
Adding Attachments



Add Attachments In Trip

Receipts are to be taped to a 
sheet of paper in date order

Travelers can attach documents here 
once items are completed and saved 
as a draft

Choose File from your records and click “Upload”



Add Attachment on Dashboards

My Trips and Expenses Dashboard - Click the tab that you need (All My Travel Requests or All My Expense Reports)

In the “Attachments” column you should see a blue “Add” link –
click there to add your attachments

Choose File from your records and click “Upload”


	Adding Attachments
	Add Attachments In Trip
	Add Attachment on Dashboards

