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Viewing Employee Expense Transaction History 
 

1.  Use the Employee Expense History page to view an employee's expense transactions for cash 
advances and expense reports.  You can link to corporate card payments and employee payments 
through Accounts Payable from this page.  You cannot access payments through payroll from this page. 

2.   Begin by navigating to the Employee Expense History page. 
 
Travel and Expenses  Process Expenses   Review Payments  Employee Expense History 

 
3.    

Enter the employee id. 
 

 
 

4.  NOTE:  You can click the ‘Advanced Search’ list to search by employee name 

5.    
Click the Search button. 

 
6.   The transaction type view defaults to a year date range and all report types, but you can narrow the 

search to view only specific types or date ranges. 
NOTE: the date range is the date of travel not the date the expense report was created. 
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7.   

 
 
Change the date range if desired and select Expense Reports.   

8.    
Click the Search button. 

 
9.  

 
The status column gives the status of the expense report: 

 Pending – “saved for later” 
 Submitted –  clicked the Submit button to put the report into workflow 
 Approved –  Approver has approved the Expense report 
 Paid – the expense report has been paid. 
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10.   Click a report ID link in the ID column to open the expense document. 
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11.   Review the expense report. 

 

12.  At the bottom of the page it indicates the status, including what approver the report is with. 

13.  Click Return to Search to find another expense report or click Return to Review Expense Hist to return to 
the list of employee transactions 
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14.  In the list of employee expense transactions, click the ‘Paid’ icon to navigate to more detail about the 
particular payment. 

 
15.  You can navigate to more detail by clicking on one of the available links 

 

 
16.   Transaction Detail:  View of the Expense Report.  Same view as if you clicked on the report id  

Employee Payment Detail:  Payments that went through Accounts Payable.  Same page as if you 
navigated to Payment History 
Vendor Payment Detail:  Payments to the employee’s corporate card.  
Accounting Detail:  the Chartfield information for the expense report 
 
NOTE:  you cannot access payment detail that went through payroll from any of these links.  You need to 
navigate directly to that page. 

17.   End of Procedure. 
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