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View Your Employees' Expense Reports

1 Search for the "Find My Team's Expense Reports" report.
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2 Fill out any desired filters and click "OK."

3 Click here to add a filter to your current results.
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4 For example, you can filter by expense reports that include the word "trip" in the
memo.

5 Click here to change the order in which the columns appear.
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6 Click here to view the data in graph or chart forms.

7 Click this icon to download your results in Excel format. Note that the same icon
appears just below and to the left of this one. The highlighted icon will download
all results, whereas the icon below only downloads data from the current page.
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8 Click this icon to download search results in PDF format.

9 Click here if you would like to run the "Find My Team's Expense Reports" report
again using new criteria. Alternatively, you can use the search bar to find the
report again.
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