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Budget Construction Non-Compensation 
Import Tool 

                                                                   

 

Scope 

Business Practice Statement 

Reason for Business Practice 

Procedure to Address 

Definitions 

 

Scope 
All units importing non-compensation expense into Budget Construction. 

Business Practice Statement 
The import function allows entering non-compensation expenses for your unit into Budget Construction.  

Reason for Business Practice 
To establish a uniform budgeting process for entering non-compensation expense into the Budget Construction 
module. 

Procedure to Address 
Expense Budget Import When importing expenses to Budget Construction, determine whether the 

amount is annual or monthly, as there is a design template for each scenario.  
Configure all cells in the import file as text. Save the file as a CSV (Comma 
Delimited) file. 

Definition 
Expense Budget Import  The import function provides the ability to build the non-compensation expense 

portion of your budget via Excel spreadsheet and then import the file to the 
Budget Construction module. 
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Using the import template, enter the information identified below. Once your 

information has been captured in the spreadsheet, remove the top two rows and save 

as a CSV file. 

Click the request import button. 

Locate the CSV file you want to import using the Browse 

function. File type should be Annual, Separated by Comma, 

and text field delimited by Nothing.   Click submit. 
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                You will receive notification of a successful load. 
 
 

 
 
 
 
 
 
 

 
 
  

 

Return to Budget Construction to view your upload. 


