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Approving an Expense Report
All billable expenses must be approved by the client, who also approves time entries. If an
expense report is not approved, the candidate will not be reimbursed.

Step 1: When an expense has been submitted, you will get notified in the Awaiting Your Action section and
the My Tasks inbox.

e Click on My Tasks in the top right-hand corner or select the task under Awaiting Your Action

Q Search

Hi There It's Monday, April 20, 2026

Awaiting Your Action

@ Expense Report: EXP-01012, Carla Candidate on 04/16/2026 for $500.00
My Tasks - 3 day(s) ago

Time Entry: Carla Candidate - 7.75 hours from 04/05/2026 to 04/11/2026 for 123456: Change Management Demo Project
My Tasks - 3 day(s) ago
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& Go to My Tasks (2)

Step 2: Just like Outlook, you can search your inbox for “Expense Report” or you can scroll through the
Inbox.

All ltems Zitems
Q search: All Items

Advanced Search

Expense Report: EXP-01012, Carla  04/16/2026 <y
Candidate on 04/16/2026 for
$500.00

Effective: 04/16/2026
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Step 3: Review the Expense Lines, including the receipt(s) by clicking the icon under “Indicator”.

Approve Expense Report EXP-01012 *E]
Pay To Status Personal Reimbursement Total
Employee: Carla Candidate In Progress 0.00 USD 500.00 USD 500.00 USD

Header Attachments Business Process

Expense Lines 1 item

Expense
Grouping Charge Total Converted  Report Line
Label Expense ltem Description/Memo Amount Amount  Date Itemized Worktags Indicator

Brands: Creative Circle

Cost Center:
. Contract/Freelance - Staffing -
Thu, Airfare Travel to customer 500.00 500 04/16/2026 Crestive

Aprie site April 7-10 uso
Project: 123456: Change

Management Demo
Project

Step 4: Click Approve to send the expense to the next internal approver, Send Back for the candidate to
make corrections, or Deny to reject the submitted expense. If the expense report is denied, it will be
cancelled and cannot be modified. If the Expense Report is denied in error, a new expense report must be
initiated. The expense report initiator receives a notification.

Note: If sent back, a detailed explanation will be required.

Send Back

w Carla Candidate — Revise
Expense Report

Reason * | Wrong receipt attached
p

To *
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