
 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

Go directly to your Expense - Expense Reports - Expense Report. Go to "Query" at the far 

right of the page - Select "Query" again then under "Query Condition" select "Status" on 

the scroll-down menu then select "Query" at the bottom again. 

1 

2 

3 

4 

How to make Expense Report Corrections 16 Nov 2022 



 

 

It will take you to Query View where you will select the Expense Report ID that needs to be 

corrected. Make the correction on that screen where Gary instructed. Most of you will be making 

corrections under "Description" or "Purpose". Make the correction and "SAVE". The "Save" 

button is highlighted in the top left corner. After that close out. 


