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	Withdraw a Submitted Expense Report
	This job aid will help you withdraw an Expense Report that has been submitted.
An Expense Report can be withdrawn once it has been submitted into workflow and has a “Submitted” or “Submitted for Approval” status. An Expense Report can not be withdrawn once it has been approved by at least one approver. If the Expense Report needs to be modified, the approver must use the Push Back button.


	1.1
	Navigate to: Main Menu>Travel and Expenses>Travel and Expense Center>Expense Report>View
From the Search Page, select the Realtime Search tab.

Use one of the Search Criteria fields to search for the Expense Report you want to withdraw. Enter your search information and click Search.

For this example, we will search using the employee’s Empl ID.
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	1.2
	All the Expense Reports for the employee are shown under the search results.

Reminder: Only Expense Reports in a “submitted” report status can be withdrawn.

Click on the Expense Report you want to withdraw.
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Search Results
View Al Fist @ 1202 @ Last

ReportlD ReportDescription  Name  EmpliD  Report Status Creation Date
0000241817 Conference in Dalias Stark Tony KSI2TEST2 Submitted  10/10/2015
0000241815 Testing 92 ‘Stark Tony KSS2TEST2 Pending  10/03/2015






	1.3

	The View Expense Report page opens. This report is in a “submitted” status and is eligible to withdraw.
Click the Withdraw Expense Report button.
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Business Purpose Conference Report 0000241517
Description Conference i Dalas Created 1011012015
Reference Last Updated 10/1012015
Totals @ & View Printable Version B View Analytcs
Employee Expenses (1 Line) 250.00 USD Non-Reimbursable Expenses
(Cash Advances Applied 0.00 USD Prepaid Expenses

Amount Due to Employee 250.00 USD

¥ By checking this box, I certify with expense policy.
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	1.4

	After you click the Withdraw Expense Report button, a message will appear confirming that your Expense Report has been withdrawn from the approver’s queue.
When you click the Refresh Approval Status button, you will see that the report status has returned to “pending” status. You can now edit the Expense Report and re-submit as normal.
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Tony Stark.

Your expense report 0000241817 has been withdrawn from the approver's queue.
‘Business Purpose Conference Rep
Description Conference in Dalas Crea
Reference Last Upda
Totals (2 & View Printable Version W View Analyt
Employee Expenses (1 Line) 250.00 USD Non-Reimbursable Ex|
(Cash Advances Applied 0.00 USD Prepaid Ex|

Amount Due to Employee 250.00 USD

¥ By checking this box,  certify the expenses submitted are accurate and comply with expense.
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	End of Job Aid.
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