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I. CREATE AN EXPENSE REPORT 

CREATE A NEW REPORT 

 
1. Sign into IWE and navigate to the My Expenses application from your My View page. 

NOTE: See the “Adding My Expenses Application to My View” PDF for instructions on adding the 

application to your My View.  

 

2. Click the New Report link at the bottom-left of the My Expenses application to create a new expense 

report. 
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3. Enter a title for your report in the “Expense Purpose” box. 

4. Select a “Domestic” or “International” Expense Template.  By default, the home country currency will be 

selected. 

5. Select a “Default Currency” for this report.   

TIP: For international travel, choose the currency for which you have the most transactions so you can 

minimize changes to transactions in other currencies.  You can manually override the default currency of 

an expense item if your report reflects more than one currency.   

6. Click the Continue button to create report. 
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ENTER AMEX TRANSACTIONS 

 

1. From the Create Report (Calendar Worksheet), click the Amex Bill button to select from available Amex 

transactions that have not yet been submitted as expense items. 

 

2. Click the check boxes to select the appropriate Amex items. 

3. Click the Continue button to add the Amex items, and their corresponding dates, to your expense report. 
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4. To select the expense type, click the pull-down menu to the right of the Amex expense item (amount 

highlighted in blue), then click “Edit”. 

TIP: Selecting “Mark Personal” will mark the Amex transaction as a non-reimbursable expense.  Selecting 

“Remove” will remove the Amex transaction from the Calendar Worksheet and return it back to your list of 

“Amex transactions not submitted”. 

 

5. From the pop-up, click the “Expense Type” pull down to reveal a list of expense types. 

TIP: The 11 most frequently used expense types are listed alphabetically at the top of the list; the 
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remainder of expense types are included below the top 11. 

 

6. From the list of expenses, select the description that best matches the category of your Amex expense 

item. 

7. Click the Save Expense button. 

ENTER NON-AMEX TRANSACTIONS 

 

1. From the Create Report (Calendar Worksheet), click the Calendar button to select dates for your report.   
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2. Click to highlight the dates relevant for your trip or event, then click the Continue button to add them to 

your Calendar Worksheet. 

NOTE: To ensure items such as car rental or gas refueling don’t get excluded from your report, be sure to 

select any dates for which you might have expenses—even those outside of your event dates. 

 

3. From the Calendar Worksheet, click the Add New Non-Amex Expense button to add an expense item 

beneath the selected date. 
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4. Select an expense item type from the “Expense Type” pull down. 

5. Enter the item amount and select its corresponding currency type when required. 

 

6. Click the Create Expense button to add the expense item to your expense report. 
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7. To edit, duplicate, or remove an expense item, click the pull-down menu to the right of your listed 

expense item. 

TIP: Selecting “Duplicate” will duplicate the above expense line item.  You can then edit to modify the 

expense as needed. 

SEND REPORT TO ORACLE IEXPENSES 

 

1. After completing your expense item entries, click the Send to iExpenses button to send your information to 

Oracle iExpenses.  You will receive a confirmation message that your report has been successfully created 
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which includes the Expense report number (ER#). 

TIP: Record the expense report # shown on the “Report Summary” to locate easily in Oracle iExpenses. 

 

2. Click the Log in to iExpenses to Submit button to go to iExpenses to submit the report created in My 

Expenses. 
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SUBMIT EXPENSE REPORT 

 

1. After logging into Oracle iExpenses using your CEC credentials, choose the appropriate Responsibility to 

go to the iExpenses Update Expense Reports dashboard page. 

2. Locate your My Expenses report using the list of expense report numbers and purpose.   

TIP: Expense reports coming from My Expenses will display “Saved” status. 

3. Click the appropriate expense report number or pencil icon to open and submit the expense report for 

processing. 

TIP: You can make modifications to your expense report as you navigate through the pages to review the 

information. 
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4. Review or edit your expense report information through screens, steps 1-5. 

5. Click the Next button through each screen to reach the submission page. 

6. Click the Submit button.  
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II. ITEMIZATION 

ITEMIZE MEAL ATTENDEES 

 

1. Select an expense item type from the “Expense Type” pull down.  Upon choosing “Meals-Entertain-

Internal Emp” or “Meals-Entertain-Cust/Vend” expense types, enter the item amount from your receipt 

and “Merchant Name”, or the item amount will be pre-populated for Amex transactions.   

2. Click the Add Attendees button. 

 
3. Enter the “Location”. 

4. Select the “Company Type” by clicking the pull-down menu to the right of the new row and choose the 

appropriate selection. 

TIP: A row for “Self” will be automatically added. 
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5. Enter the “Company Name” and “Title(s)”.   

TIP: You can add all attendees from the same company, with the same titles on one row.   

Example: Attendee 1, Attendee 2. 

