How to Submit an Expense Report for Scribe ™
Approval- Airline, Baggage and Ground
Transportation examples

These are examples only. Below you will find a step-by-step guide on how to add
receipts into your wallet, submit a new expense report and check on pending

submission of expenses. Below is an example of submitting expenses for air,
baggage and ground transportation, these are examples only.

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

2  Click "Add Receipts"

o o embursg
= [ certify
Home g -
G] My {_“grnf}.r Wallet b My Expense Reports
Your wallet is empty
E Wallet Add receipts or expenses to your Wallet.
Processing Requests
ITEM
[ New Expense Report
J/ Drafts
Add Receipts Schedule Expense Rep

H Pending
- BEERE -

Reporting 1\
@ l l Mes

avrie
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Click the "Choose Files" button, upload the receipts you will be submitting for your

expenses.
=2 o bl United States Fencing Association
~] Email T, upload
Jst send the email from t.gonzales@usafencing.org Browse to select receipt images to upload to your
nd receipts will be added to your wallet. Certify Wallet.

‘mail your receipts to:
Choose Files | Na file chosen

B4 receipts@certify.com

B3 Credit Card Import

sort: You can link a card in My Account.

4  Click Upload Files.

~J Email T, Upload
Jst send the email from t.gonzales@usafencing.org Browse to select receipt images to upload to your
nd receipts will be added to your wallet. Certify Wallet.

‘mail your receipts to:
Choose Files | 5 files
B4 receipts@certify.com
Upload Files

B3 Credit Card Import
sort: You can link a card in My Account.

ly are available. You can also copy and paste expenses.
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5  Click "wallet" to view your recently uploaded receipts.

emburse

= [ certify

G] Home Add Recei Pts And Expenses 5 files have been uploaded to your Certify Wallet.
Add Receipts e .

’ D Certify Mobile &<l Email
@ Wallet Certify Mobile allows you to easily manage your Just send the email from t.gon:

Certify Wallet on the go. and receipts will be added to v
Processing Requests

él(; | Email your receipts to:

A o~ e Pla
[ New Expense Report pp Store °9 .
B4 receipts@certify.com

g Drafts
H Pending
[l Reporting —> Receipt Integration

(0)]

Once your receipts are uploaded into your wallet, click "New Expense Report"

“ L ) y
Q) Home My Certify Wallet
Add Receipts Receipts
m Wallet D Source  Receipt Date Category/Details Vendor
Processing Requests ] T 10/15/2018 » Ground Transportation Uber
[ New Expense Report ] T 3/3/2022 > Bagagge Fees American Airlir
¢/ Drafts ] 1y 111412023 > Airbnb HQ
H Pending i 1132024 5> Air United
[ Reporting 0J 1 9/20/2024 >

Expenses
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7  Click "Start with a blank expense report".

() Home Create a New Expense Report

Add Receipts what would you like to do?

m Wallet O Add all items to a new expense report

Processing Requests O Use a date range to add seme items to a new expense report
D New Expense Report O Start with a blank expense report

g Drafts

Next

H Pending

[ Reporting

8  Click Next.
Add Receipts What would you like to do?
(@ wallet () Add all items to a new expense report
Processing Requests () Use a date range to add some items to a new expense report

D New Expense Report @ Start with a blank expense report
/7 Drafts
Next
H Pending
[ Reporting
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9 Name your Expense Report, i.e. "October NAC Expenses".

urse

rtify
Create a New Expense Report

Enter expense report information

ipts

Expense Report Name I] ]

Start Date
g Requests

End Date ]

ense Report Description

Location | v

Back MNext

10 Click the start date for the range of your expenses.

embursg
certify

Create a New Expense Report
eceipts Enter expense report information

Expense Report Name  [October NAC expenses] |
2 Start Date b
ssing Requests .
End Date e
:Xpense Report Description
A
Location A
g -
ting Back Next
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11  Click the end date for the range of expenses.
ertify
Create a New Expense Report

ceipts Enter expense report information

Expense Report Name | October NAC expenses

Start Date 10/3/202 H-

iing Requests

End Date b
tpense Report Description
e
Location w
3
ng Back MNext

12  Inthe "Location" field, find the NAC for which you are submitting your expenses.

sipts Enter expense report information

Expense Report Name | October NAC expenses

Start Date 104372024
1g Requests :
End Date 10/8/2024 £
ense Report Description
4
Location [ October NAC V]
g Back Next
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13 Click Next.

