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3.

4,

From the popup window, click View Approvals to view comments and see why the expense report was
rejected.
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If your expense report was rejected by an auditor , you will receive a bell notification.




([SHOH¥9LHZ D 5HN[BF\@NE 5HSRUW

5. A new popup window will display the expense report details and will show in two places why it was rejected:
at the top next to the yellow triangleandat WKH ERWWRP XQGHU 3UHSRUW KLVWRU\’

Fynense Ranort EXPNNONA44N4§14 (112 .04.11SD) \Wae Raiectad,hy. Exnanca Auditar e |

6. If your expense report was rejected, you will also receive an email notification and can view the comments
and reason why it was rejected directly in the email.
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NOTE: Comments can only be viewed from email or bell notifications, they will not appear on the expense

report in the Expense module.




