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Troubleshooting the Reportable
Expenses Template

The Reportable Expenses Template is a formatted Excel spreadsheet. It can be easily “broken” when
used improperly. This guide identifies some common issues and provides ways to address them.
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Paste Values

Paste Values is your best friend when transferring data from one template to another. Paste Values only
pastes the data, not the data and the formatting from the source document.

There are several ways to paste values.

File / Paste / Paste Values Right Click Paste Special / Paste Values Add to your Quick Access Toolbar
& Cut
Cﬁ? Copy
%, Paste Options:
D Loy Lic 128 (%
Paste Special... > Paste
O smart Lookup “D ‘}T ‘-2& ;;‘,4
Insert Copied Cells... o ‘%
Enter the U & Quick Analysis Other Paste Options
organizatio  FItEr P, e e e
|te expens|  sort V¥ e e |
£ Insert Comment Paste Special..
P[] Format Cells..
Pick From Drop-deown List..
= I\ | 6000 s pigme.. S
Other Paste Options _ 06042 & 1y perinkc. '
0604 e —yro searconsrucno
il il il i =
% b L@l Q 0604 caipi -[11 < & 4§ - % o
) | B00D, rEn-A-m-gm
Paste Special... 603-0io—~me— Termupmvortrs e
T

Format Painter

Format Painter is another good friend when you need to reformat a part of the template. Formatted
expense rows end at Row 195.

Home

e, ¥ Cut

h B Copy -
Paste ies
- ' Format Painter

{

Clipboard T

The template doesn’t have to be perfectly formatted to load in CMS. But if you can’t get the formatting
correct, you can always paste the expenses into a new template.
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UBI Isn’t Formatted

UBI formatting is a custom formula. To see how the cell is formatted, follow the steps below.

Right Click / Format Cells Number / Custom /
Enter “000-000-000” in the Type: field/ OK

{Number | nt  Font  Border  Fill  Protection
Category:
+ General Sample
1 Insert Comment Humber £00-093-815
— urrency
- Accounting Type:
Paid By UB i Date
Y Format Cells... Time 000-000-00D
Percentage @ ~
Pick From Drop-down List... Fraction In:mm:ss
= cientific
14 600-093-81 . Lot
" Define Name... L ﬁ;ﬂ_
—_— '% Hyperlink... - e ###0,000_);[Red][#,##0.000)
#,££0,0000_; Red](#,£#0.0000)
16 060-412-421  j1u star CunsuuLLUn £/£20,00000, :[Red]/*, £#0.00000)
#,£20.0 );[Red](#,##0.0) e
Delete
Type the number format code, using one of the existing codes as a starting point.
(4]

Data not Text

There will be a little tag on the top left of the cell and an Error Checking Options icon to the right. Click
on the Icon and Convert to number. Use format painter to reformat the cell.

13 035-000-951 |(Benton Co

14060412421 | ® =tar Construction n
ome
15 060412421 Mumber Stored as Text |

16 060412421 Convert to Number L wlln Cx} Cut q
17 060412421 Help on this error L D E‘
18 035-000-951 | & Copy ~
Ignore Error — Paste
19 603-343-895 Edit in Formula Bar — - v Format Painter
20 Lo as Error Checking Options. = i
21| 603343895 |rippm consaacuon Clipboard &

22 603-343-895 |Piopin Construction

Wrong Column Headers

The system will not let the Template load if the column headers are not exact. Below are the correct
column headers

e Paid By UBI

e Paid By Organization Name
e Paid to Contractor Type

e Paid to UBI

e Paid to Organization Name
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e Paid to Org Type
e Expense Type
e Amount

Wrong File Format
The template must follow three basic rules to be unloadable. If the template you are using does not
meet them, either transfer the data to a new template, or correct your template and save.

J_‘ Template

e The Tab must be named “Template”. P r
e The Expenses header must be on Row 13 of the template
e Column headers must match the column headers in the example below.

Color Coding
There are three conditional formatting rules on the template. They are used to color code the expense
types and turn the sub-subcontractor subtotal red.

The conditional formatting rules can be managed by selecting Conditional Formatting / Manage Rules.

