
How	
  do	
  I	
  delete/edit	
  an	
  expense?	
  
To	
  delete/edit	
  an	
  expense	
  in	
  the	
  expense	
  log,	
  you	
  must	
  first	
  select	
  the	
  
“Expenses”	
  tab	
  from	
  the	
  top	
  of	
  the	
  screen.

	
  
1. You	
  can	
  only	
  delete/edit	
  expenses	
  that	
  you	
  have	
  created	
  and	
  
those	
  expenses	
  can	
  only	
  be	
  deleted	
  if	
  they	
  have	
  not	
  been	
  marked	
  
approved	
  or	
  rejected	
  by	
  your	
  co-­‐parent.	
  	
  In	
  the	
  dashboard	
  view	
  
you	
  will	
  see	
  your	
  open	
  expense	
  along	
  with	
  a	
  series	
  of	
  icons	
  next	
  to	
  
it.	
  	
  The	
  key	
  to	
  those	
  icons	
  is	
  at	
  the	
  bottom	
  of	
  the	
  “Latest	
  
Transactions	
  section.	
  

	
  	
   	
  
2. Select	
  the	
  expense	
  you	
  wish	
  to	
  delete/edit	
  by	
  clicking	
  on	
  the	
  title	
  
of	
  that	
  expense.	
  	
  If	
  you	
  wish	
  to	
  delete	
  it,	
  select	
  “delete”	
  and	
  if	
  you	
  



wish	
  to	
  edit	
  it,	
  select	
  “edit”.	
  	
  

	
  
3. In	
  the	
  edit	
  expense	
  window,	
  you	
  will	
  be	
  able	
  to	
  change	
  all	
  the	
  
pertinent	
  information.	
  	
  After	
  you	
  are	
  finished,	
  press	
  the	
  “Save	
  
Changes”	
  button.	
  	
  

	
  


