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Viewing Expense Reports 
 

   Begin by navigating to the Expense Report Entry page. 
 
Employee Self Service  Travel and Expense Center 

 
    

Click Expense Report in the Main Page 

 
 

1.    
Click the View  link. 
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2.   Enter the expense report id,  employee id or name and click Search 

  
 
 

3.   

 
The Report Status field indicates where in the process the expense report is: 

 Pending – ‘saved for later’ 
 Submitted – submitted and awaiting processing 
 Paid – expense has been paid. 

 
Click the Report ID  link to view an expense report 
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4.   

5.   Click Return to Search or Next in List to find another expense report. 
 

6.   End of Procedure. 
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