Insert Page Layout Forl Load Test Team Q Tell me what you want to do...
o Cut Calibri Light MR General - = W | Linked Ce Note
B Copy ~ e -
aste " - $ g s oo Conditional Format as Heading 2 Headir
Format Painter Formatting~ Table -
Clipboard (] Font ] Number ) ,_—|
Highlight Cells Rules »
D READ-ONLY We opened this workbook read- only( =
7
1 - £ EKPEN% Top/Bottom Rules »
A 3 | D E Data Bars » E
EXPENSES overl B e mentetom
E lcon Sets 3
[ NewRule...
2| Contract # ' Warrant Amc [ Clear Rules 3

[] Manage Rules...

Name ’ From Date

Select This Worksheet on the dropdown.

Show formatting rules for: | cyrrent Selection

Current Selection
(] New Rule... E&This Worksheet

sheet: Invoice
Fule (applied in order showsheaet Sheet] Applies to
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Formula — Sub-subcontractor Subtotal
First, make sure the Applies to is > =SHS4

Conditicnal Fermatting Rules Manager ? >
show formatting rules for: | This Worksheet v

[£] Mew Rule... r‘,egdit Rule... < Delete Rule -

Rule [applied in order shown}  Format Applies to Stop If True
Formula: =5H54>5HS3 _ |=$H$4 =5 |
Formula: =$C14=5C510 | AaBbCcYyZz | =5AS14:5HS 1048576 £ |

[ PR I = m
To edit the rule, select the Rule with the red formatting and Edit Rule
Make sure the Format Values where the formula is true is 2 =SHS$4>SHS3.
Conditional Formatting Rules Manager ? >

Show formatting rules for:

This Worksheet

R o e —

w
£ New R [ Edit Rule... < Delete Rule v
Rule [applied in order shown]  Format Applies to Stop If True
rmula: =5H54> SHS3 _ =5H54 5.5 [
Formula: =5C14=5C510 =5A4514:5H51048576 % O
Formula: =5C14=5C5% =5A4514:5H51048576 % I:‘

oK

Close

Apply

Click Format button to fix the color. (Steps 2-5)

Select a Rule Type:

I
r$1 Edit Formatting Rule
= Format all cells based on their values

+~ Format only cells that contain

]- = Format only top or bottom ranked values

~

= Format only unique or duplicate values
+ Use a formula to determine which cells to format

+~ Format only values that are above or below average

Edit the Rule Description:

Am
— | Format values where ula is true:
=5HS54> SHS3 e

e "

Preview: Format...
To

oK Cancel
Lme

Contractor Types:
Subcontractor
Sub Subcontractor

n that paid the

organization that wa
paid

Lok up 3 UB here:
ittt apps.dor.ua gow B

Paid to Contractor Type

Font

Humber Border

Background Color:

Fill Effects...

More Colors...

Sample

Pattern Color:
Automatic

Pattern Style:
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Deleting a Data Validation from Another Spreadsheet

Copy/pasting expenses from one spreadsheet to another also copies and pastes the Conditional
Formatting as well as the source’s file names. Luckily, they are usually at the top of the list and easily
deleted.

Always, select This Worksheet to see all of the rules. Click Delete Rules to remove extra rules. Following
is how the rules should look for the Template.

Show formatting rules for:

[ Mew Rule... [53 Edit Rule... < Delete Rule -

Rule (applied in order shown}  Format Applies to Stop If True
Formula: =5H54>5HS3 _ |=$H54 R O
Formula: =5C14=5C510 | AaBbCcYyZz | |=$A$14:$H51043576 2.5 O
Formula: =SC14=5C59 | AaBbCcYyZz | |=$A$14:$H310485?6 % O

Close Apply

Dropdowns

The dropdowns are a data validation. The values are in the instructional headers.

Enter the UBI of the: DElye= Al
Enter the UBI of the organization that was For Profit
organizatian that paid | EMST te name of the | Contractor Types: paid Non-Profit Construction O
(Organization that paid 'Subcontractor Enter the name of the Organization that was paid. Government Goods L N N
the expense ° i for this invoice period
the expense Sub Subcontractor {Loak up aUEI here: Tribe services
hetpetapp=.dorwagoWERDH)

Paid By

Paid By UBI Organization Name Paid to Contractor Type Paid to UBI Paid to Organization Name Paid to Org Type Expense Type Amount

To verify the data validation is correct, Data Tab and Data Validation / Data Validation.
select the cell(s).

View you want to do...

