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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)   
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)   
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. 
 

• Add an Expenditure Type to an Allocation Preference 
• 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)    
Item Description/Why New Procedure System 

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

Description: 
Before beginning an 
expense report for SU or 
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. 
 

Follow this new procedure to 
upload cash and personal 
credit card expense lines 
from a spreadsheet directly 
into an expense report. 
 
• Enter the expense 

report as usual until 
reaching the Transaction 
Lines page 
 

• On the Transaction 
Lines page, click Paste 
from Excel 

 
 
 
 
 
 
Follow the directions on the 
Paste from Excel screen. 
 
• Click Download 

Template 
 
 
 
 
 
 
 
 

 
 

 
 

 

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

Excel 
 
 
 
 
 
 
 
 
 
 
 
• If a message about 

possible corrupt file 
displays, click Yes to 
open it anyway 

 
 
• The spreadsheet 

template displays with 
directions at the top and 
a row for each possible 
expense type permitted 
for the expense report 
category your entering 
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Item Description/Why New Procedure System 
 
 
• In the spreadsheet, 

enter and modify 
expense lines data for 
your expense report: 
1. Date format must 

be one of the 
following: 
14-Mar-2016 
14-Mar-16 
03/14/16 
*3/14/16 

2. Do not add a dollar 
sign ($) 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 
delete spreadsheet rows as 
needed. 
 
• In the spreadsheet, 

select and copy (Ctrl-c) 
only the Date, Amount, 
Expense Type, and 
Remarks columns, 
(including the header 
row) 
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Item Description/Why New Procedure System 
Do Not select the entire row 
- only these 4 columns. 
 
• Go to the Paste from 

Excel window 
 

• Select the date format 
used in the spreadsheet 

 
• Click in the Paste from 

Clipboard field and press 
Paste (Ctrl-v). (The data 
from the spreadsheet 
will appear in the field, 
and an upload report 
will display.) 

 
 
• If there are errors in the 

upload report, close the 
report window, fix the 
errors in the 
spreadsheet, and 
copy/paste again 
 
 
 
 
 

• If the upload is 
completed, click OK 
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Item Description/Why New Procedure System 
 
 
 
Expense lines data is 
automatically pasted into the 
expense report. 
 
• Complete the entry of 

expense line Details on 
the Transactions Lines 
page as needed 

 
• Complete remaining 

expense report pages 
and submit as usual 

 
Important Note: Any Excel 
spreadsheet will work as 
long as: 
• It contains these four 

columns in this order: 
Date, Amount, Expense 
Type, and Remarks 

• Data is 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. 
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Expenditure Type in Allocation Preferences (PTAE Favorites):   
Add an Expenditure Type to an Allocation Preference 

Item Description/Why Procedure System 
Add an 
Expenditure Type 
to an Allocation 
Preference 

Description: 
You can now include 
Expenditure Type codes in 
your Expense Requests 
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. 
 

Follow this procedure to 
specify an Expenditure 
Type code in an Allocation 
Preference: 
 
• Click Preferences in 

the upper-right corner 
in the Expense 
Requests system 

 
• Select Expense 

Requests Preferences > 
My Allocations 

 
 
 
Allocation Preferences now 
have an optional 
Expenditure Type field. 
 
You can: 
• Add an Expenditure 

Type to an existing 
Allocation Set, or  

• Create a new 
Allocation Set and 
enter the Expenditure 
Type along with the 
Project, Task and 
Award. 

 
 
 

 

 
 

 
 

 
 
 
 
 

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, 

Award, and 
Expenditure Type code, 
or search using the 
magnifying glass 

 
• Click Save or Apply 
 
Note: Allocation Sets with 
split criteria can have a 
different Expenditure Type 
for each PTA in the split, if 
desired. 
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Apply an Allocation Preference that includes an Expenditure Type 
Item Description/Why Procedure System 

Apply an 
Allocation 
Preference that 
includes an 
Expenditure Type 

Description: 
With this enhancement, you 
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. 
 
 

Follow this procedure on 
the Allocations and 
Approvers page: 
 
 
 
 
 
 
 
 
 
 
• Select the PTAE 

preference from My 
Allocations  

 
• Select the expense 

line(s) to which the 
PTAE should be applied 

 
• Click Apply 
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Item Description/Why Procedure System 
Here is how the 
Expenditure Type will be 
applied: 
 
• If the Expenditure Type 

is permitted for the 
selected expense type, 
the Expenditure type 
will be applied 
automatically along 
with the PTA 

 
 
 
 
 
 
 
• If the Expenditure Type 

is not permitted for a 
selected expense type, 
the PTA will be applied, 
but: 

o The 
Expenditure 
Type field will 
remain blank, 
and the 
prepare must 
choose from 
the dropdown 

OR 
o The default 

Expenditure 
Type will 
remain 
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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. 
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