
Log into FINS 
Click on “Exp Rpt – View/Print/Withdraw” in the left hand column: 
 

 
 
Click on “Search” 
 

 
 
A list of your claims will appear. Choose the one that you would like to print or save. Then click on “View 
Printable Version. A pdf will appear and you can now save and/or print your expense claim. 

 


