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How to . . .
Check status of an expense sheet
	Purpose
	You are able to see if an expense sheet has been submitted, approved and transferred.  In addition, you can see who is next in line to approve according to the approval hierarchy.  



1) Go to menu > Project Cost > Registration > Expense Sheets.  In this window, search for the person in question.  The search will display all expense sheets ever created for that person.  
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Click on the expense sheet you want to display.  You can now see if it has been Submitted, Approved and Transferred for posting according to the check boxes in the Status island.  In the Approval island, you can also see who is the next person in line to approve the expense sheet according to the approval hierarchy that has been set up.  
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Expense Shest No.

Description

15700000

Expenses

15700000

Expenses

Gary Cal

15700001

Expenses

1153

Gary Cal

Employee No

Approval No
Approver
Approver Name

Approver Ref.

1510000
1150
Drew Smith

Expense Sheet Supervisar

Base Currency &L Submitted by Administrator

Tax, Base 0.00 L
@i ] &
=11 ES

6/30/2007 | 2310003 Y| 640 | Travel airfar | 1.0 £50.00 | £50.00 |
& 3

B Marring
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Expense Sheet No. 10700063

Description mise

Approval No

Approver
Approver Name

Approver Ref.

10190
000053

David Wagner

Expense Sheet Supervisor

Employee o, 001018 omaris |
Name Dave patter
7 Company Cresadby  davembzagent.com
Cempay 0 Date. 6/29/2009
Name Bzzagent ne bt 5
(B0 Gy uso Submitted by dave@bzzagent.com T
= Date e/29/200
Transferred
Tax, Base 0.00 o
Transferred b
Amount, Base. 262.92 v
Date
currency v | approvedby
Exchangs Rate  0.00000 Date
Respened (]
S | ee—— 8
afalx
o/2s/zo0s 99 vI740 % |Tsx/Trsin/s| 100000 | 3000 | s0.00 0.00/USD v 100000 741
e/29/2005 |29 740 Taxi/Train/s | 1.00000 30.00 30.00 0.00 [USD T.00000 | 741
e/29/2008 |29 740 Taxi/Train/s | 1.00000 24.25 2425 0.00 [USD Toooo | 741
e/29/2008 |29 135 Meals & Ente|_1.00000 550 550 0.00 [USD 00000 | 735
e/29/2008 |29 135 Meals & Ente| 100000 224 224 0.00 [USD 00000 | 735
6/29/2009 |99 135 Meals & Ente. 1.00000 8.95 8.95 0.00 | USD 1.00000 735
e/29/2008 |29 135 Meals & Ente|__1.00000 1052 1052 0.00 [USD 00000 735
] I | 5





