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Creating an Expense Report in Coupa in 10 Steps
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Step 1

€ 0 O | & Secue | et logn ay# @

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.

ﬁ Expenses
Expenses
Reports | Expense Report (#54) edt name

Draft Sortby | Date Created ~ view | = | B2 Move | | g=y
ExpeiseReportli=s) * Description * Expense Date

0.00uso
Expense Report (#32) y s

#0000 e commeen| " Expeniss Category

Expense Report (#18) | Browse |

0.00 u: e

* Total
Pending 0.00 UsD v
Duran Duran is the greatest band
PRuErge : e Reason Merchant
300.00 uso
Cancel  SaveaAddAnother (RNl

Approved
B I G) A Exponse Lie Tota 0.00 uso

009

Delete Report
9.99
Select on behalf o ~
Expense Report (#59) edi name
Sortby | Date C d View = M -
ate Create ~ — ove -
Village Inn 450.00 usD

| 01/31/17  Lodging
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Step 3

R T — T ————

Fxpense Report for 1/30/2017 (#54)

Sort by | Date Created ~ View = Move | | p=g
* Description * Expense Date
y mm/ddyy |
* Expense Category
| Browse |
——— N
. . . * Total
Click on Edit Name to edit the name of
. 0.00
your expense report. Enter a detailed )
name for your expense report. Reason Merchant
Canesl Save 8 Add Another ([0
fld Expense Lins Total 0.00 usp

Delete Report
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Step 4
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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)

Sortby | Date Created ~ View = Move | | o=
y Attach approved business travel request form
X * Description A * Expense Date
|’ Eanes | Marriott Suites Hotel 0aanT k&
H * Expense Category C
Loedging -
* Total D E
581.00 uso ~
Reason F Merchant |G
Had to travel to lllinois Marriott Suites| |
You can itemize the following item(s) on your Lodging m
receipt: Internet |

Cancel Save & Add ltemized Line
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Step 5

FRONTIER

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.

| Browse

S|
184

HARRIDTT O

Summary of Charges

Guest Information: _ Dates 01 Say: r

Group Number:

Lo Dwmeription Hatarencs e Cresien
WFE BASEHE
FREEHSH

ROOM 843, 1

Attach approved business travel request form

* Description * Expense Date

Marriott Suites Hotel 01/3117

* Expense Category

Lodging ~
* Total
531.00 Usb ~
Reason Merchant
Had to travel to lllinois Marriott Suites
You can iternize the following item(s) on your Lodging \evet’

receipt: Intemet
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Step 6

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

WES.

ROOU
TN STATE X
oarTEets oTYTAX
oainaois WEB
[ WER

Attach approved business travel request form Per the expense reimbursement policy,

FREEHEA

a1 00
531 [

6411 w00

BASEHSA

FREEHEA El

any request for reimbursement of lodging requires an authorized business travel

request form.

* Description
Marriott Suites Hotel

* Expense Category
Lodging

* Total

581.00

Reason

Had to travel to lllincis

usp

* Expense Date

0131117 ER

Merchant

Marriott Suites

You can itemize the following item(s) on your Lodging @

receipt: [ntemet

Cancel

[x) V| &

Chicage Mamiolt Suiles Deerlieid Pageta 2
2 Parkuay Nork:

Desrfwc, L 63015 USA

#1847 205 3668

s
_ Ostes o1 Sy r
Save & Add Itemized Line Dnncpor Pebemer oy ot
reesin
noom e w0
s s
ey Tax s )
s
* Description * Expense Date
Intemnet 01/30/17 |
* Expense Category
Intemnet ~
* Total
595 usp ~
Reason Merchant
Had to travel to lllinois Marriott Suites|
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Step 7

i s
(e s 1] 843, 0 145560
STATE ™ B 00
i TS CTYTAX L= 00
o n|= WER I-FEE»::'-J\- m
Attach approved business travel request form Per the expense reimbursement policy,
any request for reimbursement of lodging requires an authonzed business travel
request form.
* Description * Expense Date
Marriott Suites Hotel 0131117 |
* Expense Category
. . Lodging ~
Click on Save to save each expense line
* Total
581.00 usD v
Reason Merchant
Had to travel to lllinois Marriott Suites
You can itemize the following item(s) on your Lodging @
receipt: Intemst
—
Cancel Save & Add ltemized Line Save
—_—
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Step 8

R T — T ————

Expense Report for 1/30/2017 (#54) edit name

Sortby | Date Created ~ View = Move | | 1=
01/3117 Lodging Marriott Suites Hotel 581.00 usb &
01/30017 Internet Internet 595 usp

Add Anocther [temized Line

Add Expense Line Total 581 00 UsD

Delete Report Submit for Approval }

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

Approval . Approvals
Requester Frontier Teresa Miller Jacalyn Peter Accounting Review
2 iy B C)
Payment

sl

0] Comments

Send Comment notification to a user by typing @name (ex. @JohnSmith)

Add Comment
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Step 9

R T — T ————

. | | h
View — Mowe -

flyfrontier-dev.coupahost.com says:

Are you sure you want to submit this report for approval? 581.00 usD &

0K ‘ Cancel | E.95 usp

Add Ancther ltemized Line

Add Expense Line Total 581.00 usp

Confirm the submission by clicking on T PP —
OK

. Approvals

Requester Frontier Teresa Miller Jacalyn Peter Accounting Review
) ) Ty
& F~Y F~Y p
Payment
=
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Step 10

Expenses

1 Reports Create

Draft
Expense Report (£56)

0.00 usz

Spend History
Expense Report (#18)
450.00 uso Ex) ris  Imoices  Forms
Expartio - view [0 vl"lmml 3|
. Exp# - Expensed By Total Submimed At Status Title Actions
Pend |ng | 56 Hoguestor Frontier ooo Deaft 7 e
Januam 3[] expense repor-t (Fﬁﬁ) 55 Requester Frontier 10.00 0V30NT Pending Approval January 30 expense report -«
Submitted 3 hours ago 10.00 uso I.'-‘- Requester Frontier 581.00 OU31T Panding Approval Expense Repon for 1302017 )
The expense report W|“ now be sent for r Foguestes Frontiee 008 n|.:|.'\.-|r Approved for Payment
k Expense F{epgr{ (_;,:32) 3 Requester Frontier MY Paid
approvals. It will show up under the Submitied 3 hours ago 400,00 uso 35 RocgestorFronto Agproed o Payment
. M Requester Frontier Approved for Payment
Expenses section on your homepage Expense Report for 1/30/2017 (#54) 33 Raqesto Frorin Agproved fr Paymen
. . . B o ) 32 Requester Frontier 400,00 0173017 Panding Approval o o
Submitted 3 hours ago 1 usD
and in your Spend History SERRIS T R T R T L 7, T e 7
Duran Duran is the greatest band. .. 7% Roquester Frontiee Pording Approval o
Submitted 18 days ago 260.00 uso 27 Fequaster Frontier Approved for Payment
37 Requeter Frontiee 16 Approved fo Payment
EXDEHSE REDOI’T (:#29) 21 Requester Frontier 4,854.43 121316 Approved for Payment
Submitted 18 days ago 300.00 uso 10 Requeatar Frontier 450,00 1210816 Panding Info v Q
Por page 15 %0 1 2 Mhea

Approved
Expense Report (#36)

Submitted 17 days ago 898 u=o

Expense Report (#37)

Submitted 17 days ago 0.09

Expense Report (#35)

Submitted 17 days ago 999

View all
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