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Deleting a Pre-Approval

Step 1: Select the Pre-Approval

In the Pre-Approval ribbon, click Draft or Returned, whichever folder the Pre-Approval is in.
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Select the Pre-Approval that needs to be deleted.
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Eagle Orlando FL 9/19/24 _ 03/07/2024 1,983.00
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Step 2: Delete the Pre-Approval

The Pre-Approval Header will open to the right. Click Delete.

Eagle Orlajo FL 9/19/24

Report Owner Archibald Eagle

Created By Patricia Tieken

Create Date 03/07/2024

Pay Me Amount 1,983.00 USD

PA Report ID QADO01308449

From Date 09/19/2024

To Date 09/22/2024

Business Purpose | am attending the CBA Conference to leamn how ZYX Software works for

the department.

Expense Summary

Airfare 650.00
Baggage Fee 80.00
Lodging 500.00

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

Are you sure you want to delete this item?

Cancel
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