
2010 Expense Report Guide



2010 EDMC General Expense Report



2010 Expense Report Notes
Changes include:
• Mileage reimbursement :

United States: $.50 (USD)
Canada: $.51 (CAD)

Things to remember:

• Add Traveler information including Employee number, Vendor number, Home Address, as 
well as Supervisor Name & Title.

• Use Drop Down Menus to select Campus /Location and Department. This will populate the 
Expense Summary of the report with correct coding. For questions regarding  
Campus/Location and Departmental Codes, please view the “Campus-Location and 
Department List” tab included with the 2010 Expense Report.

• Save a copy of the Expense Report to use as a Master through out the year.

• Each Employee must add manually Campus/Location, Department and Account Coding for all 
Miscellaneous Expenses as these expenses may be charged to different Campus/Locations or 
Departments.



Add Traveler Information
Be sure to add Traveler information including Name, Title, Employee number, Vendor number and Home Address.



Traveler’s Signature
Be sure to add your manual signature to the Expense Report once complete and before submitting for approvals.



Add Supervisor Information
Add Supervisor  Information before obtaining approval. Include Supervisor’s Name and Title. 



Supervisor Approval
Supervisor can Manually sign or Electronically approve Expense Reports through WebNow. 



Select Traveler’s Campus/Location
Use Drop Down Menus to select Campus/Location and Department. This will populate the Expense Summary of the report with correct coding.



Miscellaneous Expenses
Be sure to add Campus/Location, Department and Account Coding for all Miscellaneous Expenses.
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