
To Copy a report that hasn’t been submitted, from the View Reports link check mark the box next to the 
report and click the Copy Report button to the right.  

 

When this box appears, change the report name if desired (as expenses should be the same, there 
should be no reason to change the dates) 

 



When the new report is made, the system will take you right into it. 

Copying a report will NOT copy over receipts or Amex charges.  To import Amex charges, delete the OLD 
report, this will free up the American Express charges making them available to import into the new 
report.  Receipts will need to be re-attached. 

 

 

 


