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From the home screen, choose Account Activity and Expense Management 
 

 

 

You can either start to review all your transactions one by one, or you can group transactions together to create 

an expense group.  For example, you can group all transactions for a date range, or for a certain trip or a project. 



 
 

 

In the example below, all the transactions for September will be grouped.  First filter for the transactions for the 

September date range, and click Apply. 

 

 

 

Check the box under Expenses to select all the transactions just filtered, and click on ADD TO GROUP  

 



 
 

 

Give the group a name.  You can add a description if needed.  Click on Create. 

 

 

 

You will now see your group in the Expense Inbox.  To work the items in the group, click on the group box. 

 

 

 

You can also pick transactions to add to a group, rather than using the filter function.  Check the transactions to 

group and click on ADD TO GROUP.   

 



 
 

 

Choose from groups you have already created, shown at the bottom of the screen, or create a new group. 

 

 

 



 
 

 



 
 

 



 
 

 

You can add out of pocket expenses.  Click on the Add Expense button and then enter all the required fields. 

 



 
 

 



 
 

 



 
 

 

 



 
 

 

 



 
 

 

 

 

Your transactions will display on the home screen.  Group them, if required, and then click on each one to review, 

code and submit. 

 

 



 
 

 

You can split transactions, either by amount or percentage.  Click the Split button and then fill in the details for 

each split. 

 



 
 

 

You can add receipts by taking a photo of the receipt with your phone camera, adding it from the photos stored 

on your phone, or from your files.  You can only load one receipt per transaction. 

Once you load the receipt a picture will appear at the top of the transaction. 

 



 
 

 

Once you have completed all the required fields and uploaded a receipt, click Submit.  The transaction will then 

route to your approver. 

 



 
 

 

Once all the transactions are submitted, the Inbox will show as empty.  You can use the filter to view open, 

rejected, historical and submitted transactions. 

 


