipt image and

Coding details.




Additional information
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The Additional Information tab provides extended transaction details such as Transaction date and

Posting date.

The Timeline button at the bottom right allows you to see details about the expense requesting

process such as when it was created and coded.

Once you are ready to approve the transaction, click Approve.



Transaction query
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If you need additional information for a transaction, or part of the required information is missing,

select Query from the menu button, enter a comment and select Send. (You can also click on an

approval rule and go directly to the comments section.)

This will send the transaction back to the cardholder where they will be asked to provide more

information.

Once they respond, it will reappear in your to do list.




