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How to Change an Account Code in an Expense Report

1. Create the Expense Report.

2. Click the drop down for Trip Type and re-select the Trip Type.
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CAMPUS: Int'l Travel (335)

CAMPUS: Non-University Travel (325)

CAMPUS: Research/Study Participant Travel ($25)
HOSP: Domestic Group (5100)

HOSP: Domestic Out-of-State Travel (S25)
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Requests

HOSP: Intl Group (5100)
HOSP: Intl Travel (335)
HOSP: Non-University Travel ($325)

3. In the Update Account Code Designation drop down, select the last digit of the account code.
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4. Complete the rest of the Expense Report.



