
 

How to amend/withdraw an overtime & expenses claim 
 
This guidance will show you how to amend/withdraw a rejected overtime or expense claim.  
 
NOTE: If any lines of a claim are rejected by the line manager then the full claim will workflow 
back to the employee & will not process for payment until the employee either: 
 

• Option 1: Amends the rejected line/line(s) of their claim & resubmits 

• Option 2: Deletes rejected the line/line(s) of their claim & either resubmits or fully deletes 

 

Option 1: Amending rejected line(s) of an overtime/expense claim 
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Navigate to the task list icon at the top 
right of the screen & double click on the 
tasks you wish to action. 
 
 
 

Click into the field(s) which need to be updated & make the required amendment(s). 
 
 

Click on the blue ‘Send for approval’ 
button. The amended claim will now 
workflow back to the approver. 
 
 

The rejected line(s) will be highlighted in red & the line managers comments will show at 
the top of the screen. 
 



 

How to amend/withdraw an overtime & expenses claim 
 
 

Option 2: Deleting rejected line(s) of an overtime/expense claim 
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Click into the line(s) to be deleted & click the ‘Delete expense’ button 
 

For rejected claims which also include 
approved lines click on the blue ‘Send 
for approval’ button.  
 
For rejected claims where all lines have 
been deleted click on the ‘Delete’ 
button. 
 
 

The rejected line(s) will be highlighted in red & the line managers comments will show at 
the top of the screen. 
 

Navigate to the task list icon at the top 
right of the screen & double click on the 
tasks you wish to action. 
 
 
 


