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Smythe Alexandria - September 2016 Expense Report
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10/06/2016  Expense Report Name - September 2016 1
Expense Report Number - 5118

Tran Date Summary Source Amount  Image(s)  Amount Incl |f it is proper Charge With pI’O pel’
QSRS Fueoutons e e =1 @ documentation click red “!” in blue
10-152418-6351000 None 000 5315 area tO approve
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11882
Summary Breakdown Linked Items
Category Card Cash Total
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Information Required
1 Approval Required
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Click button in front of Approved then the
yellow Save button and you are done.

Tip: If your screen looks different, you can customize the view. To Customize
>go to your home screen.
>Look all the way to the right under the BB&T log & you will find your name. Select your name.
>From the drop down select Personal Settings.
>0n the left column 4™ from the bottom select Customization.
>You may select whatever you wish.
*Suggestion is under approver in right column click, Transaction coding, & Receipt Image



