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Objective: A manual adjustment is used to adjust a portion of an expense report such as reducing an expense. 

This quick guide will explain the steps to create a manual adjustment.   

 

1. Select Manual Adjustment under Expense Types. 

Note: A manual adjustment should be used when adjusting down an expense and should not be used in place of 

expenses such as lodging and M&IE. For expenses that do not fit into a category use the Miscellaneous expense 

type. 

 
2. Enter the amount of adjustment (if you are deducting money ensure a negative sign is included before the 

amount). 
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3. Include a comment providing a reason for the manual adjustment.  

 

 

4. Click Save. 