e ———— e

. Start Date 10/3/2024

Processing Requests
End Date 10/8/2024
[ New Expense Report Deseription
Z Drafts p
_ Location | October NAC »

E Pending
[l Reporting Back Next

14  Click the date for the receipt you are submitting.

:] New Expense Report
a . - There are no expenses in

/ Drafts Enter the details of the new expense or click on an item i

October NAC expenses

H Pending
ul] Reporting Add Expense .
Date ||| I:E_|
Category |= SEPEM:M ) v|
 September v | 2024
Location . |

Sun Mon Tue Wed Thu Fri Sat

Reason |1 2 3 4 5 6 7

8 9 10 11 12 13 14
Receipt 15 16 17 18 19 20 21

22 23 24 25 26 27 28

29 30 1 2 3 4 5

- - n e An Aa  an
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15 Select the dropdown menu for category, find the correct category for your receipt
you are submitting, i.e. "Air"

16  For "Carrier" on air receipts, type the airline you are flying on.

H Pending

[ Reporting

B
]

Date 10/3/2024
Category | Air hd
Amount United States Dollar w

Location | October MAC huk

Carrier I] ]

From
To

Reason

Receipt Select
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17 Inthe "From" box, type where your flight is coming from.

Add Exp

[&] Reporting
Date 10/3/2024 i
Category | Air
Amount United States Dollar +

Location | October NAC

Carrier |American

From I]

To

Reason

Receipt Select

18 Inthe "To" box, type where your flight is going.

Add Exp

[&] Reporting
Date 10/3/2024 =
Category | Air
Amount United States Dollar »

Location | October NAC

Carrier  |American

From Denver

To [

Reason

Receipt select
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19 Click Select.

Add Expense

[:] Reporting
Date 10/3/2024 i
Category | Air v|
Amount | | | United States Dollar v
Location | October NAC v

Carrier |P\merican |

From |Der|ver
To |atlantic City
Reaszon

Receipt %)

20 Onthe right hand side, locate your air receipt, and click select.

My Certify Wallet

Date Category Description
v| Mo Receipt
-od States Dallar v .1, 10/15/18 Ground Transp--- Emburse Test- Ground Tran.--
~ 11/10/20 Emburse test- Mealsjpg

1/14/23 Emburse Test- Hotel.png

100
18@0A00

o
|I, 3/3/22 Bagagge Fees  Emburse test- Airline.png
T,
g,

113724 Al

r Emburse test- Baggage.png

Cancel
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21 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.

afts Enter the details of the new expense ar click on an item in your ¢

stober NAC expenses

nding
i Add Expense Receipt
‘porting
Date 10/3/2024 ] Americi
Category | Air v merican Ail
333 Amon C
Amouht : v ort Worth T>
225.60) | United States Dollar tip: o
) -800-433-73
Location | October NAC "|
Carrier |Amer'|car| |
Jassengel
From |Deﬂver | -
To |£\t lantic City | Description
Reaszon ﬂtk_
i Js
22  Click Save.
. Add Expense
[&] Reporting
Date 10/3/2024
Category | Air v|
Amount | 225,6D| | United States Dollar v
Location | October NAC -

Carrier |Amer'|ca n

From |DEI'IVEI'
To |atlantic City
Reason
b
Receipt Change

Made with Scribe - https://scribehow.com

11



23 Ifyou need to edit an expense after you saved it click the pencil icon.

2

[ Report Name

0=

Add Receipts

Dates
B wallet
Processing Requests Expenses
[ New Expense Repart Expense Date
[ ] 10/3/2024
g Drafts

October NAC expenses
H Pending

[ Reporting

Add Expense

24  Make any edits and click save.

A Expense Report

October NAC expenses

10/3/2024 - 10/8/2024

Category Details

= [+] Meets palicy.
From Denver to Atlantic City
Carrier: American
Location: October MAC

A

Total Non-Reimbursak
Total Reimbursalk

Total Expens

H Pending

[ Reporting

Carrier
From
To

Reason

Receipt
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|{American

:
|Denver

|Atlantic City

Emburse test- Airline.png

Change
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25 To add another receipt to your expense submission, re click into the date for your
next receipt.

