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Viewing or Modifying Default Accounting for an Expense Report  
 

1.   Begin by navigating to the Expense Report Entry page. 
 
Employee Self Service  Travel and Expense Center 

 
2.    

Click Create under Expense Report in the Main Page 

 
 

3.    
A search box appears.  .  
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1.    
Click the Find an Existing Value tab. 
 
NOTE: If you are already in an expense report and want to change the accounting, skip to Step 
 

2.   Enter the expense report id  into the begins with field.  

 
 

3.  NOTE:  you can click on Advanced Search to search by Name or employee id 

4.    
Click the Search button. 
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5.   The Expense Report Entry appears. 

6.   NOTE:  The Chartfield string you enter on the Accounting Defaults  applies to new rows only.  If you 
want to change the Chartfields on existing rows, you must go to each row individually and change it there. 
 

7.   
Click the Accounting Detail icon   on the row you want to change. 
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8.   

 
 
 

9.  Enter the SpeedChart and tab out.  The Chartfields will change 

10.   NOTE:  we do not recommend splitting the Chartfields here but rather entering 2 expense lines for the 
same expense type with their own Chartfield strings. 

11.  If you are changing more than one expense type row, you can click  or 

 to navigate to the next or prior expense lines.  You can also Click the Accounting 

Detail icon   on the next row needing a change once you are back to the Expense Report Entry page. 
 

12.  Click the OK button to return to the Expense Report Entry page. 

 
13.    

Click the Save For Later button. 

 
14.  Print out the Expense Report with the updated accounting information and gather all appropriate 

signatures.   When complete, click the Submit button. 

15.   . 
End of Procedure. 

 


