Mobile - Change My Details
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Permissions

You will require the following permissions:
e No permissions required

We're going to explain how you can access your personal details stored within Expense Mobile
and how these can be updated.

1. Tap the Navigation Menu @ and then tap My Profile.
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2. Within the 'My Details' section, tapMy Details.



AE My Profile

My Details
My Details

.
7 M anage your name, contact and work related
details

Change My Password
Change your current Selenity Expenses

password

My Bank Accounts

™™ Control the bank accounts you have configured

for reimbursement

My Advances

= Manage the advances pravided to you before
incurring your expense

My Holidays
B add holiday dates to include your delegates in
approval emails while you are away

Vehicles

My Vehicles

B view your vehicles or add a new vehicle to your
account
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3. Depending on your system setup, you may be able to change certain details such as your name
and contact details, however, these may be disabled if your organisation does not want you to
manage these details.

4. Tap SAVE to store any changes that you make.

Note: If any of the details are incorrect on this page, you may be able to inform your

administrator so that they can update the details for you. Tap 0 , if available, to display
a page where you can explain the changes which need to be made. Tap SEND to pass this
message to your main administrator.



