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Tracking Expense Reports

1. Click on Submitted Reports
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3 Constance Alexander CDS9R
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+ New 4 Constance Alexander CDSIR

T & E Statement for May 2018 06/01/2018
Pending Approval

3. The tracking button will appear

CHROME + New

2 Constance Alexander CDS9R

Submitted Expense Reports.

T & E Statement for May 2018 06/01/2018
Pending Approval sD

4. Click the Tracking button. The individual currently assigned to each expense line is
shown.

= CHROME + New 21 Constance Alexander CDS9R

Tracking for T & E Statement for May 2018 X

EXPENSE TYPE AMOUNT (USD)  STATUS CURRENTLY ASSIGNED
i Educational Materials and Supplies
@ Educational Materials... 69.28 Pending Approval Disha Venkatesan DSV4SB
Spent Converted 69.28 USD
@ Educational Materials 38.93 Pending Approval Disha Venkatesan DSV4SB
Amount Spent 69.28 USD
IBR, Professional License. . 23500 Pending Approval Disha Venkatesan DSV4SB
Routing Status Pending Approval
i FO0d/ Drink/ Supplies 42.77 Pending Approval Disha Venkatesan DSV4SB
Routing Steps
@ Educational Materials 27.26 Pending Approval Disha Venkatesan DSV4SB
_ _ _ O—00—©0 >
@ Educational Materials 413.82 Pending Approval Disha Venkatesan DSV4SB
Step Number 3
.”. Skilled Services 126.20 Pending Approval Disha Venkatesan DSV4SB
Assigned To Disha Venkatesan DSV4SB
Assigned To Disha Venkatesan DSV4S8
Assigned Date 06/04/2018 09:23 AM
Step Status Assigned

Routing Rule 100500 - Expense Approver



5. By clicking on each individual expense, you are able to see the past or future steps in
the approval process by clicking on each numbered step.

Routing Steps

T o >

Step Number 3

Assigned To Disha Venkatesan DSV4ASB
Assigned To Disha Venkatesan DSV4ASB
Assigned Date 06/04/2015 09:23 AM

Step Status Assigned

Routing Rule 100500 - Expense Approver



