EXPENSE REPORT: EDIT COST OBBREREB®D

Updated OctobeB, 2018

HELPFUHINTS

x If the cost object or WBS needs to be changeah expense report, the financial approwdf return the
request for changes and include informatiadhercomment section.
X The traveler and delegate (if applicable) will receive an email informing them of the returned expense

report.

EDIT ACOSTOBJECT ORVBS

To edit a cost object of WBS omnetdurnedexpense report;lick on the Expenses t&ick on the returned
expense report.

Click on theDetai/lddropdown menu and sele®eport Header
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EXPENSE REPORDIT COST OBJECR WBS

UpdatedOctober 2, 2018

Make changes to the cost object type (if applicable) then start typing the cost center or WBS in the cost objec
and a list will be displayed to select fr&wven if the complete cost object is entered, the appropriate cost object
must be seléed from the dropdown list before the chosen value will be applied.

Tip:the dropdown list is filterdhsed on actual data entered. To access your campus list, start typing tl
beginning numbers of the cost object (e.g. begin to type “2” for UNL, “3” for UNMC, “4” for UNO, “5” for
UNK, “6” for CSC, “7” for PSC, “8” for WSC and “9” for UNCA or NSC System Office).

Click on

Tip:If a cost object or WBS needs to be editeallocatedfor an individual expense, cliok that
expense and update the information. Remember to click on.

When finishe@diting the expense report, click on
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