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To Search for a specific Expense Report either:
1. use Search drop down menu and select Expense Report
OR
2. use Search box on your dashboard
*Enter a Trip Name in Title box
*Enter an Expense Report (ER) Number in ID field
*Click the Search button



Type: Expense Report | »

Change the search criteria or name, and then Search.

Search Filters Zearch Options
Report Title: Expense Type (any line item): (select a value) [ select ]
o Feinn Reslvod: C‘Recemts h_ave been rn_aceweu:l. C‘Recemts have
not been received. (% Either
Caompany Expenses: To: Uso
Requester: (select a walue) [ select ]
Date Created: Mo Choice W .
Status: Mo Choice |

(Seereh) (rezer) (Sove seare)
 Requester field defaults to Your Name

— Only ER’s created by you will be included in this search

 (Click Reset to clear all search fields

Type: Expense Report |+

Change the search criteria or narme, and then Search.

Search Filters Search Cptions
Report Title: Expense Type (any line tem); {select a value) [ select ]
10 C‘Receipts have been received. C‘Receipts have

Receipt Received: ) i
not been received. () Either

Company Expenses: To: usD
Requester: Joe Preparer 1@
Date Created: Mo Choice  |w

Joe Preparer

Status: Mo Choice |w
Clear

=&ar Selact from list ... ch

e Or use Select and choose Clear to remove name from
Requester field



Search Filters

Report Title:
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Cornpany Expenses:

Date Created:
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ER10591

To: Ush

Mo Choice

Report Title

Cindy goes to Mew Tork

ER10559

Expenses: 3112009 to 371120049

ER108EE

Expenses: 3/11/2009 to 3/11/2009

ER10855

Cindy and Sarah to WY 12.2-12 .6

ER10554

ER10G79

ER10577

AdHoc Approver Test

09-41w

Expenses: 3/5/2009 to 3/5/2009

ER10G76

Expenses: 3/5/2009 to 3/5/2009

FRAMRAN

Furland Peter 2008 N3 3-4d T armel

[Label v] [Cu:up}.r] [Delete] |

Search Optiond

l::Dl‘li‘\eu:eh:uts have been received. lC:}Receipts have
not been received. (2 Either

Requester: (sel Jane Traveler elect ]

Expense Type {any line item): (select a value) [ select ]

Receipt Received:

Status: Mo Choice [w]

[Search] [Reset] [Save Search]

Found 320 items 1 ¥

Status Date Created o Total
Approved  Wed, 11 Mar, 2009 $230.00 USD
Subrnitted  Wed, 11 Mar, 2009 $40.00 USD
Subrmitted  Wed, 11 Mar, 2009 $4.00 USD
Cormpasing Wed, 11 Mar, 2009 $2,755.03 USD
Composing Tue, 10 Mar, 2009 $5.00 USD
Subrmitted  Thu, 5 Mar, 2009 $715.00 USD
Composing Thu, 5§ Mar, 2009 £0.00 USD

Submitted Thu, 5 Mar, 2009 $50.00 USD

Suhrtted  Tho & Mar 2009 Ehd® N0 sm

Click Search Options to change search criteria
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Horne Procurernent TE&E Welcame

'“‘ﬁt_ Search Type: |Expense Report |+

Erencs Memar Change the search criteria or name, and then Search.

View All .
e Search Filters Search Options

= My Labels Approved By

. - . H H . Approver
archive Items (71] Report Title: Expense Type {any line iterm): (select a walue) [ se

10 H ;
Receipt Received:
= My Saved Searches not been received.

Company Expenses; Ta: uso Date Approved
NO Items REqUBSter: (SEIECt 4 Value) [E « Date Created

Date Created: Mo Choice [+

City [any line item)

ORecelpts have be| Cempeny BiEenecs

= Public Saved Searches Date Subrnitted

Status: Mo Choice ||

hS

Expense Type ([any line item]
v I

Mo Herms

Preparar

Purchasing Unit
¥ Receipt Received
+ Report Title

Requestar

» Status
‘ v UW Budget

» Ly Option

o

o

Ly Project
Uy Task

Wendor [any line item)

Selact All
Hide all

Check marks indicate items already chosen
Select any of these items to include in your Search Filter



Change the search criteria or name, and then Search.

Search Filters Search Options
Repaort Title: Expense Type (any line itern): (select a walue) [ select ]
D Receipt Received: ORecemts h.ave been rn.ac:ewed. ORecemts have
not been received. (® Either
Company Expenses: To: UsD
Requester: (select a value) [ select ]
Date Created: Mo Choice
. Status: Mo Choice | w

[Searchl [Reset] [Save Search]

* Click Search, Reset or Save Search once options have
been selected
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