Regions Intersect Quick Reference Guide

Follow the below instructions for guidance on submitting an expense report through Regions Intersect®.
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7. Scroll to the
bottom of the
transaction list and
click Save.

8. Next, select Add.
Once the Financial
Codes Module
appears, select the
desired Financial
Code(s). Then, click
Save.
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Then, click Save.
10.To begin
uploading receipts,
select the Receipts
button. Then,
select Browse to
search for the
saved receipt(s)
within your
computer.
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KB.

receipt, click Open.
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Then, click Upload
Receipt.

12.Next, select Submit
to Workflow.

13.Finally, select
Confirm.

Upload receipt
Receipts %
uuuuuuuuuuuuuuu TRE
47KB Valid types are-doc, docx, pdf, Xiff, jpg, gif, png. bmp. Atachments file size total cannot exceed 4096
KB.
Upload receipt
Browse
o ey ]
CompD

Submit for Approval

Once you submit the envelope it can't be deleted. Select
“Confirm” to submit or “Cancel” to go back to the Transaction
Envelope page.
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Note: Once the Transaction Envelope has been submitted, you will no longer have the ability to edit the envelope or the

individual transactions contained within the envelope.
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