Emburse User Guide:
Delete an Expense Report

Step 1: Select the Expense Report

In the Expenses ribbon, on the Home Screen, click Draft or Returned, whichever folder the Expense Reportisin.
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Select the Expense Report that needs to be deleted.
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Step 2: Delete the Expense Report

The Expense Report will open to the right. Find and click Delete.

Eagle Orlanjlo FL 10/18/26

Archibald Eagle

Report Owner
P B 1965 - USI Mascat

Expense Report ID QADD55504004

Business Purpose Attending the CBA Conference to learn how TBD Software works for
the department.

Financial Summary

AMOUNT (USD) APPROVED (USD)
Total Expense Reported 2,248.00 0.00
Amount Due Employee 2,248.00 0.00
Applied Pre-Approval Report
DATE REPORT MAME AMT (USD)
10/28/2026 Eagle Orlando FL 10/18/26 0.00
Remaining Balance 2,248.00

The box below appears, asking, Are you sure you want to delete this expense report? Click Cancel or Delete.

Delete Report X

Are you sure you want to delete this

expense report?
Cancel Delete
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