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 There are several ways to FIND your Spend Authorizations: 
1. Add the My Spend app and then click on it.   

 

2. Type “My Spend” into the search bar    
o Click on My Spend Authorizations 

 

3. Enter FIND SPEND AUTHORIZATIONS in the search bar 
o In the FIND SPEND AUTHORIZATIONS pop up box 
o Choose CU0070 Bemidji State University as COMPANY 
o Enter the person you are looking for in the FOR field or enter the appropriate name in the 

SPEND AUTH CREATED BY WORKER field. 
o SPEND START DATE ON OR BEFORE must be set far enough in advance to include the start date 

of the trip. 
o Click OK 
o A list of Spend Authorizations will appear 
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 To VIEW the SPEND AUTHORIZATION of your choice 
 Click on the tiny magnifying glass icon on the far left of the list 

o An individual SPEND AUTHORIZATION will appear 

 

 To CREATE a PDF of your SPEND AUTHORIZATION 
 Click on the PDF symbol in the far-right upper corner    
 Download the PDF 

 

 

 

 

 


