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Maintain and Update Expense Templates 

Audience: Expense Auditor 

Purpose: An expense template is a grouping of related expense types that are defined for a 

specific business unit. Examples of groupings of related expense types include expense templates 

for travel, education, and relocation. Expense templates enable companies to control the 

expense types visible to each business unit. Additionally, since your company processes card 

transactions and you want expense types automatically assigned during card transaction 

processing, you must set a default template. 

 Step Action 

 Maintain and Update Expense Templates. 
1 Log on and navigate to the Setup and Maintenance icon. 

 
2 Select the Setup: Financials application. 
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3 In the search field on the top type “Manage Expense Report Templates” and click the 
search icon. 

 
4 Click on the Manage Expense Report Template Link. 

 
The Manage Expense Report Templates window opens. 

5 Click the Search button. Templates will display for you to manage. 
6 Click on the desired Expense Template in the Search Results list. 

 
7 Click the Edit pencil. Edit Expense Report Template: XXXXXXXX Expense Template window 

opens.  
8  
9 Update the Name and/or Description of the template as required.  

Change the Effective Start Date if you wish. 
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Click Save and Close button to exit out of the “Edit Expense Report Template” window. 

 
 
You will return to Manage Expense Report Template window. 

 

  


