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iAccess Expense Sheets
Quick Steps



iAccess Expense Sheets

Overview of Quick Steps Procedure

Click the numbered circles on the left to move to the 
first step in each phase. 

Use the arrows or Pg Up/Down keys to proceed 
through each step and sub-step.

Begin

Best viewed in IE or Adobe PDF Reader.

Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7



Under the Self Service menu, 
go to the Expenses workspace.

A

Click + New Expense Sheet.
B
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Follow the steps on the next slide to continue 
creating an expense sheet.

To create an expense sheet:

Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7



Select an employee name from 
the drop-down list. Specify your 
name, or that of another 
employee (if you are registering 
by proxy). 

D

Enter the currency in which 
the expense was incurred.

E
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

In the Create Expense Sheet 
wizard, enter a description and a 
project for which the expense was 
incurred.

C

Adding a project is optional. Leave 
it blank if entering an expense 
sheet for multiple projects. Click Create.

F

iAccess automatically displays the 
expense sheet you just created.



Fill out the fields as needed.
B
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

Click Save. C

Click + Add Expense Sheet Line.
A

To add lines to the expense sheet:



If the Just. Req. field is selected for the 
line, fill out the fields in the Expense 
Justification pane.

D
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

Click Save. E



From the Other Actions
drop-down list, select Edit.

B
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

Use the Search Tool to select an 
existing expense report to edit.

A
To edit an expense sheet:

You can only edit reports that are 
not yet submitted or have been 
reverted to unsubmitted status.

Follow the steps on the next slide to continue 
editing the expense sheet.



Click Save.
D
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

Enter the start and end dates for this expense. 
Then, edit the other fields as needed. 

C

Follow the steps on the next slide to continue 
editing the expense sheet.



Fill out the fields as needed.
F
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

Click Save. G

To add additional lines to the 
expense sheet, click + Add 
Expense Sheet Line.

E
Follow the steps on the next slide to continue 

editing the expense sheet.
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

Click Save.
I

Optional: To save this project and task 
for future use, click the button. 
Then, click Create favorite.

H



From the Other Actions drop-down list, 
select Copy From…

B
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

From the Search Tool, select the 
expense sheet you want to copy to.

A

Follow the steps on the next slide to continue 
copying from an expense sheet.

To copy from an expense sheet:



Click Copy From Expense Sheet.
D
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

In the Copy From Expense Sheet 
wizard, select the expense sheet from 
which you want to copy lines.

C

iAccess adds the copied lines to the 
Registrations tab of the current expense 
sheet and automatically saves your changes.
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

To delete an expense sheet:

You can only delete reports that 
are not yet submitted.

From the Other Actions drop-down list, 
select Delete Expense Sheet.

B

Use the Search Tool to select an 
existing expense report to delete.

A

Follow the steps on the next slide to continue 
deleting the expense sheet.
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

Click Delete to confirm deletion or 
Cancel to exit without deleting.

C
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

To duplicate an expense sheet:

From the Other Actions drop-down list, 
select Duplicate...

B

Select an expense sheet from the Search Tool.
A

Follow the steps on the next slide to continue 
duplicating the expense sheet.

The Duplicate... action copies header 
information, job and task numbers, 
and quantities and amounts.
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7 Follow the steps on the next slide to continue 
duplicating the expense sheet.

In the Duplicate Expense Sheet 
wizard, click Duplicate.

C

iAccess navigates to the new expense 
sheet duplicated from the original.
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

In the Notification wizard, click Ok.
D
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

If you are not already in the expense 
sheet, use the Search Tool to select an 
existing expense report to submit.

A

To submit an expense sheet:

Click Submit.
B

You can only submit open 
expense sheets.
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

Select the line you want to add a receipt to.

B

To attach a receipt to an expense sheet 
line from your local drive:

You can attach the receipt directly 
from your local drive, or you can 
choose to associate an expense 
sheet line with an existing receipt.

Navigate to Expenses workspace » 
Registrations Tab.

A

Click the button and select Attach 
Receipt To Line.

C

Follow the steps on the next slide to continue 
attaching a receipt to an expense sheet line.
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

In the Attach Document To 
Line wizard, click Choose 
File to open your file 
explorer.

D

Click Ok.
G

The receipt is attached to the expense sheet line. It is also 
added to the Receipts tab of the Expenses workspace.

In file explorer, select the file you want to upload.
E

Click Open, or press ENTER.
F
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

Click the Registrations tab.
B

To attach an existing receipt to a line:

In the Receipt field, select a 
file from the drop-down list.

C

Navigate to the Expenses 
workspace and locate the expense 
sheet using the Search Tool.

A

Click the Save.
D

The receipt is attached to the 
expense sheet line.
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

To add several receipts to the 
Receipts tab:

From the Other Actions drop-
down list, select Attach Receipts.

B

Navigate to Expenses 
workspace » Receipts tab.

A

Follow the steps on the next slide to continue 
adding several receipts to the Receipts tab.
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Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7

In the Attach Document 
wizard, click Choose Files
to open your file explorer.

C

In file explorer, select the files you want to upload.
D

Click Open, or press ENTER.
E

Click Ok.
F

The files are uploaded and listed in the Receipts tab.
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This concludes the 
iAccess Expense Sheets
Quick Steps Procedure.

Step 1: Create and edit an 
expense sheet.

1

Step 2: Copy from an expense 
sheet.

2

Step 3: Delete an expense 
sheet.

3

Step 4: Duplicate an expense 
sheet.

4

Step 5: Submit an expense 
sheet.

5

Step 6: Attach a receipt to an 
expense sheet line.

6

Step 7: Add receipts to the 
receipts tab.

7
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