
How to link a Request to the Expense Report 
 
 
A request can be added to the expense report in the following way: 
 
 
In the Expenses tab, choose your expense report. Once it has opened, click report title (ex. “Training 
Request 2020”). 
 

 
 
 
The details of the trip will show and at the very bottom of the pop-up, you will find an “Add” button.  
 

 
 
 
 
 
 
 
 
 



Choose the request and then click Add. Choose Save. The Request is now linked.  
 
*If your request is not showing up in Available 
Requests, then it was automatically closed. You can 
email sacstatetravel@csus.edu with the Request ID # 
and we can reopen the request for you.  
 
Please be aware requests automatically close 61 
days after the travel end date, as Travel Policy states 
all reports should be submitted within this time 
frame.  
 
 
 

 
 
 
In the future, make sure to start an expense report from the Requests tab and choosing the Expense 
link, under the Action column on the right side of your approved request, and submit the report within 
60 days of your trip return date. 
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