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How to Modify an Expense Report 
While creating your expense report click Save for Later if you want to come back to the report to modify it again.  Once 
you click Summary and Submit, it is sent to your supervisor and you will no longer be able to modify unless you withdraw 
the report. 
 
Important: 
If a supervisor or prepay auditor finds an issue in a report they will send it back to the employee, and the employee will 
need to modify it. There will be NO adjustments made by supervisors or Payroll Coordinators. Expenses will not be paid to 
the employee until the expense report is approved by the supervisor and Payroll Coordinator. 
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Modifying a Saved Expense Report 
1. Access PeopleSoft Finance using the following link: https://starfin.wi.gov  
2. Log in to PeopleSoft Finance using your IAM account. 
3. Navigate to Expense Reports using the breadcrumbs below:  

 

4. Click Find an Existing Value tab. 

 
 

5. Enter your Employee ID to see all expense reports you have created or type in the Report ID or Name if known. 
6. Click Search. 
7. Click on the Report ID of the report you would like to modify. 
8. Make the changes you need. 
9. Click Summary and Submit at the top of the page. 

 

10. Place a check in the box to certify your expense and click Submit Expense Report. 

 

https://starfin.wi.gov/
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11. An Expense Report Submit Confirm page will pop up.  Click OK. 
12. You will be taken back to View Expense Report and will see a red confirmation message that your report has 

been submitted for approval. 

 

 

 
 
 

 
Modifying a Sent Back Report 

1. You will receive a system generated e-mail notifying you that your expense report has been sent back for 
modifications.  Click on the link to go directly to your report. 

 

OR 
If you did not click on the e-mail link, you can navigate to your report using the breadcrumbs below.  

 
 

2. Look at the approver’s comment in red ink at the top of the page.  Click on the comment to view the full 
comment. 

 

Employee Email 

Employee Name 

Employee Name 

Supervisor Name 
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3. Modify the issue identified. 
4. Click Summary and Submit. 

 
5. Your summary will pop up and you can click Submit Expense Report.  Notice the bottom Approval History 

shows the steps the report has gone through.  

 

Withdrawing a Submitted Expense Report  
Note: This can only be done if an expense report is pending approval. 

1. Navigate to Expense Reports using the breadcrumbs below:  

 

2. Your Employee ID should auto populate.  Click Search. 

3. Select the report you want to open by clicking on any of the links. 
 
 

Employee Name 
 
Employee Name 
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4. Click Withdraw Expense Report. 

 

5. Modify the item you want to change. 
6. Click Summary and Submit. 

 
7. Click Submit Expense Report. 

 

 

Employee Name 
 

  

 

Employee Name 
 

Employee Name 

 

Employee Name 
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