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Learn: How to print an overview of expenses from a chosen period. 

In TimeLog Project it is possible to print a list of expenses. E.g. expenses that were 
paid with a private credit card and that should be repaid by the company. Print 
the expense and any vouchers belonging to the expense. The expense and the 
belonging vouchers can be sent to accounting for reimbursement. 

When You Want to Print an Expense: 
Figure 1: Main Menu -> Expense Report – Submit/print 

– Select an Employee: e.g. yourself .  
– Select a Payment Method: . Select Employee Expenses in order to see an over-

view of expenses that was paid by you.  

– Select which Period:  that you want an overview of. 

– TimeLog Project distinguishes between Approved and Not Approved Records, 
depending on whether management has approved the record or not . Se-
lect  All, Not Approved Records or Approved Records.  

– Check whether the list of records matches the expenses from the selected 
period . The list is divided in regular expenses, travel expenses and a total .  

– [Print] the document  and if necessary sign it . 

 

Look in B2 and B4 for instructions on how to create an expense 

 

 

 

 

Figure 1: Main Menu -> Expense Report – Submit/Print 

 

 

 Tip: If your manager approves expenses in TimeLog Project as soon as they 
have been refunded, it will be possible to get an overview of any bal-
ance in your favor by selecting Not Approved Records.

 Access level: All users, except external users
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