
How to Modify an Existing Expense Claim 

 Sign in to PeopleSoft from our EAS Home Page 

 
 

 

 Go to Travel and Expense Center 

 

 

 Under Expense Report  select Modify 

 

 The next page should open with your employee ID already populated and then just hit Search. 



How to Modify an Existing Expense Claim 

 

 Any pending (not submitted) claims will show up and you can then select a report and make 

changes. 


