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EX.020.110 - Modifying an Expense Report
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to modify an expense report. An Expense Report must be in a pending status to be modified. In other words, you cannot modify a transaction after it has been submitted. You can only modify transactions that you have “saved for later” or that have been returned to you from an approver. 

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify what types of expense reports can be modified.
- Modify an expense report.




	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, we need to modify expense report 0000300045 by correcting the department on the first Expense Line to 1214400. When finished, we need to save the expense report for later. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x000003BB] 
	Click the Employee Self-Service link.


	2. [bookmark: ID0x000003BC] 
	Click the Expense Report link.


	3. [bookmark: ID0x000003BD] 
	Click the Modify link.


	4. [bookmark: ID0x000003BE] 
	We will search for all eligible expense reports so make sure the Search by Report ID field is empty.

Click the Search button.


	5. [bookmark: ID0x000003BF] 
	Only Expense Report that are in a Pending status will be displayed. This means that the report has either not been submitted (it was "Saved for Later"), or that it was returned from an approver.

	6. [bookmark: ID0x000003C0] 
	Click an entry in the Report ID column for the transaction you wish to modify.


	7. [bookmark: ID0x000003C1] 
	Examine the report for any changes that may need to be made.

For this exercise, you will need to adjust the department for the first Expense Line.

	8. [bookmark: ID0x000003C2] 
	Click the Detail link at the end of the first row.


	9. [bookmark: ID0x000003C3] 
	Click the Accounting Detail link.


	10. [bookmark: ID0x000003C4] 
	Click the Dept look-up button.


	11. [bookmark: ID0x000003C5] 
	This lunch expense will need charged to a different department than the rest of the expense report. Click the appropriate new Department in the Department column.

Click an entry in the Department column.


	12. [bookmark: ID0x000003C6] 
	Click the OK button.


	13. [bookmark: ID0x000003C7] 
	Click the vertical scrollbar to navigate to the bottom of the page.

	14. [bookmark: ID0x000003C8] 
	Click the Return to Expense Report link.


	15. [bookmark: ID0x000003C9] 
	Click the Check for Errors button.


	16. [bookmark: ID0x000003CA] 
	Click the Save For Later button.


	17. [bookmark: ID0x000003CB] 
	Congratulations. You have just completed the Modifying an Expense Report topic. Below is a summary of the key concepts of this topic:

- Expense reports that are in a pending status can be modified.
- You can modify transactions that you have “saved for later” or that have been returned to you from an approver.
End of Procedure.
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