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EX.020.111 - Deleting an Expense Report

Trigger:

Concept

This topic demonstrates how to delete an expense report. An expense report can only be deleted if it has been “Saved for Later” or if it has been canceled. Reports which have been “Submitted for Approval” cannot be deleted by the traveler unless they are sent back by an approver/manager.

Topic Objectives:
Upon completion of this topic, you will be able to:

- Identify which expense reports can be deleted.

- Delete a travel authorization.

	Assumptions

	


	Dependencies/Constraints

	


Additional Information

Procedure

For this topic, we need to delete expense report 0000300028. Let’s see how this is done.

	Step
	Action

	1.  
	Click the Employee Self-Service link.
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	2.  
	Click the Expense Report link.
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	3.  
	Click the Delete link.
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	4.  
	Select the checkbox of the transaction you wish to delete. 
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	5.  
	Click the Delete Selected Report(s) button.
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	6.  
	Click the OK button.
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	7.  
	Congratulations. You have just completed the Deleting an Expense Report topic. Below is a summary of the key concepts of this topic:

- Expense Reports that have been “Saved for Later” or that have been canceled can be deleted.

- Expense Reports that have already been “Submitted for Approval” cannot be deleted by the traveler unless they are sent back by an approver/manager.

Note: Please click here to proceed directly to the chapter quiz. The quiz will cover the entire chapter, so if you have not finished all of the topics in all of the lessons yet, please do so and complete all lesson review questions in this UPK Player to prepare for the quiz.
End of Procedure.
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