7 Show Queries D Cogf E\:, E_)g — Q*D
EH From Table Lo Progy ] o
by Refresh ? Flash Remaove Data  |Consolidate Relationship
@ Recent Sources a1+ Edi Fill  Duplicates Validation =
& Transform Connectfy % Data Validation...
the server. Edit Workbook _‘ E= Circle Invalid Data

3 % Clear Validation Circles

&
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Contractor Types:

Subcontractor Enter the U
Sub Subcontractor organizati¢

paid.
Subcontractor ~| 060-
Sub Subcontractor 603+
Sub Subcontractor 603+
Sub Subcontractor 604-
] s
Sub Subcontractor 604-
Sub Subcontractor 602-
Sub Subcontractor 6024
603-
603-
T7I_|

\ —

On the Settings, set the Allow: to “List” and the Source: to the cells for the values from the column
header. Below is an example of the Contractor Types.

Settings  Input Message  Error Alert l

Validation criteria

t Allows:
|List Ignore blank
Data: 1n-cel| dropdown
|betweer1 V|
Source:
|| =scsesscsigl pt_
te
|:| Apply these changes to all other cells with the same settings |
Clear Al ok | cancel
te
Contractor Types:
| Subcontractor IEnter the UBI of the
aid the | _Sib_s_utlcgrErEc_tg _______ |organization that was
paid. Er
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Quick Access Toolbar
Steps to add the Paste Values Icon to your toolbar.

P wnN e

Click the arrow on far right

Click More Commands

Select Quick Access Toolbar

Select All Commands on the Choose Commands
from dropdown

Scroll down until you reach Paste Values and
select

Click Add button

Use the Arrows to put new Icon in a position you
want

Click OK

Troubleshooting the Reportable Expenses Template

Reviz View

PEEL Customize Quick Access Toolbar

MNew

= i % Wrap Text

« Open
E 3= I Mege&C v Save M
" Alignment v Email
v Quick Print
v Print Preview and Print

| Spelling L

+ Undo
OOO « Redo
Sort Ascending
Sort Descending
Touch/Mouse Mode
More Commands... n

Show Below the Ribbon
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Reportable Expenses Online Submittal Errors and Warnings

General

E-E Customize the Quick Access Toolbar.
Formulas
Choose commands from: & Customize Quick Access Toolbar(D

Proofi
roofing o | All Commands 'l | For all documents (default) =
Save

Language E’E Paste and Transpos-e - [ MewFile
=5 Paste and Use Destination Theme Open

Advanced & Paste as Hyperlink B Save

Customize Ribbon E'E' Paste as Li.nked Picture k4 Savess
‘El Paste as Picture @ Quick Print

Quick Access Toolbar iy Paste Formatting @ Print Preview and Print

) fr Paste Formulas V7 Email
ei '5?‘& Paste Formulas and Number For... € Undo |b
enter 2% PasteInk @ Redo [»
:n Paste Link... 2l Sert Ascending
Paste Names e Strikethrough
6 B Al Border

_ Paste Using Text Import Wizard Outside Borders e
12 Paste Values No Border
'?ﬁ;z Paste Values and Mumber Form... |:| "W Add or Rernove Filters
1{; Paste Values and Source Format... ?Lz Paste Values
7_5 Pen }x Paste Formulas
jii Pens L4 ?y Paste Formatting
. Pens - *  Comma Style
g Percent Sign

9% Percent Style
[& Permission

(& Perspective
B Phonetic Guide y -

[7] Show Quick Access Toolbar below the HEtomizatons

Ribbon Import/Export ¥ |®

6 | oK H Cancel

Message L. . X
Validation Message Potential Resolutions
Type
Save Paid by ERROR: A “Paid By Organization Name” is Manual Entry: Make sure you have a Paid by
Organizatio | required for all entries. Organization Name for all expense records.
i I n Name
OR Error Required

Template Upload: Make sure you have a Paid

by Organization for the row number.

