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Printing a Detailed Expense Report 
 

1. Click on “Expense”, “Available Expense” or “Open Reports” from your profile welcome screen. 
 

 
 

2. Click on “Active Reports”. 
 

 
 

3. Select the appropriate time frame for the report that you are seeking to view/print. 
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4. Click on the Report name that you would like to view/print. 
 

 
 

5. Click on the Print/Share dropdown. 
 

 
 

6. Select “Detailed Report” in the list. 
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7. A separate window will open, showing the Detailed Report. You can choose to show additional 
details by checking the “Show Expenses” and/or “Show Itemizations” box at the top of the screen. 
You can Print, Save as PDF or Email the report by selecting the corresponding button at the top of 
the report.  

 

 
 


