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The Line-Item Entry screen will appear on the right and any attached receipt images will appear in the
viewer on the left. Check the pre-populated line-item details, make any necessary additions or changes,
and click SAVE.

If your report already has line items on it, you may choose between attaching the credit card item to an
existing line item or dragging it to the "Create New Line Item" drop zone.
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Add Multiple Items
1. To add multiple credit card items to your report, or to add a single item if your device's screen is too
narrow to drag items, click the check box above the amount of the desired credit card item(s).

2. Next, click the blue 



4. A new expense-entry window will open for each item, with the date and amount populated.

Check the pre-populated line-item details, make any necessary additions or changes, and click SAVE.
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If your report already has line items on it, you may choose between attaching the credit card item to an
existing line item or dragging it to the "Create New Line Item" drop zone.
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Bulk-Add Large Numbers of Items
If your organization has activated the Multi-Add functionality, you may bulk-add numerous credit card
items and only be required to fill out the Expense Entry screen once. After you have clicked the check
boxes for every credit card item you wish to add to the report and clicked ADD, you will see a Expense
Entry check box on the expense-entry screen.



Click the arrow next to the name of the merchant to display more details about the item.
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