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Logging into ExpenseMe

First time users will need to reset their ProMaster password to access the app.

Resetting your ProMaster password does not change your UniSA network ID and password. For security purposes, do not reset your password to your UniSA password.
A PIN will need to be set for future access.

ExpenseMe is available from the Apple Store and Google Play Store. Ensure you are using the current version.

Current version of the app

ExpenseMe

Old version of the app

N/@

Forgot Password

Usarnama
Usarname

Emall Address

Password

Step 1.

Select Forgot Password on the .
ExpenseMe app homepage. Sign In
Step 2. B

Enter your UniSA network username and
UniSA email address. Select Continue.

Step 3.
A temporary password will be sent to your
email. Select Ok.

Forgot Passwi

You will racaive an emai shortly stating your new
password,

31 AM
p promaster@inlogik.com

ProMaster Automatic Password Generation

Your ProMaster password has been set to: PeE220

Please do not respond to this email.

Need further help? Please contact your local ProMaster Administrator Last modified: 7/01/2020



https://i.unisa.edu.au/siteassets/staff/finance/forms/admincentrecontrollerlist.pdf
https://i.unisa.edu.au/siteassets/staff/finance/forms/admincentrecontrollerlist.pdf
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Step 4. L 4 Create PIN
In the app, enter your UniSA
PIN

network ID and the temporary 4 ‘ ‘

# Canfirm PIN

email. Click Sign In.

Step s. ]
Create a PIN. Select Set PIN
Sign In

Change Password

Please enter your CURRENT password and your NEW
password twice.

Step 6.

Enter PIN and select Enter.
Current Password
Step 7.

Enter your current temporary
password, then a new
password of your choice. Your
new password must have a
minimum of 6 characters (5
alpha, 1 numeric, no special
characters).

New Pazsword

Confirm Password

Securty Level: Password Character Reuse % (30),
Passward History Days (450). Password Expiry (30,
Minimum Password Length 8)

Do NOT use your UniSA

Change Fassword
password. ang >

Click Change Password.

Step 8.
Your ProMaster homepage will display. E Expenses o

To Acquit Credit Card Transactions.

Make a Claim

a Capture Receipt
E Receipt Wallet

To Create a Staff Reimbursement Claim.

To Add a receipt to the Receipt Wallet.

Need further help? Please contact your local ProMaster Administrator Last modified: 7/01/2020



https://i.unisa.edu.au/siteassets/staff/finance/forms/admincentrecontrollerlist.pdf
https://i.unisa.edu.au/siteassets/staff/finance/forms/expense_me_acquitting_credit_card_transactions.pdf
https://i.unisa.edu.au/siteassets/staff/finance/forms/expense_me_acquitting_credit_card_transactions.pdf
https://i.unisa.edu.au/siteassets/staff/finance/forms/expense_me_create_staff_reimbursement.pdf
https://i.unisa.edu.au/siteassets/staff/finance/forms/expense_me_create_staff_reimbursement.pdf
https://i.unisa.edu.au/siteassets/staff/finance/forms/expense_me_adding_receipt_to_receipt_wallet.pdf
https://i.unisa.edu.au/siteassets/staff/finance/forms/expense_me_adding_receipt_to_receipt_wallet.pdf

