
	

	

	

	

	



	

	

	



	

	



	



	

	
	

	



	

CARDHOLDER	/	APPROVER	MUST	HIT	SAVE	WHEN	ADDING	INFORMATION.	

SAVE	PRIOR	TO	LEAVING	THE	SCREEN	YOU	HAVE	REVIEWED	OR	APPROVED.	

	NOT	SAVING	WILL	RESULT	IN	THE	LOSS	OF	YOUR	CHANGES	OR	REVIEW/APPROVAL	

• ACCOUNT	#		
• BUSINESS	PURPOSE		
• CHECKING	REV	BOX		
• APPROVE	BOX		

• 	
	



	



	

	

CARDHOLDER	/	APPROVER	MUST	HIT	SAVE	PRIOR	TO	LEAVING	CURRENT	PAGE		

	

ADD	A	BUSINESS	PURPOSE	FOR	EACH	TRANSACTION		

CARDHOLDER	WILL	SELECT	BOX	UNDER	REV	
THEN	SELECT	SAVE	AT	BOTTOM	OF	PAGE			

APPROVERS	WILL	SELECT	BOX	UNDER	APP	AND	
SELECT	SAVE	TO	COMPLETE	THE	REVIEW	FOR	
CARDHOLDER.			



	

SELECT	TRANSACTION	DETAILS		

THIS	WILL	TAKE	YOU	TO	THE	SCREEN	
THAT	ALLOWS	RECEIPT	UPLOAD	

CLICK	TO	DISPLAY	ICONS		

CLICK	IN	THIS	BLUE	SHADED	AREA		



	



	



	

WHEN	RECEIPT	UPLOAD	IS	COMPLETE	
SELECT	BACK	TO	SEARCH	

	TO	RETURN	TO	PREVIOUS	SCREEN	



	

	

	

IF	YOUR	RECEIPT	LOADED	CORRECTLY	YOU	WILL	SEE	A	BLUE	CHECK	MARK	UNDER	THE	RECEIPT	CATEGORY.	
MISSING	BLUE	CHECK	MARK	INDICATES	RECEIPT	IS	MISSING	FROM	TRANSACTION.	
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COMPLETE	REVIEWED	TRANSACTION	WILL	LOOK	LIKE	THIS	AND	WILL	BE	READY	FOR	FINAL	APPROVAL		

	

	

	

	

TRAVEL	INFORMAITON		


