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Expense Management - Admin

This guide walks through managing expense transactions, enabling users to
efficiently navigate the Expense Management system. It outlines steps for viewing
and processing various transaction statuses, including pending, approved, and
voided transactions.

1 Once you are logged into isolved, Navigate to "Expense Management" on the
leftside menu. Client Management > Expense Management
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2 Select "Expense Dashboard" to view transactions

The Expense Dashboard is where you will be able to see current and historical
expenses within your organization. On the
Current tab you will see Returned, Submitted, Blocked, In Progress, Approved and
Committed options.
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3 To view "Returned transactions pending" Click here



4

4 Pending Returns Screen

This menu displays expenses returned to the employees for additional details or
documentation along with a Return
Reason column that will display notes related to the returned expenses
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5 View "Submitted transactions pending" here
This expenses submitted by employees that have not been reviewed yet

6 View "My Transactions" here



6

7 View "Blocked Transactions" here.

A transaction will be blocked if\

  1. The only remaining user(s) in an approval step is/are termed as of yesterday's date or prior.\

  2. The only remaining user(s) in an approval step is manager/supervisor (whether assigned or
organization level)
and the employee has no manager/supervisor assignments (whether assigned or organization
level).\

  3. The only remaining user(s) in an approval step is a deleted client user group or deleted
service user group
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8 View "In Progress transactions pending" here.

This menu shows transactions that are in the review process, but do not have final
approval. In Progress will also
include items from the Submitted menu and allow the user to approve
transactions if applicable.
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9 View "Approved" transactions here

This menu displays all approved transactions. There are four tabs associated with
this screen that give control and
visibility to the payout of the reimbursement
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10 Select dropdown to commit approved transactions to payroll

11 Choose the preferred check to commit
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12 Here you can view Pending Payments
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13 Select the checkbox and click "commit" or "deny" in the top right corner

14 View Paid Transactions here
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15 View Voided transactions here
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16 Click here to go back to the Expense Dashboard

17 View "Committed transactions" here
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18 To uncommit transactions select checkbox and click uncommit in top right corner


