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Submitting Expenses  
 
PLEASE NOTE: 
 

 NTWs must receive manager approval before submitting expenses 
 

1. From the ACTIONS drop down menu, select “Create Expense Sheet” 
 

 
 
 
2. On the next screen, select the correct Expense Code. (A list of codes will be provided) 

 

 
 

 
3. Once a code is selected, enter the date the expense was incurred, the Merchant name, and a 

description of the expense in the Billable section of the expense sheet 

 
4. Once all the fees have been entered, click Submit 


