Expense Requests Enhancements — Rollout January 18, 2016

Page or scroll through, choose what you would like to learn about below, or click to see a demo.

Expense Line Upload from Spreadsheet (Paste from Excel) ﬂw
A “Paste from Excel” feature for SU and Non-SU Payee expense reports will let you upload expense lines from a spreadsheet.

Expenditure Type in Allocation Preferences (PTAE Favorites) b See Demo
You can now include Expenditure Type codes in your Expense Requests Allocation Preferences (favorites) for quick allocations of
expense lines to an entire PTAE.

With this enhancement, you can now set up complete PTAEs as Allocation Preferences and apply the preference to all applicable
expense lines at once. This eliminates or minimizes the number of lines for which an Expenditure Type code will have to be selected
from the dropdown list.

e Add an Expenditure Type to an Allocation Preference
e Apply an Allocation Preference that includes an Expenditure Type



http://fingate.stanford.edu/media/demos/expreq/exp_line_paste_xls/story.html
http://fingate.stanford.edu/media/demos/expreq/exp_type_alloc_pref/story.html
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Expense Line Upload from Spreadsheet (Paste from Excel) mw

Item Description/Why New Procedure System
Expense Line Description: Follow this new procedure to o—
Upload from Before beginning an upload cash and personal T s
Spreadsheet expense report for SU or credit card expense lines

This feature may
also be called
“Paste from Excel”
and is available
when entering
expense reports
for SU and Non-SU
payees.

Non-SU payees, you can
enter and organize the
cash and personal credit
card expense lines in an
Excel spreadsheet. Then,
when ready to enter the
expense report, copy and
paste the expense lines
from the spreadsheet
directly into the expense
report. This can be an
organizational and time-
saving feature.

Why:

This feature has been
requested by campus
users to speed up the
entry of expense reports
with many lines. For
example, expenses can be
entered into a spreadsheet
as incurred. Then, when
the expense report is
entered, the expense lines
data can be cut and pasted
from the spreadsheet into
the expense report.

from a spreadsheet directly
into an expense report.

e  Enter the expense
report as usual until
reaching the Transaction
Lines page

e On the Transaction
Lines page, click Paste
from Excel

Follow the directions on the
Paste from Excel screen.

e Click Download
Template

Transaction Lines [0.00]
Transaction Lines

Per Diem Expenses [0.00] Mileage Expenses [0.00]

Enter information for each expense. Add Details as needed.
Currency Converter - Open a currency converter website

Select Lines: | Duplicate Remove

Select All | Select None

Amount Details
Select Line Date Line Amount Expense Type Remarks (UsD) Details Required
B |2 =] + =
B |z & - =
Fl |2 & - C
e |4 B - =]
[ 5 B - =
B |s & hd =
B |z ] - El
SHE: & - =l
|| s =) - =
0| & - =
Add More Lines | [ Paste from bxcel | Update | Total 0.00
Select Lines: | Duplicate Remove
Directions:
= iy for e and personal @5 on the Lines page for U and Hon-5U Payes

Sxpenige ragod:
e 2

- £l and 53w 10 your computes |
SOroadsheot can be Lsed €1 contains Bate, Amount, Expinse Trpo, and Rensarks colimns (n Mat order). Thi
spreadsheet can cortain oltver columms as well

= Open Bie spreadsheet
« Eneer expense lines inlo e spreadshaet
= Date format must be comect
& Expense Typs name must be sxacly comedt
& Remarks Imaed o 740 characlers
1 Gy Wil all 23 in B
schudng the header ¢
pense Lines Upload wh 1 thve dube format used in the spreadsheet
- he Paste ko Clipboan and press Paste (Ciriv)
= The dats from e Spreacanes will SECEArin e Held, and an upload repon will display
= It arroes In e uplcad report, close the repar wincow, fix arrces in spreacshest, 3nd coppipaste again
= MURl3E SUCCRESNA 1088 10 Meporl window
= Cormplese T endry of axponss ling Details on o Transactions Lines page a3 nesded