Larrier: American
Location: Qctober NAC

October NAC expenses
Total Non-Reimbursable
H Pending Total Reimbursable

Total Expenses
[c] Reporting

Add Expense M

Date | ]

Category ~ .

Location | October NAC o .

Reason .
“1 |

Receipt Selact

26  Find the category for your next receipt, i.e. "Baggage Fees".
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27 Inthe "Vendor" field, type in your airline for your baggage receipt.

[ Reporting

Add Expense

ey
fene

Date 10/3/2024

Category | Bagagge Fees

Amount United States Dollar +

Location | OctoberbAC

TOLdl EXpPEN:

Vendor I]

Location

Reason

Receipt Select

Save Cancel

28 In the "Location" field, enter the city for the tournament.

[&] Reporting

Add Expense

e
e

Date 10/3/2024

Category | Bagagge Fees

Amount United States Dollar v

Location | October NAC

Vendor

10Ldl EXpEn:

Location I]

Reason

Receipt Select
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29 Click Select.

[ Reporting

Add Expense

Date 10/3/2024 BB

TOLdl EXpPEN:

Category | Bagagge Fees

Amount | | | United states Dollar v

Location | October NAC

Vendor |

Location |Atlantic Clty

Reason

Receipt tw i l

30 Locate your baggage receipt on the right hand side.

1ULdl EXPENSES 2LL0.0U

My Certify Wallet

] Date Category
v| No Receipt

ited States Dollar » T 10/15/18 Ground Transp.-
v| 11/10/20

(L]
i.
T B naizs
TR s A
T E 100324

r

f E !
i

=
=

Cancel
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Description

Emburse Test- Ground Tran.-
Emburse test- Meals.jpg
Emburse Test- Hotel.png
Emburse test- Baggage.png

Emburse test- Airline.png
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31 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.

[} New Expense Report Total Reimbursat

Total Expens

g Drafts

October NAC expenses
Edit Expense

E Pending
Date 10/3/2024
[l Reporting Category | Bagagge Fees "|
Amount [ | United States Dollar v
Location | October NAC "|
Vendor |United |
Location |At|antic Clty |
Reason  |Emburse test- Baggage.png
£
Receipt Change
=
32 Click Save.
o B —L
[l Reporting Category | Bagagge Fees V|
Amount | 35,DD| | United States Dollar v
Location | October NAC "|

Vendor |United |

Location |P.t|antic Clty |

Reason |Emburse test- Baggage.png

Receipt Change
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33 To add a receipt for Ground Transportation, such as Ubers, select the date the
transportation was taken on. NOTE: If you are driving to the tournament you will
select "Mileage" Ground Transportation is for ride services only.

/ Drafts Location: Atlantic Clty
Location: October NAC
October NAC expenses Total Non-Reimbursable
Total Reimbursable
8 Pending Total Expenses
ul] Reporting

Date || |‘—'-

Category |, September 2024 . - .
September v 2024 v
Location v .
Sun Mon Tue Wed Thu Fri Sat
Reason 4 - -
2 3 4 5 6 7 [
8 9 10 11 12 13 14 e
Receipt |15 16 17 18 19 20 21
22 23 24 25 26 27 28
20 30 1 2 3 4 5
A 7 2 o imn 1 172
34 Select the "Ground Transportation" category.
Made with Scribe - https://scribehow.com
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35 Inthe "Vendor" field, type the name of ground transportation you took, i.e. Uber.

irting

Add Expense My Certif

shnte
Eeee

Date 10/4/2024

N
Category | Ground Transportation » m =

~
Amount United States Dollar » m =

Location | October NAC v [

Vendor I] ]

Location

Reason

Receipt Select

36 Inthe "Location" field, enter where your ground transportation was taken.

ul] Reporting

Add Expense

Date 10/4/2024 i
Category | Ground Transportation b
Amount United States Dollar v

Location October NAC b

Vendor |Uber

Location I] ]

Reason

Receipt Select
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37 Click Select.

