
What is the Overall Process for Approving Expenses? 

 Employees create and submit expenses online. There is an option to attach any 
receipts to the request for management review. The request will automatically go 
to their expense manager upon submission. The expense manager reviews and 
approves the request online.  Once approved, the request is automatically sent to 
the expense administrator. The expense administrator reviews the approved 
request and processes the expenses to be paid on an upcoming scheduled 
paycheck or via an off cycle. 

How Do I Know there is an Expense Request to Approve? 

You will receive an e-mail notification that an employee has submitted an 
expense request. You can open it to see the type, dates, purpose, and total 
amount of the expenses. 

How do I Open the Employee’s Request? 

 Wage & Tax > Expense Approval  

 
▪ Click the Edit Icon  on the Expense Line you are reviewing.  

 

How Do I Approve or Reject a Reimbursement Request? 

Wage & Tax > Expense Approval  

▪ Click Edit Icon  on the line of the request you want to open. 

▪ To view an individual expense, click Edit Icon  on the line of the expense. 
Then review the expense details and click Cancel. 

▪ Type any comments in the Approval Notes text box.  

▪ To approve the request, click Approve then click OK in the pop-up box. 

▪ Result: The approved Expense Request is submitted for final review and 
processing. When the request is processed by the expense administrator, the 
status will change to Posted. The employee will be reimbursed on his/her next 
scheduled paycheck, or via off cycle at which time the status will change to Paid. 

▪ If your company requires a Re-Route, Click the Re-Route Button for additional 
approval.  

▪ To reject the request, click Reject then click OK in the pop-up box. 
 
 

 
 

Expense Administrator:  How to Pay Out an Expense Request? 

How Can I Update the Expense Prior to Approval? 

Wage & Tax > Expense Approval 

 ▪ On the Expense Reimbursements page, find the expense request you wish you 
update. 

▪ Click Edit on the line of the request you want to edit and make any necessary 
changes. Then click Save. 

▪ To edit an individual expense, click Edit on the line of the expense and make any 
necessary changes. Then click Save. 

Wage & Tax > Expense Approval 

 ▪ On the Expense Reimbursements page, select the employee who submitted the 
expense request. 

▪ Click the Post Icon    on the line of the request you want to have paid 

Result: The expense is posted and ready to be paid through an Off-Cycle or the 
next scheduled payroll.  

How do I ask for Additional Information 

 

If you need further assistance with any part of ExponentHR, contact the ExponentHR 
Customer Support desk at: (866) 612-3200 or support@exponenthr.com. 
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