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Use this job aid to audit an expense report in iExpense to ensure compliance and accuracy. This is the final approval step for an expense report 
and is performed a location’s Accounts Payable (AP) office.  

 

 
 

 

1 
From the initial screen view once logged into Oracle, select Internet Expenses Audit Manager. Note: The list of Oracle 
responsibilities will vary by user 
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1 The Manage Expense Reports tab will also bring up the Advanced Search screen 

2 Use the Advanced Search feature if you do not know the report number or are not looking or a specific report 

3 
Type the expense report number into the Search by field if you know it and click Go 
Note: All expense report numbers in the iExpense module begin with the letters IE. Example: IE10124 
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1 
Advanced Search allows you to search by various criteria. You can search using multiple conditions or one condition, depending 
on which radio button is selected 

2 
When searching by Name, use the Flashlight icon to bring up a Search window. Use the drop-down menu next to each 
condition name to choose between is or is not 

3 
You also have the ability to Add Another search criteria. Select the search criteria from the drop-down menu and click the Add 
button.  

4 Select Save from either the top or bottom menu to save your changes 
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1 Use the available Flashlight icons to enter information into the search fields you will use 

2 Use the Go button to execute the search once criteria has been entered 

3 Click Save button from either the top or bottom menu to save the added criteria to the Advanced Search list 
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1 Use the drop-down menu to select the Report Status to search by 

2 Use the Go button to execute the search once criteria has been entered 
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1 Click on the Report Number to review and complete audit of expense report 

2 Use the Flashlight icon to assign an auditor to this expense report 

3 Notes icon takes you to Auditor Only Notes screen 

4 
Confirmation Page icon will link to a printer-friendly version to file with original receipts if needed (see next page for additional 
details) 

5 
Under the Attachments column, use the Paper Clip icon to view any attachments for the expense report and use the Plus Sign 
icon to add an attachment to the expense report 
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1 
Note: Confirmation Page icon (see previous page) takes you a page to print if needed, to file with original expense report 
receipts. Expense Lines tab provides a summary of each expense line. Click on the Warning icon to see policy violation details 

2 Expense Allocations tab  displays PTAEO information for the expense report 

3 Weekly Summary tab shows a timeline for that particular week and outlines what days the expenses occurred 

4 
Approval Notes tab displays the approver and shows any notes made by the preparer or approver. Note: Auditor Only notes are 
not visible to the preparer of the expense report The number in parentheses indicates number of actions taken on this expense 
report;  

5 Approvers tab shows the approval chain for this expense 
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6 Click the Return button, place curser on report number and hit enter to get to the General Info page (see next page of job aid) 

 

 

1 
General information area provides basic information for this expense report 
Additional Information area notes Travel Start and End Dates 
Audit Information area shows information specific to audit 

2 Click the Add button to attach the required documentation needed for the audit 

3 Use the Calendar icon to enter this date. Date field only needs to be completed if Receipt Package Status is Required 
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1 Use the Verify Expenses tab to compare the entered expenses to the attached documentation for this expense report 

2 Use the Mark as Verified button to indicate all required receipts are accounted for 

3 
You can make changes to these fields; however, you will need to specify the Audit Issue using the Process Exceptions tab. The 
same changes may be made in the Process Exceptions tab 
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1 Use Process Exceptions tab to reduce amounts, if needed 

2 Use the drop-down menu to choose an Audit Issue 

3 Use the Details icon to see the details entered for that expense line 

4 
Revert: Discards unsaved changes and remain on page 
Save: Saves all changes made at any subtab 
Return: Returns to previous screen 
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1 Use the Review Allocations tab to verify the correct PTAEO information 

2 
You can make changes to these fields depending on expense type, but you will need to specify the Audit Issue using the Process 
Exceptions tab; the same changes can be made in the Process Exceptions tab 
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1 
Once you have reviewed the expense report, choose an Expense Report Action from the drop-down menu (Choices enlarged 
and shown above) and click the Apply button. 
Note: Once you have applied an Expense Report Action, the preparer of the expense report is notified of that action. 

2 

Reject Report: If anything is missing or doesn’t add up for any reason, the report should be rejected. 
Request more Information: Before approving or rejecting the expense report, the auditor can request more information. This 
will give the preparer the opportunity to add notes or attachments. 
Waive Receipts and Complete Audit: Not recommended. 
(Refer to ‘Watch It’ simulation to see examples of each action) 
Note: A confirmation will be processed upon completion of audit, and the approved parts of the expense report will be ready 
for Payables invoice import and payment. The invoice is created automatically the day after once the nightly report is run in. 
Oracle. 

You have successfully audited an expense report in iExpense. 
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