1ot and cogy (C31-c) anly B Dabe, Amsount, Expense Type, and Remanks

Wour Excel date format 14-Mar2001 |

Pasté rom cipboara



http://fingate.stanford.edu/media/demos/expreq/exp_line_paste_xls/story.html
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Item Description/Why New Procedure System

H H Cpening ER220998.x. [t ]
e Open with Microsoft — o
Excel You have chosen to open:
| ER220998.xds

which ist Microsoft Excel 97-2003 Worksheet (12.5 KB)
from: https://ofluatstanford.edu:3088

I What should Firefox do with this file?

pen wi Microsoft Excel (default) -

() Save File

|| Do this automatically for files like this from now on.

l QK ]’ Cancel ]

Microsoft Excel B y [ty
e If a message about —
pOSSi ble corru pt file i\ Ttr.‘i!g‘;U’S::vn::tat"ud::éir:?g:y:\:;:?Rzzogga-B‘XIS‘ don't match. The file could be corrupted or unsafe. Unless you trust its source, don't open
displays, click Yes to [ e | [ we | [ new
open it anyway Was this information helpful?
A B C
1 |- Edit, copy and paste additional rows so the spreadsheet contains the desired Expense lines data
® The SpreadSheet 2 o Date format must be correct
temp]ate displays with 3 o Expense Type name must be correct (Alt + Arrow Down renders a dropdown)
d. ti t th t d 4 o Remarks limited to 240 characters
Irections a etopan 5 |- When ready with all expense lines data in the spreadsheet, select and copy (Ctrl-c) only the Date, Amount, Expense T
a row for each possib|e 5 | o Do Not select an entire row, only these 4 columns
. d 7 |- Go back to the Expense Lines Upload window and follow directions
eXpenSE type permltte 8 Date) Amount|Expense Type Remarks
9 14-Mar-2001 0.00|Adjusted Per Diem -
for the eXpense report 10 14-Mar-2001 0.00|Airfare
: 11 14-Mar-2001 0.00|Ancillary Airline Fee
category your enterlng 12 14-Mar-2001 0.00|Business Meal
13 14-Mar-2001 0.00|Business Meal with Alcohal
14 14-Iar-2001 0.00|Car Rental
15 14-Mar-2001 0 00|Conference Reqistration
16 14-Mar-2001 0.00|Employee Morale
17 14-Mar-2001 0.00|Gifts
18 14-Mar-2001 0.00{Human Subject Incentive
19 14-Mar-2001 0.00{Lodging
20 14-Mar-2001 0.00|Membership Dues
21 14-Mar-2001 0.00[Miscellaneous
22 14-Mar-2001 0.00|Qther Transportation
23 14-Mar-2001 0.00|STAP
24 14-Mar-2001 0.00{Subscriptions
25 14-Iar-2001 0.00|Travel Meals
26 14-Mar-2001 0.00(Travel Meals with Alcohol
27
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Item Description/Why New Procedure System
A B C
- Edit , copy and paste additional rows so the spreadsheet contains the desired Expense lines data
o Date format must be correct
o Expense Type name must be correct (Alt + Arrow Down renders a dropdown)

e Inthe spreadsheet,
enter and modify
expense lines data for

- When ready with all expense lines data in the spreadsheet. select and copy (Ctrlc) only the Date, Amount, Expense T'

1

2

4 o Remarks limited to 240 characters

5

[ o Do Not select an entire row, only these 4 columns

- Go back to the Expense Lines Upload window and follow directions

your expense report: 8§  Date Amount|Expense Type Remarks
9 04-Jan-2015 503.86|Airfare -
1. Date format must 10 04-Jan-2015 25.00|Ancillary Airline Fee baggage
11 04-Jan-2015 105.53|Car Rental -
be one Of the 12 04-Jan-2015 275.00|Conference Registration Leaming Solutions Conference
. . 13 04-Jan-2015 435.79|Lodging -
following: 14 0&Jan2015 35 65| Travel Meals
- - 15 04-Jan-2015 22.50|Travel Meals
14-Mar-2016 16 04-Jan-2015 55.25|Travel Meals with Alcohol
14-Mar-16
03/14/16
*3/14/16

