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Deleting Expense Reports 
 

   Begin by navigating to the Expense Report Entry page. 
 
Employee Self Service  Travel and Expense Center 

 
    

Click Expense Report in the Main Page 

 
 

1.    
Click the Delete  link. 
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2.   Enter the employee id or name and click Search 

  
 
NOTE: Because this is employee self service, you employee id may default.   

3.   Expenses displays unsubmitted and denied expense reports for the employee ID that you entered on the 
search page. The system excludes submitted expense reports. You can delete denied expense reports 
even if a cash advance was applied to it. Expenses reinstates the cash advance when the approver 
denies the expense report. 

4.   

 
5.   Select expense reports to delete and click the Delete Selected Report(s) button 

6.   

 
Click the OK button. 
 

7.   End of Procedure. 


