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Creating an Expense Report in Coupa in 10 Steps
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Step 1

Log into Coupa. Type in 
flyfrontier.coupahost.com into your 
internet browser.
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Step 2

Find the Expenses section and click on 
the Create option. If you are an expense 
delegate for someone, you can select 
their name from the Select on behalf of
field.
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Step 3

Click on Edit Name to edit the name of 
your expense report. Enter a detailed 
name for your expense report.
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Step 4

Complete the expense line details:

A. Description: description of the expense

B. Expense Date: date the expense was 
incurred

C. Expense Category: category for the expense

D. Total: total of the expense

E. Currency: currency of the expense

F. Reason: justification for the expense

G. Merchant: supplier for the expense

H. Browse: allows you to attach a receipt 

I. Itemize: allows you to itemize a receipt (i.e. 
itemize the internet charges for a hotel bill)
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Step 5

Add the needed receipts to your 
expense report by clicking on the 
Browse icon and uploading the receipts. 
If a receipt is required, you will see 
Required in the Browse box.

All expense reports will be coded to 
your cost center and appropriate GL 
account. If you need to charge an 
expense report to a different cost 
center, you will need to re-classify it at 
month’s end.
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Step 6

Itemize any needed receipts by clicking 
on Save & Add Itemized Line and 
completing a second expense line
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Step 7

Click on Save to save each expense line
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Step 8

When you are ready to submit the 
expense report, click on Submit for 
Approval
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Step 9

Confirm the submission by clicking on 
OK
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Step 10

The expense report will now be sent for 
approvals. It will show up under the 
Expenses section on your homepage 
and in your Spend History
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