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How to View an Expense Report in PDF (Desktop Only)
Open Submitted Expense Report(s) Generating PDF Report

1. Click the Submitted Last 90 Days button 1. On the right panel, click the PDF button
2. Select the type of report you would like to generate

+ New L Lidia Boccia

EXPENSES SITIIHEL Cover Page
Last 90 Days g -
January Full Report
| Full Report with Notes & - :
Report Owny Receipis Lidia Boccia
2. Click on the desired expense report
Submit Datd ~ Full Report with Receipts D2/21/2018
. Expense R  V'€W Receipts DA018457406
E— Submitted Expense Reports
January 2018 Expenses 02/21/2018 97.11 . .
Pending Approval cAD 3. The PDF report will open in a separate tab
February 2018 02/14/2018 115.48 I
Approved CAD &7 Chrome River x £ QADO1B457406
O v @ Secure | hitps)//qa-app.calchromeriver.com/ape
February 2018 02/13/2018 22472 QADDTBAS7406
Multiple Statuses CAD
January 2018 Expenses 02/02/2018 314.58
Approved CAD Expense Report Report ID: QADD-1845-7406
Report Name January 2018 EXpenses
Expense Owner Lidia Boccia I
December 2017 Expense Report 01/05/2018 17197 éxﬂ-;l::wmr o Eﬂdl_ 1‘;0075 I||| mlm mmﬁl" hIWJ iHlI I| ||
Approved SAE Shbents Date Feb 21, 2018 h | I
_To Be Paid In CAD
Please place this cover sheet in front of hardcopy receipt pages and then scan or fax to:
Emall: exp qa@cal .com Fax: (888) 323-15%91
Financial Summary
Amount (CAD)
Tatal Expenses Reported 97.11
Less Company Pald 97.11
Amount Due Expanse Ownar 0.00
For support contact Information Technology Services Additional user guides are available on the Finance website (humber.ca/finance)
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