|
Amending or Deleting Expense ltems "8 Sandwel
[ |

Metropolitan Borough Council

The steps for amending expense items or deleting expense items from an expense

report will be detailed in this guide.

3. Amend or delete
the item

3

2. Select the
expense item

1. Navigate the
Expense Module

01 From your Oracle Fusion homepage navigate to the Me tab and select the Expenses application.

Good morning, Clarence Jules

Me Sale:

QUICK ACTIONS

You will be taken to the Travel and Expenses homepage. Here you will see all the expenses reports that you
have created. Select the expense report containing the expense item that you wish to amend or delete.
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Travel and Expenses

Expense Reports See All

Not Submitted Ready for Payment Processing
i

B

Create Report

Sandwell Aquatics Centre
ing

7.20 Gep tems 50.24 car

Available Expense ltems

+ Create item

% Nothing here yet
KL create expense item




| The expense report you selected will open and you will be able to see all the existing expense items in the

report. To amend or edit the report, tick the checkbox for the specific item then select Actions > Edit.

= ORACLE

Expense Report: EXPF000020523028 @

* Expense Approver Name | Julia Clar

v 7.20cBP
Expanss ltams (2)
Actionsv ||| < Create ltem
Date w Type w Amount w Merchant v ation Description w g
s: v 5.20 Su Bir N est M
@j [ a v 2.00 B lan rmingham !

It is important to select the checkbox of the specific item you wish to edit to amend, edit, or delete it.

= ORACLE

Expense Report: EXPF000020523028 @

Purpose | Travel to

Anachments

4 Report Total
Taock e 3 Payment Method | Electror v
Status Employer Pays You 7.20 GEF
* Expense Approver Name | Jula. Clarke - 7.2OGEF’
ave read and accepl the corporate irav
Expense ltems (2)
Actions | o Creata item
B
Amount Merchant Location ¥ Description
Remove
Duplicate - 5.20 s Subw

way Birmingham, West Midiands ﬁ
Jublic Transport v 2.00cs NX Bus West Miglands Birmingham, \

West Midiands
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m Edit the relevant field of the expense item that you wish to amend. In this example the amount is being
amended from £2.00 to £4.00. Once you have finished editing, select the Save and Close button.

= ORACLE [ =R ™ |
Bus & Tram Public Transport 12/0 2/ 4 »J | saveand Close | v |[ficancel

T

* Date | 12022024 fo Recept missing
* Template | SND Expense Other Than Mieag v
* Type [ Bus & Tram Putlic Transpot v b

* Expense Location | Brmingham. West Midands. | w | | £xampie format: #,##0.00;.#,#50.00

1
I 'AmoumiGBP Jool

Number of Days | 1
Daity Amount | 200 o8P
Reimbursable Amount 200 G8P '
Tax Code | v * Remarks | Bus fare to Sandwell Aquatics Ce
* Merchant Neme 1 NX Bus West Midlands * Home to Base | No [
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To delete an expense item from an expense report, tick the checkbox next to the item you wish to delete,
then select Actions > Remove. Acknowledge the on-screen warning and then select the Save button to
complete the delete process. The item has now been removed from the expenses report.

= ORACLE

Expense Report: EXPF0000205

Purpose | Travel to Sandwell Aquatics Centre for briefing 4 Report Total

Attachments  BUS TICKET docx e X Payment Method ‘Emom: v

Status  Saved Employer Pays You 9.20 GBP

* Expense Approver Name | Julia Clarke B 9.20cBP

| have read and accept the corporate travel and expense policies

Expense Items (2)

Actionsv | o Createltem  Add Existing
Amount v Merchant v Location w Description w
| Romove,
= unch v 6.20 cor Subway Birmingham, West Midiands
jublic Transport v 4.00 cer NX Bus West Midlands Birmingham. West Midiands
1
1

A Warning x
Expense items that you remove from this report will be available to add to fulure reports. Do you want to continue?

= ORACLE

Expense Report: EXPF000020523028

Purpose | Travel to Sandwell Aquatics Centre for briefing 4 Report Total
Attachments  BUS TICKET docx o 3¢ Payment Method | Electronic v
Status  Saved Employer Pays You  4.00 GBP b
“ Expense Approver Name | Julia Clarke v 4 00 GBP

| have read and accept the corporate travel and expense policies.

Expense Items (1)
Actions v \ o Createltem | Add Existing

Date v Type ¥ Amount w Merchant v Location v Description v
4.00 cep NX Bus West Midlands Birmingham, West Midiands

12/02/2024 Bus & Tram Public Transport v
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