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Step 3: Itemize the Remaining Balance  

How to…  Additional Information 

3. If the amount remaining is more than zero, on 
the New Itemization tab, click the Expense 
Type dropdown arrow, and then select the 
appropriate expense from the dropdown list. 

 The page refreshes, displaying the required and 
optional fields for the selected expense type. 

Complete all required and optional fields as directed 
by your company. 

  

Click Save.  The expense appears on the left side of the page 
and the remaining amount equals zero. 

Repeat steps 1-3 until the Remaining Amount 
equals $0.00. 

  

 
 


