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PURPOSE AND DESCRIPTION 
 

 
Purpose 
This document explains the key topics involved in copying an existing expense report. It provides a step-by-step 
procedural guidance to perform the activities. 

 
Description 
The key topic involved in the Copying an Existing Expense Report process is how an employee can copy an already 
existing expense report into a newly created report. 
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TOPIC 1: COPYING AN EXISTING EXPENSE REPORT 
 

 

 
COPYING AN EXISTING EXPENSE REPORT Procedure Steps 
Scenario: The employee frequently has similar travel transactions Follow the steps explained below. 

 

Step Action 

 
1. 

Navigate to Employee Self-Service > Travel and Expenses > Expense Report > Create/Modify. 

 
 

 
 
 
 
 
 
 
 
 

2. 

Be sure that the Add a New Value tab is selected. Your employee ID will default in. 

3. Click Add. 

 
 
 
 
 
 

4. 

The Quick Start option in the header section of the expense report allows you to populate the expense 
report with existing expense reports/transactions. In the Quick Start dropdown, click An Existing 
Report. 
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5. Click the Go button. 

 
 
 
 
 
 
 
 
 

6. 

A new window will be displayed. A date range will be populated along with a list of existing expense 
reports.  The date range can be modified to limit or expand the number of reports that are displayed. 

 
 
 
 
 
 
 
 
 

7. 

Decide which report you want to bring in to populate the new report.  Click Select. 
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8. 

The existing report’s transactions are now populated in the new expense report. 

9. Make the changes to the information as needed, i.e. dates, description, amounts, etc. 

10. Click Save for Later or Summary and Submit. 
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