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There are several pre-defined categories to choose from. If what you need is not in the list, choose Company Defined.
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Table: Expense Categories* Click the checkboxes of the categories you need. Click Save

¥ &ﬁapnal Expenses "d SubCategory | Capital Expenses
2 @ [company Defned |51 | jers_ ¥ | 7] SubCategory [(Select..) v
3 1 [company Definea ||52 [Supp v [ SubCategory [(Select..) v

Note fields with a (*) are required. Other fields are optional. The code is what you will use during data entry and must be
unique.
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3. Click Save 2. Select the main category you want
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To add subcategories for any
Category, click on the
Subcategory button on that line
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**|f you already have Expense Categories entered when you get to the grid, but need to add more, click the Add button.
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