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How to Submit an Expense Report for
Approval- Hotel, Mileage and Meal
examples
These are examples only. Below you will find a step-by-step guide on how to check for
receipts into your wallet and submit a new expense report. Below is an example of
submitting expenses for hotel, mileage and meals. These are examples only.

1 Navigate to https://expense.certify.com/Home.aspx

2 Click "Wallet", check to make sure receipts you are submitting are listed here, if
not click "Add Receipts".
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3 Click "New Expense Report"

4 Click "Start with a blank expense report"
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5 Click Next.

6 Name your expense report, i.e. "November NAC Expenses".
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7 Click the start date for the range of your expenses.

8 Click the end date for the range of your expenses
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9 In the "Location" field, find the NAC for which you are submitting your expenses.

10 Click Next.
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11 Click the date for the receipt you are submitting.

12 Select the dropdown menu for category, find the correct category for your receipt
you are submitting, i.e. "Mileage" if you drove to the tournament.
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13 In the "From" field enter your address you departed from.

14 In the "To" field, enter the Hotels address you are staying at.
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15 Click "MapIt!"

16 Once you clicked "Mapit!" it will automatically create a map based on the address's
you entered, this will serve as your receipt.
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17 Ensure the Milage is correct in "Miles" field.

18 Click this checkbox if your Mileage was round trip.
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19 Click Save.

20 You may also view the mapped receipt here.
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21 Click the date for the receipt you are submitting.

22 Select the dropdown menu for category, find the correct category for your receipt
you are submitting, i.e. "Hotels" if you stayed outside the USA Fencing provided
hotel.
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23 In the "Hotel" field, list the name of the hotel, if staying at an Airbnb or VRBO,
enter the company here.

24 In the "Location" field, type the name of city in which the hotel resides, this should
be the same city as the tournament.



Made with Scribe - https://scribehow.com 13

25 Select your Check in date.

26 Select your Check out date.
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27 Click Select.

28 Locate your hotel receipt on the right hand side, this must be itemized and show
your check in and check out dates, along with the amounts.



Made with Scribe - https://scribehow.com 15

29 In the "Amount" field, the amount will populate based off the receipt you just
selected, ensure the amount in this area matches that on the receipt.

30 Click Save.
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31 To add another receipt to your expense submission, re click into the date for your
next receipt.

32 Find the category for your next receipt, i.e. "Meals".
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33 In the "Vendor" field, type the name of the restaurant you are submitting receipts
for.

34 In the "Location" field, type the name of the city where the restaurant is located.
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35 In the "Attendees" field, list all person(s) who you are submitting a receipt for.
NOTE, you must have an itemized receipt for each person along with a meal
voucher for each person.

36 Click the "Title" field.
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37 Type your occupation (Referee, Bout Committee, replay, etc..) tab USA Fencing"

38 Click "Add"
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39 In the reason field, type out why you are submitting a reimbursement for meals.
Please check USA Fencing policies surrounding meals and vouchers.

40 Click Select.
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41 Locate your meal receipt on the right hand side.

42 In the "Amount" field, the amount will populate based off the receipt you just
selected, ensure the amount in this area matches that on the receipt.
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43 Click Save.

44 You must submit your meal voucher along with your receipt for reimbursement,
you will need to create a new line of expense. Find the date that matches your
meal receipt.
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45 Select the meals option again.

46 Re type the restaurant name in the "Vendor" field.
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47 Re type the name of the city where the restaurant is located in the "Location" field.

48 Click Select.
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49 Locate your meal voucher on the right hand side. Reminder, all meals must have a
meal voucher submitted with them.

50 In the "Amount" field, enter $0.00
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51 Click Save.

52 If you need to delete an expense click the blue arrow.
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53 Click "Delete Expense"

54 Click "Yes"
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55 Check to make sure all information is correct, then click "Submit for Approval"

56 Click the "I certify this expense report is true and accurate." field.
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57 Click Submit. You have now finished submitting your expenses, no further action
is needed.