2. Do not add a dollar
sign (S) to the
Amount field

3. Use exact Expense
Type name(s)—
spelling and case
must be correct

4. Remarks field is
limited to 240
characters (leaving
it empty is okay)

Note: Copy, insert, and n H H
delete Spreadsheet rows as 1 |- Edit, copy and paste additional rows so the spreadsheet contains the desired Expense lines data
d d 2 o Date format must be correct
needed. 3 o Expense Type name must be correct (Alt + Arrow Down renders a dropdown)
4 o Remarks limited to 240 characters
5 |- When ready with all expense lines data in the spreadsheet, select and copy (Ctrl-c) only the Date, Amount, Expense T!
b In the SpreadShEEtl [ o Do Not select an entire row, only these 4 columns
select and copy (Ctrl-c) 7 |- Go back to the Expense Lines Upload window and follow directions
8 Date| Amount|Expense Type Remarks
only the Date, Amount, 9 04-Jan-2015[ 503 86 Airfare E
an-, i ncillary Airline Fee aggage
10 04-Jan-2015 25.00|Ancillary Airline F b
Expense Type, and 11|04 Jan 2015 105.53|Car Rental E
an-; 1 onference Registration eamning Solutions Conference
k [ 12 04-Jan-2015 275.00|Confe Registrati Leaming Solutions Confe
Remarks columns, 13| pa-Jan-2015 435.79|Lodging -
: . 14 04-Jan-2015 35 65|Travel Meals -
(including the header 15| 0&Jan 2015 22 50|Travel Meals E
16 - E
rOW) 04-Jan-2015 55.25(Travel Meals with Alcohal __|
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Do Not select the entire row
_ onIy these 4 columns. Your Excel date format:

14-Mar-2001 H

14-Mar-2001

Paste from clipboard: 14-Mar-01
e Go to the Paste from *3/14/2001

Excel window 0314101

hd SeIeCt the date format Your Excel date farmat: 14-Mar-2001 :I
used in the spreadsheet

Paste from clippoard: Date  Amount Expense Type  Remarks
04-Jan-2015 503.86 Airfare -
H H 04-Jan-2015 25.00  Ancillary Airline Fee  baggage
L]
ClICk n the PaSte from 04-Jan-2015 10553 CarRental -
c“pboard f|e|d and press 04-Jan-2015 27500 Conference Registration Learning Solutions Canference
04-Jan-2015 43579 Lodging -
Paste (Ctrl-v). (The data 04-Jan-2015 3585 Travel Meals -
04-Jan-2015 2250  Travel Meals -
from the Spreadsheet 04-Jan-2015 5525  Travel Meals with Alcohol -
will appear in the field, :

and an upload report
will display.)

e Ifthere are errorsin the
upload report, close the
report window, fix the
errors in the
spreadsheet, and
copy/paste again

Upload completed

e Iftheuploadis
completed, click OK
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Item

Description/Why

New Procedure

System

Expense lines data is
automatically pasted into the
expense report.

e Complete the entry of
expense line Details on
the Transactions Lines
page as needed

e Complete remaining
expense report pages
and submit as usual

Important Note: Any Excel
spreadsheet will work as
long as:

e It contains these four
columns in this order:
Date, Amount, Expense
Type, and Remarks

e Datais entered in the
correct format for
upload

Excel templates are available
from within the expense
report transaction as
described above, or from
within the Expense Requests
How Tos and the Travel
section on Fingate.

