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Add an Expense

Click on the New Miscellaneous Expense icon (4" from the right)
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Enter the expense details
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Click OK
Add a new Expense Category

Click on the green plus sign next to the expense category
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Type in the name of the Category you wish to add

Frdny, § Jamary 2008 §12080




Add a new Expense Type (or sub category)

Note each expense must have a Category and subcategory (or type)

Click on the New Expense icon (see above)

Choose the newly created Category (see above on how to create a category)
Click on the green plus sign beside the Type
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Click OK



View your Expenses for your trip

In the expenses tab click on the Report tab at the top of the screen
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Scroll to the end of the report with the right arrows at the top of the report to see the
total expenses for the trip

Tir Vew Togn Dan Rapos  wep

B fcs S0 YE

(5 [ B | | ) 6

5 | Tee Dot sl TR T bt [ =
=
= ug.. ::-“ sm:‘m.- ,'I-ulﬂll: bW 42 Fl rt. oM & EuE. | e - Fend . Pl
G ] Sak ey, 1 P - 3
| Lt Pisas
atel Tarruiog L Hend Saturciey 15 et 717027008 1 R
Ly m Mlllhvt mi
Lot Toal tima VEadrasdey, J0F, . XS |

. Fataier Focay. 3 b 2000 |
£9CA Ry g ey, 16 /L0000




Edit an Expense

Highlight the expense you wich to edit
Click the edit icon at the bottom of the screen
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TripName. Destination TripStart TripFinish Deta | Repat |
Home Home Sunday, 3 Febua__ 19/02/2008
Munilurbah ~ Alanand Shoon  Sunday. 3 Februa. 20/02/2008
Gl Gl Setuey, 16 Febr. '
Saturday, 18 October 2008 $30.00 sl ciub
vy s tec 250
S e e | |
Gai's Bithday _aksgh Tuesday, 19 Febr.
Groceries
Latest Tral Home Wednesday, 20 F . 20/02/2008% | || imotel
Diring Out

Trips:

| Epense Date Amourt Deseription
Wednesday. 15 October 2008 | 7.40 ot

Saturday, October 18, 21

Amount: $30.00

Description:  rsl clul
Notes:

<

w
Find Expense Tupe: & E—IX

Edit Expense

Edit the details you wish to edit
Click OK
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Trips: i 171 doumsl | ] Photos |~ Sunmary | M Fuel | Ed Bxpenses |
8 [ TrpName Destination TipStart TrpFinish IE\ Report \
F Home Home Sunday, 3 Februa.. 19/02/2008 €
Murwiumbah  Aanand Shoron  Sunday, 3 Februa . 20/02/2008 2
Gail Gail Saturday, 16 Febr —
Gail Bithday lemnoxHead  Saturday. 16 Febr.. 21/02/2008 2
Coffs Coffs Saturday, 1 Marc... 3/03/2008 3 Trp:[CHCA Raly -]
Gail's Bithday aksch Tuesday, 19 Febr. . 19/02/2008 Category:  [Food ~|
Latet Tiil Home Vednesday, 20 ... 20/02/2008 ¢ Type: [DringOut 3
Fiiday, 22 Februa...

Date: Saturday , 18 October 2008 [EF+
Amount: 32 /

Description:  RSL Club
Netes:

$30.00

Description:  rsl club
Notes:

Find Expense Type: ' @+ IX




