
Review and Approve Most Expense Reports 
From Your Inbox

Emails for Approval will 
come from this address

System will highlight any compliance issues 
detected. [Note: Please review all expenses 
thoroughly, as the system is not a replacement for 
compliance review. ]

Account Summary will list all of the activity 
budgets used in the report and how much is being 
charged to each of them.

Each Expense will be be listed for you to review.

Take note of the reason the ER was assigned to you. 
You may have been assigned to review because: 

Someone has submitted an Expense Report on 
your behalf that needs your review

You are the Budget Manager for one of the activity 
budgets used.

You are an Area Administrator and an expense 
needs a higher level of approval.

A direct report to you has submitted an expense 
report that needs your sign- off.

Any reimbursable expense requires a paid and 
itemized receipt clicking this link will take you 
directly to the expense report to view the 
attachments for each line item in the report.

Make your selection to approve or to return 
the ER back to its owner. Both selections will 
open a secondary email. You can leave your 
comments for the next reviewer in this email. 
These comments will be added to the Expense 
Report.


