
 

• Click New to create the Expenditure Report 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

• Click Select 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

• Click Other Direct Cost  

 

 

 

 

 

 

 

 

 



 

 

 

• Click Edit 

 

 

 

 

 

 

 

 

 

 



 

 

• Enter Actual Expenditure amounts for each line item  

• Click Update  

 

 

 

 

 

 

 

 

 

 



 

 

• Click Expenditures 

 

 

 

 

 

 

 

 

 

 



 

 

• Click Edit  

 

 

 

 

 

 

 

 

 

 



 

 

• Enter Monthly “Actual Amounts” breakout incurred. 

 

 

 

 

 

 

 

 

 

 

 



 

• Click Update 

 

 

 

 

 

 

 

 

 

 



 

• Click Approve to submit report 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

• Report has been submitted 


