REPORTS

fl} CUSTOMER SERVICE

1l LOST/STOLEN CARDS

View Account Details
]

Account | Manage

Credit Limit $10,000.00

Last Transaction Posted

$10.63 5/7/2018

Transactions to Report 9($311.59)

Account Action(s) Upload Receipts @

VIEW LAST STATEMENT

EXPENSES

HELP
View
View
My Tasks a
Review Transactions to Report
Create Expense Report
In Progress (1)
Recently Approved 2)
For Your Approval (1)

You can add receipts to your "unattached
available receipts at any time. if you log in to
your account from a mobile device through the -~
browser, click on the upload receipis link. You
can then select one or more pictures, or take a
picture to upload it to you receipts bucket. Step
2 will be to attach it to the transaction when
managqing your expense report,

Expense report for:
Expensze ReportID: 0006272835
Current Report Status: Unsubmitted

Step 1: Update General Report Information v

Step 2: Attach Additional Transactions -
Step 3: Create Additional Out-of-Pocket Transactions A
Step 4: Finalize Report (2] A

sactions req

and add notes

4f25/3018 - 4/30[2018

Grand Total: $36.83
Reimbursable Total: $0.00
Recelpt Attached: No
i 7]
Actlons Date Posted =  Date Occurred Bllling Amount Merchant Name Description Account No.
2 Q\ CY #06030
DAIRY QUEEN #1
Click on icons with "+"
to add a receiptto a
3 SUBMIT PRINT EXPENSE REPORT Canc
transaction Save  cunc




HOME STATEMENTS ACCOUNTS REPORTS EXPENSES ADMINISTRATION HEI

«— Back to Transactions

Add Receipt

Date Posted: 4/26/2018

Date Occurred: 4/25/2018

Bllling Amount: $10.42

Merchant Name: CVS/PHARMACY 06930

Avallable Recelpts Upload Recelpts

Unattached Receipts
There are no unattached recelpts avallable. | If you uploaded receipts from
the home page, they will be
here in the "Unattached
Receipts"” bucket

st

Terms &Congitions  Privacy Policy City National Bank Is a subsidiary of Royal Bank of Can




HOME STATEMENTS ACCOUNTS REPORTS EXPENSES ADMINISTRATION

— Back to Transactions

Add Receipt

Date Posted: 4/26/2018

Date Occurred: 4/25/2018

Billing Amount: $10.42

Merchant Name: CVS/PHARMACY #06930

Avallable Recelpts Upload Recelpts

o Supported file types: .pdf, .Jpeg, .tiff, .gif,
o Each file must be less than 5 megabytes.

n Browse

Name this Batch?

To upload a receipt to the available
receipts bucket, click on this tab
and browse to upload 1 or multiple.

UPLOAD

gl




HOME STATEMENTS ACCOUNTS REPORTS ADMINISTRATION

— Back to Transactions

Add Receipt

Date Posted: 4/26/2018

Date Occurred: 4/25/2018

Billing Amount: $10.42

Merchant Name: CVS/PHARMACY #06930

Avallable Recelpts Upload Recelpts

Supported file types: .pdf, .|peg, .tiff, .glf, and .png.
Each file must be less than 5 megabytes.

h Browse

Name this Batch?  April 2018 (optional)

Description:

[ UPLOAD ]

OK |

Sample Receipt

Name the receipt in the
description line. Then click
UPLOAD to add to available
receipts. Then you can go to the
available tab to attach it to the
transaction.

HELR