Troubleshooting the Reportable Expenses Template 9
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Action

Message

Type

Validation Message

Potential Resolutions

Save Paid To ERROR: A “Paid to Contractor Type” is Manual Entry: Make sure you have a Paid to
Contractor | required for all entries. Contractor Type for all expense records.
I Type
OR Error Required
Upload Template Upload: Make sure you have a Paid
to Contractor Type for the row number.
Save Paid To ERROR: You must have a Paid to Manual Entry: Make sure you have a Paid to
Organizatio | Organization Name for all entries. Organization Name for all expense records.
I Error n Name
OR Required
Upload Template Upload: Make sure you have a Paid
to Organization for the row number.
Save Amount is ERROR: An amount is required. Manual Entry: Make sure you have an
required Amount for all expense records.
‘H OR Error
Upload Template Upload: Make sure you have an
Amount for the row number.
Save UBI must ERROR: UBIs must be 9 digits. Manual Entry: Make sure the UBIs entered
be 9 digits have 9 digits.
Error
OR
Upload Template Upload: Make sure the UBI has 9
digits for the Row.
Save Paid to ERROR: The “Paid To Contractor Type” must Manual Entry: Make sure you have a Paid To
Contractor | be avalid type. Contractor Type for all expense records.
I Type Valid
OR
Upload Template Upload: Make sure you have a valid
Error Contractor Type for the row number.

Valid Types:

. Subcontractor
. Sub Subcontractor

Troubleshooting the Reportable Expenses Template
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Action

Message
Type

Validation Message

Potential Resolutions

Save Paid To ERROR: Paid To Org Type must be a valid Manual Entry: Make sure you have a Paid to
Org Type type. Organization Type for all expense records.
I must be a
OR valid type.
Upload Template Upload: Make sure you have a valid
Organization Type for the row number.
Error
Valid Types:
. For Profit
. Non-Profit
. Government
. Tribe
Save Expense ERROR: Expense Type must be a valid type. Manual Entry: Make sure you have an
Type must Expense Type for all expense records.
‘H be a valid
OR type.
Upload Template Upload: Make sure you have a valid
Error Expense Type Organization for the row

number.

Valid Types:

. Construction
. Goods
. Services

Troubleshooting the Reportable Expenses Template
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Action

Message
Type

Validation Message

Potential Resolutions

Save

e

+

Program Approved
Date

Program Approved Date |05/01/2018

Error

All
Expenses
under
$1,000 is
checked

OR

At least
one
contract
expense
record is
entered IF
contract
Start Date
is greater
than
06/30/201
7.

ERROR: You must enter Contract Expenses
or check the All Expenses under $1,000
checkbox.

You must enter Contract Expenses ar check the All Expeny|
! §1,000 checkbox (Contract Expenses tab).

Check the Checkbox or enter expenses on the
Contract Expenses Tab.

Cortractor Expenses  Attachments CMS Invoice 1D|

Warant Details
Contractor Expenses

Select Al [] UBI:600-093-815 [

ID Approved?
O

Paid By UBI

Save

A

+

Program Approved
Date

Program Approved Date |05/01/2018

Error

On Save +
Program
Approved
Date
entered.

ERROR: You must approve the Contract
Expenses OR check the All Expenses under
$1,000 checkbox.

You must approve the Contract Expenses OR check the All
1\ under $1,000 checkbox.

Check the Checkbox or check the expenses you
reviewed and approved on the Contract
Expenses Tab.

ortractor Expenses
ielect Al [] UBI:600-093-81%

ID Approved?
114 &
115 O o
116 o
117 o

Troubleshooting the Reportable Expenses Template
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Action

Message
Type

Validation Message

Potential Resolutions

Upload All existing records will be deleted. Do you Click Yes, if you would like to reload the
with wish to continue? expenses.
existing
Upload records
o All existing contract expense records will be deleted. Do yol
Informat continue? Click No, if you do not.
+ ion
Yes
Existing Records
Upload Click OK, fix the errors and reload.
with
Va“dation e There were errors in upload. 7 record(s) were fine but 35 reco
errors, Mothing has been upleaded. To see the Upload Valida
error(s) below, click OK.
You may have to send the Template back to
Informat our contractor for updates.
Upload ) [y p
ion
Delete Internal user cannot delete an external If this record was reported incorrectly, or was
Records user’s record. not an allowable expense, do not check the
Approved Checkbox when approving the A19.
Contract
Save Do not Approve. portractor Expenses
elect Al [[] UBI:600-093-81%
Error ID Approved?
IH 114 5
115 O 0|
116 o
17 q
Ignore No Message The template is formatted to add the dashed
dashes in for easy review of the UBIs. CMS ignores these
UBI (Paid dashes when the Template is uploaded.
No i
o e to and Paid
Message | By)when
uploading.