[ Reporting Date

10/4/2024

Category | Ground Transportation

Amount |

| | United States Dollar v

Location | October NAC

Vendor |Uber

Location |Atlantic Clty

Reason

Receipt

Save

Cancel

38 Locate your ground transportation receipt on the right hand side.

Total Reimbursable

Total Expenses

ation A |

ited States Dollar v

Made with Scribe - https://scribehow.com

5260.60

$260.60

My Certify Wallet

(=

Date

Mo Receipt

_)

—

&
&

10/15/18
11/10/20

1/14/23

Category

Ground Transp.---

Description

Emburse Test- Ground Tran...

Emburse test- Meals.jpg
Emburse Test- Hotel.png

Emburse test- Airline.png
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39 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.

UcCtober NAL expenses Total Reimbursak

Total Expens

H Pending

[ Reporting

Date 10/4/2024 -

Category | Ground Transportation v
Amount EERa:| | United States Dollar »

Location | October NAC S

Vendor |Uber
Location |Atlantic Clty

Reason |Emburse Test- Ground Transportation.png

Receipt Change

40 You can view the receipt on the right hand side of the screen once it has been
selected.

SMLALIUTIE ST WLy
socation: October NAC

Total Non-Reimbursable $0.00
Total Reimbursable 5286.28
Total Expenses $286.28

Receipt Im @

UBER $2568
American Express - 1004

Uber Technalogh LV15/2018 5155 PM

Plekeug Drop-oft
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41

42

You can also view the receipt by click this button.

EI Meets policy.

From Denver to Atlantic City
Carrier: American

Location: October NAC

(] W )
Vendor: United
Location: Atlantic Clty

Location: October NAC

E| Meets policy.
Vendor: Uber
Location: Atlantic Clty
Location: October NAC

Total Mon-Reimbursable
Total Reimbursable

Total Expenses

225.60

35.00

25.68
$0.00
5286.28
5286.28

Receipt Image

Click Save.

[&] Reporting

Date 10/4/2024

Emburse test- Airline.png

Amount |

@
Category | Ground Transportation "|
25.68| | United States Dollar v
vl

Location | October NAC

Vendor |Uber

Location IAtIantic Clty

Reason

Receipt Change
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43 Once you have added in your receipts and filled out all information, check to make
sure everything looks correct. If so, click "Submit for Approval".

Jetails

] Meets policy.

‘rom Denver wo Atlantic City
-arrier: American

.ocation: October MAC

] Meets policy

fendor: United

.ocation: Atlantic Clty
.ocation: Jctober NAC

Amount

225.60

35.00

8- @P 533 Tanner Gonzales v
HH

United States Fencing Association

Print Report

Submit for Approval

1l
£

Receipt Reason

Emburse test- Airline.png

44  Click the "I certify this expense report is true and accurate." field.

H Pending

[&] Reporting

Total 5260.60

Approver  Tabitha Chamberlin

Comments (optional)

Your comments will be visible to anyone viewing your expense repa

| | certify this expense report is true and accurate.

Made with Scribe - https://scribehow.com
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45 Click Submit.

[] Reporting Approver  Tabitha Chamberlin

Comments (optional)

Your comments will be visible to anyone viewing your expense repo

| certify this expense report is true and accurate.

46 Done. Your expenses have now been submitted, to see your pending expenses,
click "Pending" on the right hand side.

d5] Ada keceipts 1/14/23  Airbnb HQ

| diss W YUUl wel Ly 1ndiie Jpags.

1110720  Emburse test- Meals.jp: £17.75
[B wallet - i '
10/15/18  Uber $25.68
Processing Requests
3 [TEMS
[} New Expense Report
J/ Drafts
Add Receipts Schedule Expense Rep:
H Pending

October NAC expenses D B /I\ _ Repi
J

Meet
[ Reporting MOBILE EMAIL UPLOAD =8
Lon
MORE METHODS
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