
INTRODUCING THE NEW 
WINGS EXPENSE REPORT!

Very easy to use, and simple to fill out.
Here is the first part of the form.  Just 
enter your name, your base, your email 
and phone number.

Here, you will select if you would like 
to have your funds to be sent Direct 
Deposit via Bill.com, or be Mailed a 
Paper Check.

Select Direct Deposit, you will be 
asked if you are set up in Bill.com

Select Mail Paper Check, you will 
be asked to provide your Address.

Select No, you will see this notice



You will be able to enter up to ten (10) Expense Receipts on one (1) form.  If you have 
to submit more than ten (10) receipts, you will need to fill out a second form.

The date must be entered in a MM/DD/YYYY format when you type it in.   A calendar will 
also pop up when you click the Date field.  To change months, click on the < and > icons, 
to change years, click the << or >> icons.

In the Amount field, make sure you enter the correct amount as shown on the receipt to 
be calculated properly.  The field does not automatically add the decimal.  So please 
make sure you enter a decimal when you need to enter cents.

In the Description/Event field, please type in a short description of what the expense is.

After you have filled out the information, 
you will need to select if you have another 
expense to enter.  If you do, another set of 
fields will appear.  You will not see this 
selection once you have reached ten (10) 
expense entries.



Please review this field to make sure it added up correctly.
Please do not attempt to make changes to this field as it automatically calculates your entries.

Once you have entered all the information, you will now need 
to upload a copy of all of the receipts you need to submit.
If you are using your desktop/laptop, you will need to make 
sure copies of your receipts are already on your 
desktop/laptop.

If you are using your mobile phone or tablet, once you tap 
on “Upload Receipts”, you will see a menu selection appear. 
(This a screen shot form an Android phone.  iPhones will 
have something similar appear.)

If you take any pictures of your receipts, they must be clear 
and legible.   Any pictures that are blurry/not clear or are 
cut off will not be accepted for processing.

Once you have uploaded all your receipts, please double check 
that you have that you have the correct amount uploaded.



Last, you will need to sign your form.  Use your curser/mouse if you are filling 
out the form on your desktop/laptop.  Sign with your finger if you are filling 

out the form on your mobile phone or tablet.

Once your Expense Report has been submitted, you will get this Thank You 
Page.  You will also receive a copy of your Expense Report emailed to the 

email address you provided.
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