
Event Delegates; Create and 
Manage Expense Reports



Enabling the Me tab and Expenses tile on first log-in
Step 1

Once logged into Oracle Fusion, if you are unable to 

see the Me tab, you can follow the below steps to 

enable it. 

Click on any visible tab and then click on the + 

button.

Step 2

Scroll through the list until you find the Me section. 

Tick to select Expenses, followed by Save and Close.

Step 3

You will now see the Me tab and Expenses tile.

You should only have to enable this on the first login.



Travel and Expenses Navigation
General Navigation

This guide will show you how to claim and manage your expenses using a laptop 

or tablet in Oracle. 

To access the expenses application, navigate to the Me tab on the homepage 

and select the Expenses tile.

You can also use the inbuilt step-by-step guide to support you, Oracle Guided 

Learning. Click the widget on the right of your screen at any time and type “create 

expense report” to open the step guide.

Travel and Expenses Dashboard Navigation

If you haven't created an Expense report yet, you will be shown the Expenses 

Product Tour on the page, in which you can watch a quick video to learn more 

about the Expenses Module. 

To proceed to create an Expense Report, click on the Create Expense Report 

button.



Create an Expense Report

Create Expense Report

In the Create Expense report area that appears, complete the following: 

• Purpose - add the Purpose of the report i.e.  May Expenses or Event 

Expenses.

• In the Expense Items section, select + Create Item to create a new 

expense item.

• If you have a previously created expense item that you haven’t 

submitted, select Add Existing and choose the item from a drop 

down.

• Click Actions to be able to edit, delete or duplicate Expense items 

from the report. 

Create a new Expense Item 

Once you click + Create Item from the Create Expense Report screen (see 

previous slide), the Create Expense Item area will open. 

Complete the following fields:

1. Date - add the date of the first expense item 

2. Type – select expense type from the drop-down menu. For event delegates, 

the two you will use most are Non-Staff Travel and Non-Staff Meals and 

Drink.



Create an Expense Report
Create a new Expense Item

Populate the required fields: 

• Expense location –The country where the expense occurred. 

• Amount – The total amount of the expense item. 

• Description – Add a detailed description

• Merchant Name – add the name of the Merchant where the purchase was 

made.

• Attachments –Click to upload your receipt. If you have lost the receipt, click 

"Receipt missing" box and be prepared to explain this.

• Cost Centre – Update the Cost Centre if required.

Once all fields are complete, select Save and Close to add this expense item to 

your expense report. You can also click Create Another to repeat the steps for 

another expense item.

Create Expense Report  - submission

Expense Items you’ve created or added will be visible in the Expense Report 

under Expense Items. 

You can continue to add more items using +Create Item. Select the box next to 

an expense item and use the Actions button to Edit, Duplicate or Remove items 

from the report. 

Once complete, tick to say you have read the policy then Submit (this will send 

the report to your Wellcome contact for approval).

Your Wellcome contact will receive a notification to review your Expense Report. 

Once approved, you’ll get a notification, and the status will be updated in the 

Dashboard. Expense claims that have been approved and are ready for 

payment will be added to the next available payment run.

Non-Staff meals and drinks 
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