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PURPOSE AND DESCRIPTION 
 
Purpose 
This document explains the key topics involved in delegating entry authority. It provides an overview of the sub-processes involved, 
as well as step-by-step procedural guidance to perform the activities. 
  
Description 
The key topics involved in the Delegating Entry Authority process are: 

• Topic 1: Travel Expense Processor to Assign Entry Delegation Authority 
• Topic 2: Delegated User to Delete Expense Report 
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TOPIC 2:  TRAVEL EXPENSE PROCESSOR TO ASSIGN ENTRY DELEGATION AUTHORITY 
 
Travel Expense Processor to Assign Entry Delegation Authority Procedure Steps  
 

Scenario: The agency Travel Expense Processor logs into STAR PeopleSoft and Assigns Entry Delegation Authority on behalf of the 
Employee.   Follow the steps explained below. 

Step Action 

1.  Travel Expense Processor logs into PeopleSoft. 

2.  

Navigate to Travel and Expenses > Manage Expenses Security > Authorize Expense Users 
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3.  
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4.  

 

5.  
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6.  

 

7.  
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8.  
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TOPIC 2: DELEGATED USER TO DELETE EXPENSE REPORTt 
Delete Expense Report Procedure Steps  
Follow the steps explained below. 

Step Action 

1.  

Navigate to: Employee Self-Service > Travel and Expenses > Expense Reports > Delete 
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2.  

A search criteria page will appear.  It will appear pre-populated with your own employee ID.  

 
 

3.  

Enter the Empl ID of the employee for the expense report that you are trying to delete.  A “No 
matching values were found” message will be displayed.  Do not try to search using the 
magnifying glass.  Click Search.  

 
 

4.  A listing of Expense Reports, that are in Pending status, come up.  Check the “Select” box for the 
Expense Reports that should be deleted, then push the “Delete Selected Report(s)” button. 
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5.  

Delete Confirmation page will come up letting you know that your deletion was successful.  Click 
OK 
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