Transaction Lines [1,458.58] Per Diem Expenses [0.00] HMileage Expenses [0.00]

Transaction Lines

Enter information for each expense. Add Details as needed.
Currency Converter - Open a currency converter website

Select Lines: | Duplicate Remove

Select All I Select Mone

Select Line Date

O

i i s e i R |

1
2
3
4
5
5

8

]

10

04-Jan-2015

04-Jan-2015

04-Jan-2015

04-Jan-2015

04-Jan-2015

04-Jan-2015

7 04-Jan-2015

04-Jan-2015

Add More Lines |

Amount Details
Line Amount Expense Type Remarks (usD)|Details Required

@ s503.85 Airfare - 503.86) & ves
& 2s.00 Andilary Airline Fee - baggage 25000 & Mo
& 105.53 Car Rental - 10553 & Yes
[ 275.00 Conference Registration | Leaming Solutions Conference 275000 & Mo
& #35.79 Lodging v 43579 [E Yes
& 3565 Travel Meals - 35650 & Mo
E 2250 Travel Meals - 250 E Mo
@ 5525 Travel Meals with Alcohol — « 55.25) [& |Yes
B - B

@ - =

Paste from Excel |

Select Lines: | Duplicate Remove

Update Total 1,458.58
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Expenditure Type in Allocation Preferences (PTAE Favorites): ﬂw

Add an Expenditure Type to an Allocation Preference

Allocation Preferences
(favorites) for quick
allocations of expense lines
to an entire PTAE.

Why:

Previously, you could set up
only a PTA in Allocation
Preferences. Expenditure
Type codes were not part of
the preference and had to
be selected for each line
during the allocation step
while entering a transaction.

With this enhancement, you
can now set up complete
PTAEs as Allocation
Preferences and apply the
preference to all applicable
expense lines at once. This
eliminates or minimizes the
number of lines for which an
Expenditure Type code will
have to be selected from
the dropdown list.

e  Click Preferences in
the upper-right corner
in the Expense
Requests system

e Select Expense
Requests Preferences >
My Allocations

Allocation Preferences now
have an optional
Expenditure Type field.

You can:

e Add an Expenditure
Type to an existing
Allocation Set, or

e (Createanew
Allocation Set and
enter the Expenditure
Type along with the
Project, Task and
Award.

Item Description/Why Procedure System
Add an Description: Follow this procedure to
Expenditure Type | You can now include specify an Expenditure
to an Allocation Expenditure Type codes in Type code in an Allocation
Preference your Expense Requests Preference: Contact Us Help Return to Portal Logout @ Preferences

| Expense Reguests -

General
® | Display
Preferences

®  Access Requests

®  Manage Proxies

Expense Requests
Preferences

®  General
® My Approvers
® My Events

Wy Allocations: Wy Allocations >

Create an Allocation Set for PTAs you use frequently.

My Project Allocation Sets

Cancel Revert Save Apply

Line Allocation Name *Project *Task *Award

i Q Q Q

Expenditure Type

Split Criteria Duplicate Remove.
Q e} [E4

Add Allocation Set



http://fingate.stanford.edu/media/demos/expreq/exp_type_alloc_pref/story.html
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Item Description/Why Procedure System
° Enter the PrOjeCt, TaSk, Wy Alocations: My Allocations. >
Awa rd, and Create an Allocation Set for PTAs you use frequently. — Revert — —
roject Allocation
EX p en d |t ure Typ e co d e/ L'l’:llve';lk“)mt?nn Namesg‘s *Project *Task *Award Expenditure Type lsplit Criteria Duplicate Remove
h . th e 1 Training - ravel allow 1139729 Q1 Q amene QG 52410-DOMESTIC TRAVELL G £ ®
or search using Trsing Trsing P Gt 4 Opmating B

magnifying glass
e Click Save or Apply

Note: Allocation Sets with
split criteria can have a
different Expenditure Type
for each PTA in the split, if
desired.

Add Allocation Set




Expense Requests Enhancements — Rollout January 18, 2016

Apply an Allocation Preference that includes an Expenditure Type

Item Description/Why Procedure System
Apply an Description: Follow this procedure on
Allocation With this enhancement, you | the Allocations and —

Preference that

includes an

Expenditure Type

can now apply a complete
PTAE Allocation Preference
to all applicable expense
lines at once. This eliminates
or minimizes the number of
lines for which an
Expenditure Type code will
have to be selected from
the dropdown list.

