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Get Started with Professional 

Review the Creation Process

(Video - 2:49)

Approval Tools
Other Actions Menu

Inquiring

Editing Amounts
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Administrative Flags

Approvals
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Disapproving Expense Reports

Approving on the Mobile App

KEY TASKS AND LEARNING AREAS

REVIEWING EXPENSES
APPROVING, DISAPPROVING, & INQUIRING

REPORTING ANALYTICS
FIND PENDING EXPENSES

THE ENTERPRISE DASHBOARD

Approver Learning Map

An Approver's Toolbox2

Reporting & Analytics3
Helpful Reports to Reconcile

Locate Pending Reports

Data on the Enterprise Dashboard

Expense Reports1

Emburse Academy
www.emburse.com/learn/training

https://help.certify.com/hc/en-us/articles/115000799773-Getting-Started-with-Certify-Expense
https://emburse.wistia.com/medias/sy895h5f3v
https://help.certify.com/hc/en-us/articles/203289874-Approver-s-Other-Actions-Menu
https://help.certify.com/hc/en-us/articles/203329600-Sending-an-Inquiry
https://emburse.wistia.com/medias/o4z1qonphv?wtime=5m45s
https://emburse.wistia.com/medias/o4z1qonphv?wtime=9m5s
https://help.certify.com/hc/en-us/articles/115002600853-Using-Administrative-Flags
https://help.certify.com/hc/en-us/articles/203102804-Approving-an-Expense-Report
https://help.certify.com/hc/en-us/articles/221647887-Disapproving-an-Expense-Report
https://help.certify.com/hc/en-us/articles/203102814-Approving-on-Certify-Mobile
https://help.certify.com/hc/en-us/articles/229309148-Expense-Reports-Pending
https://help.certify.com/hc/en-us/articles/229000427-Enterprise-Dashboard

