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Deleting an Expense Report

Step 1: Select the Expense Report

In the Expenses ribbon, on the Home Screen, click Draft or Returned, whichever folder the Expense Report is
in.

) chromeriver

Unused Items
0 Credit Card ltems

2 Receipts
VIEW ALL 2 UNUSED ITEMS

& FPre-Approval Create
Submitted
Last 90 days
Select the Expense Report that needs to be deleted.
= [E) chromeriver
E Drafts =
Eagle Orlando FL 9/19/21 - 08/12/2021 143800 a
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Step 2: Delete the Expense Report

The Expense Report will open to the right. Find and click Delete.

Eagle Orla FL 9/19/21

Archibald Eagle

Report Owner _
1965 - USI Mascot
Expense Report ID QA0023531754
Business Purpose Attending the CBA Conference to learn how ZYX Software works for the
department.
Financial Summary
Total Expense Reported 1.438.00 0.00
Amount Due Employee 1,438.00 0.00
Applied Pre-Approval Report
08/04/2021 0.00
Remaining Balance 1,438.00

The box shown below appears asking, Are you sure you want to delete this expense report?
Click Cancel or Delete.

Are you sure you want to delete this expense
report?

Cancel
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