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ELPFUL HINTS 
 

Attachments are required for all expense entries except meals per diem, mileage, and  expense type, a conference agenda will need to be attached to the expense 
report. This is a requirement for audit by Payment Services. 
 
P

ROCEDURE 
 

From within the expense report, open an existing expense line or create a new expense line by clicking . 
 

 
 
Select an expense type from the dropdown menu. 
 

 
 
  




