
How to Submit a TDR
In Emburse



Log into Emburse through YC 
Dashboard

Choose Credit Card Items



Choose the receipts you want to include in 
your TDR .  TDR ’s are required to be 
completed and submitted weekly.

Add to Report



Choose; 
Create a 
New 
Expense 
Report 

TDR  naming 
convention,

Your last name, TDR , 
date of submission

Choose Pcard

Choose correct FY

Save



Choose Pcard tile for a single FOAP transaction, 
choose Itemization to expense to separate accounts 
and Org’s

Drag and Drop/Upload your receipt using the 
attachment button or select add attachments and find 
the file on your computer.

To itemize a transaction, see page 8 of this PowerPoint



Enter a Description

Enter the Account 

Enter the FOAP

Hit ‘Save’

If you are using the same account number but 
want to divide the expense against different 
Foaps choose add Allocation.

If you want to use a different account number, 
Use the  Itemization tile (see page 8)



Your Done!!



Choose Itemization to expense to a charge to different  
account numbers

Drag and Drop/Upload your receipt using the 
attachment button or select add attachments and find 
the file on your computer.



Enter details for receipt, 
Account number  and FOAP for 
line 1 of the Itemization

Choose Itemize

Choose the Pcard Tile



Enter 
amount 
for first 
line item

Choose 
Save

Choose the Pcard 
tile. Enter the 
amount for the 
second line, enter 
the description. 
Change the 
Account and 
FOAP, Choose 
Save.

Repeat steps until the 
total amount is 
expensed
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