
 

 

 

 



 

 



 

 

 

Please be as specific as possible when completing the Purpose field 
(Example: Conference attended, presented research if applicable, 
etc..) 
 

 

 

 

 

 



Enter the date in which the expense was incurred, not the date you 
are completing the expense report. 

 

Template is always Rutgers Business Unit Expense, Type is a drop down Menu 

 

 

 

 

 

 

 

 

 

 

 

 



Although the Details Description field does not have an asterisk* this must be completed. 
Please be as specific as possible, for example if you are requesting reimbursement for a 
meal, please list all attendees.  Also, if this reimbursement request if greater than 60 days 
from the date the expense was incurred you must add an additional justification 
explaining why you are submitting after 60 days (this has always been Rutgers Policy). 

The Account and Project information will be provided to you by the business office – 
prior to creating the report, please contact your Business Specialist/Manager and they 
will provide this to you. 

 

 

 

Please make sure all receipts are attached (top right hand corner of screen) and 
complete the description field of the attached receipt 

 

 



 

Then click save and create expense item – if you have additional expenses to 
submit. 

 

 

 



 

 

 

 



 

 

 

 

 

 

 

 



Same rules apply as above on this spreadsheet:  

Although the Details Description field does not have an asterisk* this must be completed. 
Please be as specific as possible, for example if you are requesting reimbursement for a 
meal, please list all attendees.  Also, if this reimbursement request if greater than 60 days 
from the date the expense was incurred you must add an additional justification 
explaining why you are submitting after 60 days (this has always been Rutgers Policy). 

The Account and Project information will be provided to you by the business office – 
prior to creating the report, please contact your Business Specialist/Manager and they 
will provide this to you 

 

 

 

 

 

 



 

Choose new Expense Report: 

 

 

 



 

 

 

 

 

 

 

 



At this time is where you must enter the Purpose for each item and attach the receipt. 

 

 

 

  

 

 


