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How to… 

 

1 When an expense claim is submitted to you for approval, a notification will appear on your 

Oracle homepage. 

Click on this to review the claim. 
 

 
 

2 

 

This will open the claim details. Review these as required. 

You can check the receipt by clicking on the Attachment icon (circled below).  
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3 This will open the Attachment page. To view the actual receipt, click its name as shown in the 
image below. This will automatically download a copy to your computer to view.  

Once you’ve reviewed the receipt, return to the previous page. 

 

4 Once you have reviewed the claim, you can either Approve, Reject or Request Information. 

No matter the choice, the claimant will receive a notification informing them of the outcome: 

• Approve will process the claim for payment to the claimant 

• Reject will block the claim from being paid 

• Request Information will notify the employee that more information is required, and 
request that they resubmit the claim with the required info 

If you are using Request Information, ensure the Note field is filled out with the required 
information you need.  

 
 

5 Once you’re ready, click the required response. In our example, we are approving the claim. 
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6 The claimant will receive a notification on their account, informing them of the outcome. 

 
 

 

 


