
Expense Report  Form

 For First  t im e Access, call the I T Help Desk 

x4 3 5 7 , ask for  Travel form s.

 Open a new  form  each t im e.  This ensures 

that  you have all current  updates.

 File

 New

 New from  Tem plate

 Expense Report .xls 

 Always “Enable Macros”  when prom pted


