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Procedure

In this topic, you will delete an expense report that was entered incorrectly.

FIU

Personalize Cantent | Lavout Heln
Menu 2

search:
®

- My Favorites

- Data Expansion Tools

- Employee Self-Service

- Manager Self-Service

- Supplier Contracts

[- Customers

[- Partners

[ Products

[- Cataloy Management

[ Promotions:

[- Customer Contracts

- Order Management

[ Pricing Configuration

(- Customer Returns

[ ltems

- Cost Accounting

[ Vendors

> Purchasing

[~ Imventory

[- eProcurement

[ Services Pracurement

[ Sourcing

[ Engineering

- Manufacturing Definitions

[ Production Control

> Configuration Modeler

> Product Configurations

[ Quality

- Demand Planning

[ Imsentory Policy Planning

- Supply Planning

[- Grants

[ Program Management

I- Project Costing

- Proposal Management

- Maintenance Management

- Resource Management

[- Lease Administration

[+ Staffing

[ Travel and Expenses

(- Travel Administration

> Billing

Step | Action

1. Click the Employee Self-Service link.
Employee Self-Service|
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FIU
[

> Service Request

[» Procurement

[» Assets

[ Travel and Expenses

~ Open Resource Requests
- Employee Project Center
- Btafiing Apply Online

— Trawel and Expense Center

- Manager Self-Service
(> Supplier Contracts

[- Customers

[ Partners

[ Products

[- Catalog Management

(- Promations

[- Customer Contracts

[ Order Managemeit

(> Pricing Configuration

(- Customer Returns

[ ltems

> Cost Accounting

[ Vendors

> Purchasing

- Inventory

- eProcurement

[- Services Procurement
(- Sourcing

(- Engineering

[- Manufacturing Definitions:
(- Production Control

(- Configuration Modeler
> Product Configurations
[ Quality

> Demand Planning

> Inventory Policy Planning
> Supply Planning

[ Grants

(> Program Management
(- Project Costing

(- Proposal Management
(- Maintenance Management
[- Resource Managerent
[- Lease Administration

[+ Staffing

> Travel and Expenses

Employee Self-Service

‘Open Resource Requests

Open Resource Reguests

Travel and Expense Center
=] Emnloyee Travel and Expense Certer

Assets

Use the self-service smployse rols to manage
asgets.

B Vieww Transier Assets

Employee Project Center

[=] #ccess the key areas for entering and viewing

project tesm mermber information

Service Request

Addd or manage sslf-servics Service Requests
[ Service Request Wizard

1 Service Request

Elbty Service Requests

Travel and Expenses
Submitieview sxpense reports, cash advance
requests, or fravel authorizations.
Uszer Preferences
Travel Services
Bty vusllet
6 More.

=

Edit "Employee Self-Service" Folder

Staffing Apply Online
Statfing Apply Onling

Procurement

Mariage reguistions, receiveing and schecule
interviews

EImanace Requistions

I Receiving,

[ igw Scheduled Interviews

Step

Action

Click the Travel and Expense Center link.

[Travel and Expense Center]

Click the Expense Report link.

xpense Report|

Click the Delete link.

Click the Search button.

Your employee ID will automatically be filled into the field. When you hit
search the system will bring up a list of un submitted or denied expense
reports associated with your ID.

Click the Select option.

Choose which Expense Report you wish to delete.

Click the Delete Selected Report(s) button.

This will delete all selected Expense Reports.
| Delete Selected Report(s) I
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Step | Action

8. Click the OK button.

9. Click the Home link.
 Home|

10. | Congratulations. You have successfully Deleted an Expense Report.
End of Procedure.
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