
On-Sight: Lead Travel Expense 
Submission

Step-by-Step Guide
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Step 1

Within the On-Sight 
Application, open “Travel 
Expenses” tile.
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Step 2

Choose the specific Travel 
Request in which you have 
begun accruing expenses 
that you would like to 
record.
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Step 3

Choose “Add New 
Expenses” to allocate an 
expense toward your 
Travel Request.

NOTE: Choose “No 
Expenses, Submit” if you 
are not accumulating any 
expenses for 
reimbursement.
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Step 4

Choose the Expense 
Category that aligns with 
your expense.
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Step 5

Add the date, description, and amount of your 
expense.
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Step 6

Upload a photo (or PDF) of your expense.

7NOTE: Applicable to all expenses except Mileage.



Step 7

Choose “Save Expense 
Details”.
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Step 8

Repeat steps 3 through 7 
until all accrued expenses 
are documented.

NOTE: After the first 
expense has been added, 
choose the “+” button to 
continue adding 
additional expenses.
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Step 9

Click “Submit” to generate 
your Expense Report, 
make sure that ALL 
expenses are recorded 
prior to clicking this 
button.

NOTE: You have 10 days 
from the Travel Request’s 
Travel Out Date to submit 
expenses.
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Step 10

Once submitted, 
you are copied on 
the email of your 
Expense Report to 
the Corporate 
Planning 
department.
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Helpful to Know …

• The Corporate Planning Team will review the expenses 
within 48-72 hours.

• The Corporate Planning Team will reply to the Lead 
through the Expense Report email thread if there are 
any issues with the submitted expenses or to notify the 
Lead that their expenses have been submitted.
– If there is an issue with the submitted expenses, all 

corrections must take place manually, not in the On-Sight 
App (this may mean having to recreate the Expense Report 
manually).

• Expenses are reimbursed by accounting within 7 days 
of submission from the Corporate Planning Team.
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