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• To find previous expense reports click “query”
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• Once you click on the query box a pop-up will come up stating 

you have unsaved changes, click okay

• When the query box pops-up click find



How to Query

• You will then see the list of your reports

• Click on the report you would like to edit or review and click the “form” button 

at the top right
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• Click on “Default Charges”

• Click “New” at the right-hand side of the screen
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• Click on the magnifying glass to select the new charge code

• Follow the Charge Tree to find the new charge code
• Click “select” to add it to the report
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• The Default Allocation % for each code will now show as 50%. You do not

need to change these numbers.

• Save and Continue in the upper left corner of the screen
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• Please provide an explanation for the changes made to your expense report if 

prompted by Costpoint click the apply button. Your expense report will revert to 

“Draft” status.



How to Change the Charge Code

• Scroll down to the Claimed Expenses section of your report and Click 
on “Charge Allocations Under Ceiling”.  This is in the lower right side of 
the screen

© 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc. 12



How to Change the Charge Code

© 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc. 13

• In the Percentage column, manually change the percentage for the old code to 

0.00%, and change the percentage for the new code to 100.00%

• Select Billable or Non-Billable under “Expense Charge Type,” depending on the 

type of expense. If you are unsure, ask your supervisor which to choose

• Click Save and Continue in the upper left corner of the screen. Please include a 

revision explanation if prompted

• Complete this step for each claimed expense in your report that should be 

allocated to the new charge code
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• Save and Continue after each claimed expense is updated to the new charge

code in “Charge Allocations Under Ceiling”

• The expense report will revert to draft status, if it is not already in draft. 

Please click the Submit button when all the corrections have been completed
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