To amend a claim saved at draft please
complete the following steps:

1.

7.

Log in to Agresso, using your
name & password.

Choose Time & Expenses from
the menu on the bottom left of
the screen.

Choose Expenses — Travel
Expenses from the top left of the
screen, this will open a new
expense claim screen.

On the end of this screen Choose
the Open icon, this opens a list of
any expenses that are either
saved at draft or are outstanding
awaiting approval/payment.
Click on the claim you wish to
amend and it will open in the
expense claim screen.

Change the claim from Draft to
Ready and make any other
amends that are required.

Press save.

A “Quick Guide to entering an

expenses claim” is available on

Agresso Support if you have any

queries.
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