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Mass change to expense

This how-to sheet outlines the steps required to:
To change expense funding for one or more completed expense lines in an expense report.

STEPS

1.

Note: This how-to sheet begins
with an expense report that
already has multiple expense
lines entered.

Tip: The yellow triangle symbol
indicates that there s
incomplete funding (i.e. an
element or elements s
missing).
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Choose the expense line/s that
require updated expense funding
by clicking the box to the left of
one or more of the expense lines.

To make a change to every
expense line, click on the box the
green arrow is pointing to. Once
you do, all of the boxes below it
will automatically be checked.
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choose the ‘Change Expense B ST
Funding’ option.

Add Expenses

Ttinerary

Pater (e 3t Tocdl [Eal o o eo

In the ‘Funding Default’ nding Default
window, choose funding
options to apply to all of the
selected expense lines.
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Tips:

Funding defaulting occurs upon initial entry of the element (Index, Fund and/or Organization). Select the Clear button and re-enter if changes are required.

e ‘Chart’ is always ‘M’

e You can choose to o —— T — ro———
ender the ‘Index’ or
the ‘Fund’ and
‘Organization’.

e You can choose to
add an activity code.

e Use the ‘tab’ key on
your keyboard to
move from one field
to the next.

e To search afield,
click the button with

3 dots: El .

Cancel | | Save

Once you have chosen the nding Default
funding options, click the
‘Add’ button.
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Funding defaulting oocurs upon initial entry of the element (Index, Fund and/or Organization). Select the Clear button and re-enter if chanaes ar Bwired.
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6.  Click the ‘Save’ button. nding Default
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Funding defaulting occurs upon initial entry of the element (Index, Fund and/or Organization). Select the Clear button and re-enter if changes are required.
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8.  The third page of the report expense manager | profle [ proile Administator senout
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Tip: to retu rn to the expense M D498 100000 498 710001 1300 RCFID1 55.00
report to make changes, click | = e :
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screen. Total: 21300

Open Items @

w Expense Reports
Testing mass update (TROS:

Submit | | Print | | View Related Dacuments

What next?
e Questions about the system? Email financial.systems@-carleton.ca




