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Fieldglass: Expense Entry (NTWs)

Submitting Expenses

PLEASE NOTE:

NTWs must receive manager approval before submitting expenses

1. From the ACTIONS drop down menu, select “Create Expense Sheet”
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2. On the next screen, select the correct Expense Code. (A list of codes will be provided)

Expense Code Expense Nams

General Ledger Account Code Expense Type | gillzble

| |Enter Criteria | |Enter Criteria | | Enter Criteria | [Enter criteria | [au
Airfare Airfare Default Yes
Airfare Airfare Default Yes
Breakfast Breakfast Default Yes
Breakfast Breakfast Default Yes
Dinner Dinner Default Yes
Dinner Dinner Default Yes
Haotel Hotel Default Yes

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
Billable

OTD Conporese Syenem [1003524) ;

sarsl hl;t ) ;..'_..;ﬁ___ ____\H III//\
[ cow kll""l ) i |

@ Saz, e 11

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




