to Approve or Deny Expenses for Payroll

Expense Management

STEP1

From the Notification Center,
click "Pending Expenses”
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STEP 2

Review expenses and
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drop-down menu, batch
approve for payroll or
batch deny the expenses.

HELPFUL TIPS

- To reimburse expenses through payroll, refer to the Payroll Help guide,
available on the Help Menu.
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