Show Me How

to Add Expenses

EXPENSE MANAGEMENT

< Back
€ e Expenses
Log in to the Paycom app and navigate to Egstade
Expenses > Expenses. Then tap "Add Expense." Q search

1 Sort v =Filt Export v
Expense Reports | Sor =Filter  [3)Expor

Stored Receipts Conference airfare

Expense Date: 03/21/2024

Mileage Tracker Trips Status: Pending Approval Actions ~
Requested: $300.00

Mileage Tracker Approved: $0.00

Personal Card Transactions
Hotel

Templates Expense Date: 04/05/2024 . »
Status: In Payroll [ View Details

Requested: §250.00
Approved: $250.00
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Tap "Add New Expense” and complete the required _
fields noted by a red asterisk. You can tap the Q search. Feeawe
checkbox to acknowledge a missing receipt. P P [0 Jupimting

Select Here to Upload

< Back

Add New Expense

Max 100 files per upload (10.00 MB size limit
Conference airfare per file)
Expense Date: 03/21/2024

The Missing Receipt checkbox may only appear for Actons - Allowed File Types

Requested: $300.00

some expense rules. If you do not see this option, ot 0 v receir &
contact your administrator,

Expense Details

Add New Expense ((
Expense

Q Conference Q-
Add Trip Expense -

Date*

MM/ DD / YYYY (]

Scan Receipt
Use date order Month/Day/Year

Cancel | save Draft m
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Cancel

EMPLOYEES

Visit the Help Menu for the most up-to-date version of this guide. n payCO m
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Show Me How

to Add Expenses

EXPENSE MANAGEMENT

Tap "Save Draft" to return to the expense and make
changes.

When finished, tap "Submit." The new expense appears
in Expenses.

EMPLOYEES

Visit the Help Menu for the most up-to-date version of this guide.
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Q_ Conference

Date *
04 /7 25 /2024
April 25,2024

Description *

Conference meals

Amount

$ 124.00

Account t

Q .

Report

Q, Conference [< 14

Department

Q_ Search or Make Selection -

Job.

Q_ Manager [003] Q-

Location

Q_ Corporate - OKC [003] [ <184

+ Add Comment v
cancel | save Draft
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< Back

Expenses

Q, Search.

Ty Sort v Filter  [Export v

Conference meals ((

Expense Date: 04/25/2024

Status: Pending Approval Actions ~
Requested: $124.00
Approved: $0.00
Conference airfare
Expense Date: 03/21/2024
Actions v

Status: Pending Approval
Requested: $300.00
Approved: $0.00

Hotel

Expense Date; 04/05/2024
Status: In Payroll
Requested: $250.00

Add Expense
Approved: $250.00
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