Travel Quick

ADD ATTACHMENT TO SUBMITTED EXPENSE Reference Guide

Updated June 22, 2022

TRAVEL APPLICATION

Expense

HELPFUL HINTS

To attach additional documentation (airfare comparison, conference schedule, etc.) after an expense report has
been submitted.

Q Note: this option shows as ‘attach receipt images’ however is only for additional documentation. Expense
receipts should be attached to each expense line.

PROCEDURE

Open the corresponding expense report and click the Receipts dropdown menu.
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