Why:

Previously, Expenditure
Type codes were not part of
the preference and had to
be selected for each line
during the allocation step
while entering a transaction.

Approvers page:

e Select the PTAE
preference from My
Allocations

e Select the expense
line(s) to which the
PTAE should be applied

e Click Apply

Allocations and Approvers

Select Limes: | Update Allocakions.

Task  Award

Fapreditiore Type
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Item Description/Why Procedure System
Here is how the Project Task Award Expenditure Type
Expenditure Type will be
applied: 1139729 Q 1 Q asene | Q 52410 - Domestic TravelLodging Allow =
Training Training RO Ganl Fd Operating Budgst
. 1139729 Q, |1 G lamene G 52410 - Domestic Travel/Lodging Allow
!f the E)Ependlture Type m— e .
is permitted for the 1139729 Q|1 Q amee | Q 52410 - Domestic TraveljLodging Alow
selected expense type, | |z== Trsiing £F0 Gard 7o Cpmratiog Bt
the Expenditure type 1139729 Q |1 Q, amene | G 55130 - Books Pubs Non Library =
WI” bea Iied Training Training RO Genl Fd Opsrafting Butigst
Pp 1139728 Q, 1 Q, asenp | G 52410 - Domestic Travel/Lodging Allow
aUtomatlcaIIy along Training Training CRD Genl Fd Oyperating Budgel
with the PTA 1139729 Q |1 Q |asee G 52310 - Alcoholic Beverages Unalw
Training Trauning CRQ Genl Fd Operating Budg=l
1139728 Q, 1 Q, asenp | G 52310 - Alcoholic Beverages Unalw
Training Trsining CFOD Ganl Fd Oparating Sudgst
1139729 Q |1 Q, asene G 52310 - Alcoholic Beverages Unalw -
Training Training RO Genl Fd Operating Budgst
;1139729 Q, 1 G, asenp | G
Training Training CFOD Gand Fd Opmrating Sudgst
If the Expenditure Type
. Project Task Award Expenditure Type
is not permitted for a
selected expense type, Q Q Q
. . 1139725 1 AABMP 52410 - Domestic Travel/Lodging Allow -
the PTA will be applied, | " e e s ot e
but: 1139729 Q|1 Q, |amenP | G 52410 - Domestic Travel/Lodging Allow
O The Training Training RO Gerl 7 Openating Budgst
Expenditure 1139729 Q |1 Q, |asene | G 52410 - Domestic TravelLodging Alow =
N . Training Traning CRD Genl Fd Operating Budget
Type field will
ype . eld 1139725 Q, |1 Q, |amenp | G 55130 - Books Pubs Non Library
remain blank, | | Ty 70 G £ Opmating Bt
and the 1139729 Q 1 Q, |amene | Q 52410 - Domestic TravelLodging Alow
prepare must Trsining Trsining CFO Gend Fil Qperafing Buget
1139729 Q |1 Q, amewp QG 52310 - Alcoholic Beverages Unalw
Choose from Training Training CFD Gan] Fd Operating Buget
the dropdown 1139728 Q |1 Q, amep | Q 52310 - Alcoholic Beverages Unalw
OR Training Training CFD Genl Fd Operating Budget
0 The default 1139729 Q |1 Q, |amBnp | Q 52310 - Alcoholic Beverages Unalw
Ex enditure Training Training CFO Genl Fd Operating Budgst
P . 1139729 Q 1 Q, |amenp | G
Type WI” Trsining Training CFO Genl Fd Operating Budget
remain

10
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Item

Description/Why

Procedure

System

Important Note: Preparers
should verify that the
desired Expenditure Type
has been applied to each
expense line before
submitting a transaction.

Warning: Expenditure
Types cannot be specified
using the Update
Allocations function.

11
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