
To change the Accounting Details: 
 
If you need to change the grant number that you have already entered in you expense claim, please do the following: 
 

 
Enter the new grant number in the “Project Alias” field for example: R611XXX then hit enter and all the fields will automatically fill in.  Then hit “Apply” to apply 
this information to all the expenses that are listed. 
 
Please check the Accounting Details for all your expenses and make sure that information is correct.  If not, then enter the new grant number in the “Project 
Alias” field and hit enter.  Do this for each expense line that did not get changed.  Then save or submit your claim. 

 


