
   

Close or Submit 

When you are done adding expenses to a draft report, you may tap the BACK ARROW 

in the upper left-hand corner to close the report and save it in Draft Expense Reports for 

later. If the report is ready to be submitted for approval, tap the green SUBMIT button. 

 

 

To submit the expense report from Draft Expense Reports, tap to highlight it in the list, 

then tap the green SUBMIT button above the preview. 

 



 
 

 

 

You will be asked to confirm that your expenses are correct and for legitimate business 

purposes. When you tap SUBMIT, the expense report will be routed for approval based 

on the established routing rules. 

 