Troubleshooting the Reportable Expenses Template
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. Message A . .
Action Validation Message Potential Resolutions
Type
When UBI WARNING: Leading zeros added to UBI. If the UBI is less than 9 digits, CMS added zeros
is less than | Please verify. to the beginning of the UBI.
9 digits,
add zeros
to the
‘ 15 | 060-412-421 | Warning | beginning Validation Erors
of the UBI Row Number Error and (Warning) Message

to make WARNING: Leading zeros added to "Paid to UBI", please
15 | WARNIMNG: Leading zeros added to "Paid By UBI", pleasg
the UBI9
16 | WARNING: Leading zers added to "Paid By UBI", pleass
digits.

Paid By UBI | WARNING: The “Paid By UBI” on this row is This warning is to catch copy errors from

Number is sequential to the row above. Please Verify. dragging UBIs down a column.

sequential
15 0e0-412-42 to the
16 060-412-42] warning | Previous _

row. Please review the expense rows and correct
L S the data manually or correct the template and

reload.

Paid To UBI | WARNING: The “Paid To UBI” on this row is This warning is to catch copy errors from

number is sequential to the row above. Please Verify. dragging UBIs down a column.
sequential
15 060-412-42 to the
16 060-412-42] warning | Previous _
rOW. Please review the expense rows and correct
i e the data manually or correct the template and
reload.
Amount ERROR: Amount must be numeric and with If the amount has decimal places past the
must be up to 2 decimal places. pennies, the system will not load the file.
numeric
2,500.0250 I Error and with
= " less than 2
decimal Review the expense rows correct the template
places. and reload.

Troubleshooting the Reportable Expenses Template 14
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Action

Message
Type

Validation Message

Potential Resolutions

Save

OR
Upload

Error

Sum of the
“Paid By
UBI” +
“Paid by
Organizatio
n Name”
cannot be
greater
than the
sum of the
“Paid To
UBI” +
“Paid to
UBI”

ERROR: The amount reported for <<Paid To
UBI/Organization>> is greater than the
amount paid to <<Paid by
UBI/Organization>>.

When a Subcontractor’s Sub Subcontractor
subtotal is greater than the Subcontractor’s
Amount

Review the Sub Subcontractors amounts,
correct and reload.

Template:

Expense Type Amount
Construction 2,500.00
Construction 3,000.00
Construction 7,000.00
Construction 25,000.00
Troubleshooting the Reportable Expenses Template 15
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Action

Message
Type

Validation Message

Potential Resolutions

Sum of the
“Paid by
UBI” for
Subcontrac
tors cannot

ERROR: Subcontractor Total Paid to cannot
exceed the total invoice request amount.

When the Subcontractor’s expenses are
greater than the Warrant Amount.

exceed the Review the Approved Warrant Amount on the
request Warrant Details or the Subcontractor’s
amount. expense amounts, correct and reload.
Warrant Details:
Save Wamart Expenditure Detai r
(@) Order By Category Seqence () Order By Activity Sequseh
I Budget Category - Activity Budgel st Amt
OR Passthrough - Ocean Shores Nar - M: 50.0(
Error
Up|DEId Non - Match Total f 50.0(
Subcontractor Total:
Wanent Detals  Cortractor Expenses Peacy
Contractor Expenses
Select Al [] UBI-600-093-815 g
D Approved? Pald' e Date. Last Updated By
114 O 60009 2017 CTED\elizabeths
122 0 60009 017 CTED\slizabeths
Totals 11 records Fa
I Subcontractor Totd
) Sub Subcontractor Tot:
Paid by UBI ERROR: The “Paid By UBI” <<Paid by UBI>> When saving a manually entered UBI for the
must equal does not match the “Your UBI” on file Subcontractor that does not match the UBI on
the <<Contractor’s UBI>>. record.
contractor’s
UBI when
Contractor
Save Type = Verify the UBI for the Vendor is correct and
Subcontract update the expense record.
or The "Paid By UBI" 600-093-800 does not match "Your
£00-093-815,
OR Error
Upload

Contractor Expenses
Select Al [] UBI:600-093-815 [ Al Bxper]
D Approved? Paid By UBI
114 [l 600-093-800 |
a4r —

Troubleshooting the Reportable Expenses Template
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