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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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• In the Claimed Expenses Section, use the Delete button to remove all expenses 

that would include a location

• This includes lodging and per diem meals

• Once you have clicked Delete for an Expense a Red X will appear next to it. 

• If an expense was erroneously deleted prior to saving the expense report, use the 

Undelete button

• Click the Save and Continue button in the upper left corner of the screen



How to Change the Location

• Click on the Locations tab at the top of the report
• Use the Add Location button to add the correct location. At this point, do NOT 

change the dates
• Save and continue the report

© 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc. 9



Changing a Location on Expense Reports

© 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc. 10

• Change the dates of the correct location to reflect the dates of the whole trip

• Highlight the incorrect location and use the Delete button to remove the location.

- A red “x” will be next to the deleted location

• Save and continue the report by clicking the button in the upper left corner

• Return to Claimed Expenses and re-enter previously deleted expenses

• Click save and continue in the upper left corner

• Submit the report
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