
How to print an expense report from the Expenses Self Service Portal 

 
Navigate to the Expenses Self Service Portal 
 
Step 1: Sign-in to the Expenses Self Service Portal  
 

 
 
Step 2: Click on Employee T&E Center 
Step 3: Click on Expense Report from the main menu page or you can eliminate a step 
and click on the View/Print option under Expense Report link.   
 

 
 

Step 4: Enter your Report ID number (ie. 10 digits) or leave blank and click  
button. 
  

 
 
 
Note: You may need to turn your pop-up blocker off for this to work. 
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Step 5: The report should display. In the middle of the page there should be a Printable 
View link. Click on this link and a pop-up page should display with your report.  
 

 
 
If the expense report page doesn’t display due to unable to connect to Ren-Server then 
should get the process monitor as example below. Click the Refresh button to update the 
Run Status and Distribution Status. 
 

 
 
Once the Run Status is success and Distribution Status is posted you should be able to 
click the Details link. 
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On the Process Detail page, click the View Log/Trace link. 
 

 
 
Under File List there should be a .PDF file. Click on the .PDF link for the expense report 
to display. 
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Step 6: This is the official expense report form that needs to be printed. Click on the 

Print  icon and print all pages. Please sign and date the form and send hardcopy via 
inter-office mail to the Business Office and attach any necessary receipts.   
 

 
 

Sign & Date 
here 


