
 

 

 

 

 



 

 

How to Access the Expense Dashboard 

1. Log into cytric Travel & Expense. 

2. From the Expense drop-down list, select My expense statements to access the Expense dashboard. 

 

 Unassigned expenses 

section: 

Displays any expenses that are not yet assigned. 

 Expense statements 

section: 

Displays your existing expense statements. 

 The Create expense 

statement button: 

Let’s you create an empty expense statement. 

 

How to Create an Expense Statement 

1. Click on Create expense statement. 

2. Select the expense date from the calendar. 

3. Click on Create. 

 

 

4. Enter the title of your expense (mandatory). 

5. Add your receipts using Add receipt. 

 

 

6. Add any hotel/meal/mileage allowances using Add day itinerary. 

7. Click on Calculate to obtain the total reimbursement value. 

8. Click on Submit to send your expense statement for approval. 



How to Add Expense Receipts 

1. In an open expense statement draft, click on Add receipt.

2. Fill in your receipt information.

3. Add any attachments using the drag & drop feature.

4. Click on Add item to add more receipts.

5. Click on Confirm receipt. Your receipt is saved under Receipts. 

How to Use the Mileage Map Feature 

Note: The mileage map feature will be made widely available starting with the 18.8 release.  

1. In an open expense statement draft, click on Add day itinerary.

2. Scroll down to the Personal vehicle section.

3. Click on the map



 

 

 

4. Enter your origin and destination and click on GO. 

5. Click on Confirm to confirm the distance. 

 

6. Click on Save to validate your mileage allowance. 

7. Calculate your reimbursement and submit your expense. 

 

 Click on Calculate  to update the reimbursement amount. 

 Save your expense statement (optional). 

 Click on Submit to send your expense for approval. 

 


