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Permissions

You will require the following permissions:

e You must be an approver within a Signoff Group in order to see the
Holidays menu.

1. Log into Expenses Mobile. Tap the Hamburger Menu = and then
tap More.
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Snap your receipts to automatically read key
details and to create an expense directly from the
receipt.

2. Tap Holidays. This will display a list of all your existing holidays
configured within Selenity Expenses.

Note: You must be an approver within a Signoff Group in order to
see the 'Holidays' menu.
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o To edit a holiday:

i0S Tap on the holiday.

Tap on the holiday and then tap
Edit.

Android

o To delete a holiday:

Swipe left on the holiday and then tap
Delete.

iI0S

Android  Tap on the holiday and then tapDelete.
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Add a Holiday
1. From the 'My Holidays' screen, tapAdd (+).
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2. Enter the Start Date of your holiday.



3. Enter the End Date of your holiday. This date must be equal to or later
than the start date.
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4. Tap Save. This will store the holiday and return you to the 'My Holidays'
screen, where your new holiday will be displayed.



