Training Exercise: Create an Expense Report

		




	Module:
	Expense

	Scenario:	  

PREREQUISITES:
	Create an Expense Report for Travel

EMPLOYEE AS SELF




	Action
	Icon
	Field/Value

	Navigate to Create an Expense Report
	
	· Search Create Expense Report
· Or
· Search Cre Ex Re

	Create Options
	
	· Create New Expense Report

	Company
	
	· CO100 County of Placer

	Expense Report Date
	
	· Today’s Date

	Program
	
	· [bookmark: _GoBack]PG147777

	Expense Report Reference Information

	Memo
	
	· Mileage from work location to training site

	Expense Report Lines Tab

	Date
	
	· Today’s Date

	Expense Item
	
	· Mileage

	Quantity
	
	· 44.6

	Memo
	
	· 2970 Richardson Dr. Auburn Ca to 1000 Sunset Blvd. Rocklin Ca. Round trip

	Attachments Tab
	[image: ]
	· Click the tab

	Add Attachments
	
	· Search for and attach expense receipt or document
· Or
· Drag and drop expense receipt or document

	Submit 
	
	· Submit expense report for approval
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