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Entry Point: Create Expense Report  

• Enter the name of the person who submitted the Travel Request 
• Click Continue  

 

 

Here you will see the Expense Report  
• Highlight the Report  
• Click Edit  
• Enter the Departure/ Return Date and Time  
• Click Continue  
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Each person's expense report will vary, so you'll have to modify the tabs that are 
marked with a check. 

This is an example… 
It will ask you if you need to enter information  

• Click Yes  
 

 
 

In this example, the Registration tab will open up.  
• Payment Type: use the drop down to select REIMBURSEMENT  
• Actual Amount: enter zero 0.00  
• Click Save and Continue  
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Move down to the next tab with the check mark  

• Click Yes  
 

 
 
In this example, the Vehicle tab will open up.  

• Payment Type: use the drop down to select REIMBURSEMENT  
• Actual Mileage: enter zero miles, doing this will change the Actual Amount to zero  
• Click Save and Continue  
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Move down to the next tab with the check mark  

• Click Yes  
 

 
 
In this example, the Meals tab will open up.  

• Payment Type: use the drop-down to select REIMBURSEMENT  
• Number of Employees: 1  
• Click Continue  

 

 
 
 



 

 

FRONTLINE PROCEDURES 
Pasadena ISD 

 

ENTRY POINT: 
Create Expense 
Report  

REVISED DATE: 07/30/2023 

SUBJECT: Creating a Zero Dollar Expense Report       

 

5 
 

 
This opens up the page to select either District Paid or Provided  

• Click PROVIDED for all meals by doing this it will change the Actual Amount to zero  
• Click Save and Continue  
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• Click on the Submit/Summary Tab  

 
This will display all of the expenses that have been entered. 
The Payment Type should be REIMBURSEMENT  
The Actual Amount should be 0.00 
Review it  

 
• Click Submit  

 

 


