
How to Create an EXPENSE 
REPORT for beginners?



Creating an Expense Report : Click on the Create icon



The Header of the Expense Report : Fill in the details

Business Purpose must describe the report in general. 

Report name is the name of the Trip made, or a 
monthly report of all expense made.

FY 24-25

If it is a Trip Expense Report, select the start and end date of 
the Overnight Trip. 
If it is a monthly expense report of various expense, that are 
not trip related, select the start and end date of the 
pertaining month. 



Completed Form: This is an Example of an Overnight TRIP Report

Click on Save once completed

As seen in this example, 

The start date of your trip should be the first day of your trip, 
and the return date should be the last day of your trip.



Report Ready: You can Edit or Delete the report header if needed. 

Edit or Delete the report



Report Title : Add Expenses made on this trip – Click Create New

Click on any one of the icons highlighted in red 
outline. 



Add an Expense to your Report

Arrows on the Tiles indicate additional account options.

When clicking the arrow, a drawer with additional 
options will appear. 

These Tiles indicate Account Number or Expense Type. 

To locate your expense account number or expense type, 
select the tile most closely associated with your expense.



Report Ready when all expense have been entered



Thank You !!
Contact Marcus Jacob at
trexp@andrews.edu for queries or questions. 

mailto:trexp@andrews.edu
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