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Change of iExpense Manager in 
CV360

Make sure to use either Chrome or Firefox as your browser

Payroll Coordinators



Change iExpense Manager

Select Show More from the 
My Client Groups Tab 
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Select the Change Assignment 
quick action
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Change iExpense Manager

Enter the Employee’s Name in the search field3

Select Change of iExpense Manager from the 

“Why are you changing this assignment?” drop-down list.

Then select Continue.
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Change iExpense Manager

Select a new manager from the 
iExpense Approver drop-down list 
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Important: Review all items on the 
Assignment page for accuracy!



Change iExpense Manager

Complete the Additional Assignment Info, Document Records and 

Comments sections as needed.
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Change iExpense Manager
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Select the Submit button to route the iExpense 
Approver change request for Manager Approval


