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How to Submit an Expense Report for
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"
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3 Click the "Choose Files" button, upload the receipts you will be submitting for your
expenses.

4 Click Upload Files.
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5 Click "Wallet" to view your recently uploaded receipts.

6 Once your receipts are uploaded into your wallet, click "New Expense Report"
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7 Click "Start with a blank expense report".

8 Click Next.
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9 Name your Expense Report, i.e. "October NAC Expenses".

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

12 In the "Location" field, find the NAC for which you are submitting your expenses.
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13 Click Next.

14 Click the date for the receipt you are submitting.
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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.
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17 In the "From" box, type where your flight is coming from.

18 In the "To" box, type where your flight is going.
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19 Click Select.

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

22 Click Save.



Made with Scribe - https://scribehow.com 12

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

24 Make any edits and click save.
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25 To add another receipt to your expense submission, re click into the date for your
next receipt.

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

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

30 Locate your baggage receipt on the right hand side.
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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.

32 Click Save.



Made with Scribe - https://scribehow.com 17

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.

34 Select the "Ground Transportation" category.
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35 In the "Vendor" field, type the name of ground transportation you took, i.e. Uber.

36 In the "Location" field, enter where your ground transportation was taken.
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37 Click Select.

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

40 You can view the receipt on the right hand side of the screen once it has been
selected.
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41 You can also view the receipt by click this button.

42 Click Save.
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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".

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

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


