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HELPFUL HINTS 
 

  
 
From the expense tile in Firefly, locate the report. 
 

• If the report was a Zero $ trip: open the expense report and make a change such as adding a comment 
“Closing – no reimbursement” and save the report. The report status will then change from 

Approved 

Request to Open. Click the  to left of the report to select it and click . 
-or- 

• If the expense report has expenses that require a receipt, delete those lines but keep at least one expense 
type* that does not require a receipt. 

 
Checkmark the expense report line and click Cancel. 
 

 
 


