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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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1 Not Posted Workflow In Progress 900113258 29/01/2021 TEST ERP Support Officer 3 07/12/2020 Overtime - Plain Time Overtime - Plain Time
2 Not Posted Waorkflow In Progress 900113258 29/01/2021 TEST ERP Support Officer 3 09/12/2020 Overtime - Time + Half Overtime - Time + Half
3 Not Posted Workflow In Progress 900113258 29/01/2021 TEST ERP Support Officer 3 15/12/2020 Overtime - Plain Time Overtime - Plain Time
3 4 Not Posted Waorkflow In Progress 900113258 29/01/2021 TEST ERP Support Officer 3 17/12/2020 Overtime - Time + Half Overtime - Time + Half
- J1 0 900113258
6 Posted Finished 900113257 28/01/2021 TEST ERP Support Officer 3 14/12/2020 Mileage (Car/Van) Renfrewshire House to Edinb
- 31 0 900113257
8 Posted Finished 900113256 28/01/2021 TEST ERP Support Officer 3 12/01/2021 Overtime - Time + Half Overtime - Time + Half
- 71 0 900113256
10 Posted Finished 900113255 28/01/2021 TEST ERP Support Officer 3 11/01/2021 Overtime - Plain Time Overtime - Plain Time (absen
-3 0 900113255
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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.




