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1. DOCUMENT CONTROL

1.1 Change Record

Date Author Version Change Reference:
23 June 2017 Reah Mae Supnet 1.0 Initial
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2. Description

Manual ID UMFMIEOO7 v.1

Manual Name Withdrawing and Resubmitting an Expense Report

Information System Financial Management Information System

Functional Domain Internet Expenses Module

Responsibility Internet Expenses

Purpose To allow expense report originators to withdraw a previously
submitted Expense Report, do the needed revisions and have it
resubmitted

Data Requirement Details of the liquidation or closing of petty cash to be included or
updated

Dependencies Previously submitted Expense Report

Scenario The expense report originator needs to revise or update details of

an expense report but it was already submitted for approval
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Step 1. Go to uis.up.edu.ph

Step 2. Log-in your credentials
(e.g. username and password )
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Step 3. From UIS Home Page
proceed to Main Menu and
choose the Internet Expenses
responsibility
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The Expenses page has 3
sections:

- Track Submitted Expense
Report which contains
submitted and paid Expense
Reports,

- Update Expense Report
which contains in process and
withdrawn reports and

- Notifications
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Step 4. In the Track Submitted
Expense Reports section select
the expense report to be
withdrawn, click the Withdraw

icon () on the right most side
of the page
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Step 5. A warning page stating
that if withdrawn the expense
report will need re-approval and
that it will be moved to the
Update Expense Reports
listing, to proceed click the Yes
button

A Confirmation that the
withdrawn expense report is
ready for editing/updating will
appear.
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Step 6. the withdrawn expense
report can now be found in the
Update Expense Report
section.

Here you may Update,
Duplicate or Delete the
expense report.

To make necessary adjustments
in the expense report you may

click the Update icon ( )
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and edit the General information
- Name / supplier name

- Responsibility center

- Purpose

- Payee name

- Special code

- Expenditure type

You may also edit the
distribution or break down details
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and/or add additional
attachments
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Step 7. After, proceed in
resubmitting the expense report
by clicking the Submit button.

The approval path of the
expense report may be viewed
by clicking the Approvers tab.

After clicking the submit button
a confirmation message with
the expense report number will
appear.
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Here is a sample page of the
edited expense report.

DISCLAIMER: The screenshots in this document
are for illustration purposes only and may not be
the same as the final user interface.
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