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Expense Report:  Second part of the travel process.  Filling out the Expense Report 
creates the reimbursement.   

Expense Report must be completed WITHIN 10 days of travel  

Login in option 1: Secretary, Bookkeepers and Administrators– follow this log in 

Enter Create Expense Report in the Search field.  Located upper right corner on 
the purple ribbon.  

 
 
This will take you to the Create Expense Report screen 

• Entered by: You or the person who filled out the Travel Request  
• Click Continue  

SKIP TO PAGE 5  
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Login in option 2: Everyone else  

• Log into Frontline  
• Employee Service Center – on the Dashboard  

 
 
 

 
 
 
 
 
Employee Service Center Log in – enter credentials   

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



 

 

FRONTLINE PROCEDURES 
Pasadena ISD 

 

ENTRY POINT: 
Create Expense 
Report 

DATE DEVELOPED:  07/15/2021 REVISED DATE:  02/23/2021 

SUBJECT: Create Expense Report      

 

3 
 

Select to receive Voice or SMS/Text Identity confirmation  
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
• Enter Access Code  
• Select - No, this is a public/shared computer   
• Click, OKAY 
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Frontline Dashboard comes up  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the “MY TRAVEL” tab located on the left hand side of the Dashboard  
Here you can see the different options – click, Expense Report 
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This will take you to the Employee Travel General page 
• Highlight the Travel Request  
• Click Edit  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This brings up the travel request you entered 
You will see the tabs that were filled out have a check mark next to them 

• Enter the actual Departure Date and Time  
• Enter the actual Return Date and Time 
•  Click Continue 
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Go through the tabs  
• Click, Yes to enter your actuals  

 
 
 
 
 
 
 
 
 
 
 
 
 

• Enter the Actual Amount - then hit tab (do this every time you enter the actual) 
• Upload any attachments you may have  
• Click Save and Continue  
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Repeat the same steps to enter the actuals that pertain to your travel  
Once you have gone through the tabs you will finish with the Submit/Summary tab.   
 

 
 

Here you will review the expenses you have entered.  Once reviewed click, Submit. 

 
 

The Expense Report will now go through the workflow.   
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