6. Click the Continue button when finished adding attendees. 

7. Click the Create or Save Expense button to add the expense item to your expense report. 

CAR RENTAL ITEMIZATION 

 

1. Select an expense item type from the “Expense Type” pull down.  Upon choosing “Ground Trans-Car 

Rental” expense type, enter the dollar amount of your receipt and “Merchant Name”, or they will be pre-

populated for Amex transactions. 

2. Click the Itemize button. 
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3. Enter the “Location”. 

4. To select the start date, click the pull-down menu to the right of the “Item Start Date”, and choose the 

appropriate date, or change the date by typing over the information, if needed. 

5. Enter the appropriate “Daily Rate” and “Days”. 

TIP: The screen will default to Daily Rate x  Days  =  Total.  You can click on the radio button to change to 

Total / Days  =  Daily Rate, if needed. 

6. Enter a “Justification”.  

7. Click the check box next to the row, then choose “Duplicate” or “Add Row” if needed to complete the 

itemization.  

TIP: If you have .99 or less remaining to be categorized, you can click on the Resolve Remainder button to 

enable My Expenses to automatically add a row to resolve the amount. 

8. Click Continue. 

9. Click the Create Expense button to add the expense item to your expense report. 
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MILEAGE ITEMIZATION (U.S. ONLY) 

1. From the “Expense Type” pull down, select the “Mileage” expense type.   

 
2. Click the Add Mileage button. 

 
3. To select the start date, click the pull-down menu to the right of the “Start Date”. 

TIP: You must choose from the pre-populated date options.   You can cancel out of the screen and choose 

additional dates from the Calendar button, if needed. 

4. Enter the “Distance/Unit”. 

5. Enter the “Locaton From/To”. 

6. Enter a “Justification”. 
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7. To quickly add the reverse trip, click the checkbox of the appropriate row, then click the Duplicate button. 

 
8. Click  the Up/Down arrrow icon to reverse the “Location From/To”direction. 

9. Click Continue. 

10. Click the Create Expense button to add the expense item to your expense report. 

NOTES: The mileage expense type will create an entry for each day you have entered mileage on the Create 

Report (Calendar Worksheet. 

There is no merchant for mileage, and NA will show instead of an item amount.  The correct calculation per 

mile and associated reimbursable amount will be calculated after the report has been sent to iExpenses. 
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HOTEL ROOM AND TAX ITEMIZATION 

 

1. Select “Hotel-Room & Tax” from the “Expense Type” pull down.  

2. Enter the item amount and “Merchant (optional)” from your receipt, or the data will be pre-populated for 

Amex transactions.   

3. Click the Itemize button.  

 

4. Enter the “Location”. 

5. To select the start date, click the pull-down menu to the right of the “Item Start Date”, and choose the 

appropriate date, or change the date by typing over the information, if needed. 

6. Enter the appropriate “Daily Rate” and “Days”. 

TIPS: The screen will default to Daily Rate  x  Days  =  Total.  You can click the radio button to change to 

Total / Days  =  Daily Rate, if needed. 



19 
 

For expense types such as meals, enter the dollar amount of the meal as the “Daily Rate” and 1 day. 

7. Enter a “Justification”.  

8. Click the checkbox next to the appropriate row, then choose “Duplicate” or “Add Row” if needed to 

complete the itemization. 

TIP: If you have .99 or less remaining to be categorized, click the Resolve Remainder button for My 

Expenses to automatically add a row to resolve the amount. 

9. Continue to add rows until all items on the receipt have been categorized.   

10. Click Continue. 

11. Click the Create or Save Expense button to add the expense item to your expense report. 
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1. ADDITIONAL FEATURES 

SAVE AND EDIT REPORT LATER 

 

1. From the Calendar Worksheet, click the Save to this Computer button to save your report to your local 

computer for later editing or submission to Oracle iExpenses. 

 

2. Select the “Save File” radio button then click the OK button.   

NOTE: The report will be saved as a .json file.  Do not change as My Expenses will not recognize another 

file type.  
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OPEN AND EDIT EXISTING REPORT 

 
1. To edit an existing report, select the “Edit a report saved to this computer” radio button. 

2. Click the Browse button to search for the saved report on your local computer. 

 

3. Click the appropriate .json file to highlight it, then click the Open button. 

4. The report will be loaded into the Create Report (Calendar Worksheet) window.  Edit and complete as 

necessary prior to sending to iExpenses. 



22 
 

2. RESOURCES 

The following instructional resources are also available for the IWE My Expenses application on the Global 

Expense CEC website at http://wwwin.cisco.com/FinAdm/org/expense/: 

1. Adding My Expenses Application to My View (PDF) 

2. Using Summary View in My View (PPT) 

3. Introduction to My Expenses (VoD) 

4. FAQs 

http://wwwin.cisco.com/FinAdm/org/expense/

