Expense — Creating a New Report
Select +New and then Start a Report
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Cost object is the employees default cost information
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Cancel Create Report

Click Create Report
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Expense — Creating a New Report
New York Trip - October 2022 $0.00 i

Not Submitted

Report Details v Print/Share w Manage Receipts v

Add Expense View: Standard v

/ No Expenses
Add expenses to this report to submit for reimbursement.

Add Expense Search for an Or select from the
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v Meals -
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