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Editing and Resubmitting Returned Reports 
When an approver or auditor returns your report, address the concern fully and send 

additional information. 

1. Log into Oracle from a District computer. 

If you are logging in outside of the district firewall 

use the following link https://Disdops.dallasisd.org . 

 

 

 

 

2. Review your Worklist. Select the 

expense:  

  

 

 

 

 

 

 

3. Read the message 

If you can clearly answer this 

request by typing the answer in 

the additional information box, 

type the answer and click Send 

Additional Information. 

 

If you cannot answer properly 

with text, click Return to worklist 

and continue to step 4.  

 

 

 

 

 

4. Open iExpense. 
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5. Click the report number to update your expense report. 

 

 

 

 

6. Your report is already submitted, 

and temporarily passed back to 

you.  

 

The only change you can make 

is attachments. Review current 

attachments and add new 

attachments to the expense 

report. 

 

 

7. Click Return 

 

 

 

8. At the bottom of the landing 

page is your notifications 

section. Click the link for the 

expense report. 

 

9. Enter a thoughtful comment 

about the request and adjustment. 

 

 

10. Click Send Additional Information. 

 

 

 

 

11. On the main page you will now see the current approver has changed to the person who 

asked you for additional information. 


