How to recall a Pre-Approval or Expense
Report

LEWISFE%CLARK

STATE COLLEGE

1 For Pre-Approval look under Pre-Approval section
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2  Click here to view everything submitted
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3 Find the report that you want to recall and click once on it.

Remember if the report is already approved all the way you are unable to recall
the report.
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4  Click on recall icon
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Lewis-Clark State College

Test Grant and President approval 10K
G5015/2025 %Sf:‘; Report Owner Amy Bond
APPROVED
Created By Calahan McAlister
05/14/2025 0.00
Create Date 05/06/2025
05/13/2025 43.50 Pay Me Amount 11,000.00 USD
usD
PA Report ID QAQ001742608
05/08/2025 26.10
usp From Date 04/28/2025
To Date 05/06/2025
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5 Click here

Recall This Report?

This report will be moved to the draft list.




6 Going back to home screen to look at Expense Report recall
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7 For Expense Report look under Expenses section
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8  Click here to view everything submitted
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9  Find the report that you want to recall and click once on it.

Remember if the report is already approved all the way you are unable to recall
the report.
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Testing Return 1 line item and adjust allocat
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bt Report Owner @ Amy Bond
y
05/14/2025 55224 Submit Date 05/14/2025
uso
PENDING |
Expense Report ID QAD044521729
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Business Purpose return 1 line item and adjust allocation on one item
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EXPORTED
APPROVER DATE
05/08/2025 1.526‘13 Calahan McAlister 05/14/2025
us
Calahan McAlister 05/14/2025
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Tracking Summary



11 Click here

Recall This Report?

This report will be moved to the draft list.
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