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PROVIDING JUSTIFICATION

If there is a missing receipt for an expense of $25.00 and over, justification will be required.

CALIFORNIA

STATE UNIVERSITY
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eTRAVEL REIMBURSEMENT
EXPENSE MISSING RECEIPT

1. Select the No Receipt check box for expense items $25.00 and over that are missing a receipt.
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The Comments icon to provide justification will not be available until after you select Save for Later or Summary and

3. A Comments icon will appear next to the No Receipt check box. Select the Comments icon.
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4. Provide a justification in the Comment field. Select OK.

Expense Report

Grace Te

No Receipt Included

ReportID 5000000320

Minimum Receipt Amount 2499 USD
Monetary Amount 27.00 UsSD

A receipt has not been included for the Breakfast expense on line 2. Please provide
an explanation as to why.
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The Comments icon will change to indicate a justification was entered.
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