Instructions for using Expense.xls

1. Click on the Expense spreadsheet link and save the file on your file server or local hard disk.  Do not fill in the spreadsheet in your browser, since it will not print as well from there. 

2. The spreadsheet has been protected to prevent accidental overwriting of formulas and text.  The unprotected fields are colored light green so that they can easily be seen.  You can move from one unprotected field to the next with the tab key, the cursor keys, or your mouse. 

3. Should you need to change the spreadsheet in some way, you can easily remove the protection using the Tools menu.  Click Tools on the menu bar, then Protection, then Unprotect Sheet. 

4. Information you need to enter in the header fields is shown between "angle brackets".  Other fields on the spreadsheet have column headings. 

5. To enter your name, move the cursor to the Name: <your name> field, press <F2>, and replace <your name> with your own name.  Repeat this for entering your department. 

6. Enter your expense details in the appropriate places.  Mileage expense, per diem amounts, and totals will be automatically calculated. 

7. Enter billing instructions, accounts and disbursement amounts.  A message will appear in red at the bottom of the spreadsheet if "Total Reimbursable Expenses" is not equal to "Total Reportable Expense". 

Filing your reports

If you wish, you can file each expense report you write under a separate tab in the expense.xls spreadsheet.

1. Right click the tab name at the bottom of the screen (currently "Blank"). 

2. Click Move or Copy... 

3. Check Create a copy 

4. Select the sheet you want to insert the copy in front of. 

5. Double click the tab of the new sheet (probably "Blank(2)"). 

6. Type in a name for this sheet (eg, 000521) 

