Print Expenses

Last Modified on 07/20/2023 4:02 pm

Required Permissions: You must have the Vendor/Receipts permission enabled on your account to access
and work with Expenses.

To print expenses:

—_

. From the menu to the left, click Expenses.
2. Click Receipts. The Receipts page opens.
3. Set filters, as needed.
4

. Click Print. A printer-friendly page opens and displays the records to which you filtered.

Custom Date v 07/01/2022 ez 08/31/2022 s} =+ Add Receipt m
Date * Source Vendor # Invoice # *  Receipt Total # Total Expense % Mik * Description 3
m Al
08 Quick Entry Bordon 51000 $10.00 [}
tamized Kroger $1000 $10.00 0
temized Sams Club n/a 88365 $83.65 [} back to school party supplies and snacks
Quick Entry Bordon Jisoanvs $15.00 $15.00 0 milk purchase
Quick Entry Parent Supplied Milk $0.01 $0.01 [} Katie Joes Almond Milk
showing 1to 5 of 5 entries. G - R

5. Click Print again to access your browser's printing options and print the expenses.


https://dyzz9obi78pm5.cloudfront.net/app/image/id/64b9a0dc4d29c913b5203102/n/print-receipts.PNG

