
Best viewed in IE or Adobe PDF Reader.

To add expenses in My Outstanding Expenses, begin by opening the My Outstanding Expenses Application.

Add Expenses in My Outstanding Expenses: Quick Steps

Navigation:
• Use the PAGE DOWN key to proceed to the next slide.
• Use the PAGE UP key to return to a prior slide.

1. Click Time & Expense 2. Click Expense 3. Click Expense Report
4. Click My Outstanding 

Expenses



Click the Upload Receipts, to 

add a new expense, if no other 

expenses exist in the table.

A
If the table already displays 

existing expenses, first click 

New.

1. Upload a receipt to create the expense. > Step A



Click Browse to select to find 

the receipt you want to 

upload.

A

B Click Upload to add the 

receipt. If ICR is enabled, 

data will be extracted from 

the image. 

2. Browse for file to upload. > Steps A and B



Results of file upload.

The uploaded file is added to the My 

Outstanding Attachments table.

After processing, certain details are extracted from the image and added to 

the expense if ICR processing is enabled by your System Administrator.



This is the same information on the 

previous slide presented in Form view to 

show additional detail on extracted fields.

Results of file upload in Form view.



Optional. Upload another attachment> Step A

Click Upload Receipts for any 

additional attachments you want to 

add. Note, however, that only the first 

attachment is scanned by the ICR 

process.

A

All additional uploaded attachments display in the My Outstanding 

Attachments subtask table.



A Click Save to save your changes. 

3. Click Save> Step A



After you save, the time and date stamp 

display in the Last Modified field.

Results after saving.



To add a another expense, 

click New. 

A

4. Add another new expense> Step A



Click Upload Receipts to 

upload the receipt for the new 

expense you are adding. 

B

4. Add another new expense> Step B



This concludes the 

My Outstanding Expenses Quick Steps.


