Instructions on Copying from an Existing Expense Report:

Please note that if you are going to copy a previous expense report using Quick Start “An Existing Report”.  The report must be from the current fiscal year.  If the copied report is from a previous fiscal year the budget reference will be incorrect and the expense report will not budget check resulting in processing delays.

If you currently have an expense report that has been completed with a previous fiscal year, either delete the report and start over or fix as follows:

1. Click on the detail hyperlink on the expense line
1. Click “Accounting Detail” on the next page
1. Click “Add Chart Field Line”, which will copy the existing line
1. Enter the “Amount” and “Account” as appropriate (should be the same information from the line you are copying).
1. Verify that the “Budget Reference” reflects the current year 
1. Delete the original line
1. Click Ok
1. Repeat for every line on the expense report.

