
 

How to run the History/Approved Expenses - by Employee report 
 
This guidance will show you how to run the History/previously approved claims report.  
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Navigate to the ‘Reports’ menu option 
 
Click on the ‘Employee Self-Service 
Reports’ folder  
 
Click on the ‘Expenses’ folder 
 
Click on the ‘History/Approved 
Expenses – by Employee’ report 
 

To run the ‘History/Approved 
Expenses – by Employee’ report click 
on the blue search button. 

All lines of historic/approved claims will then be displayed. You can view & filter on various 
categories such as the expense status, workflow status, transaction number & date. 


