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time included in this travel event.  Select the 
check box if there will be personal time 
included in this travel event and enter the 
appropriate dates in the Personal Time 
Start/End Date fields.  This field is not typically 
used for Candidate travel. 
 

3. Click Save at the top right side of the screen to 
continue.    
 
 

Add Expenses 
 
 

4. Select the specific expense tile you want to add to 
the Expense Report 
 

  

 

 

 

 

 

 

 

 

5. Complete the expense tile form and click Save at 
the top right-hand side of the screen to continue. 
 

 

 
�x Date:  Enter the actual date of the expense 

which can typically be found on the receipt.  
The date on each expense form must be within 
the date range entered on the expense report 
header in the Departure Date and Return Date 
fields. 

�x Spent:  Enter the actual amount spent for this 
expense type. 

�x Business Purpose:  The business purpose will 
default with the information entered on the 
Expense Header, but can be modified (as 
needed) on any of the expense forms.  Once 
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