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How can I add out of pocket expenses? 

To record expenses you’ve paid for personally, except for mileage in your own car which is dealt 
with separately, click New expense 

Choose Expenses from the My Money menu. 

The first time you do this you will be presented with create my first expense. 

Choose the user 

Make sure you have the right user selected, the person who spent this money personally, if more 
than one user is set up for your company. 

Click New Expense. 

Create New Expense 

Payment or refund 
Choose whether this was a payment or a 
refund. It'll usually be a payment. 

Category and VAT 
Choose the category for the expense. Make sure it's in the right area for VAT.  
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