Frequently Used Spend Category Guide updated 10/20/2023

Category/Expense Type Name

Workday
Spend

Workday Spend Category Name.

‘Suggested Use/Workday Description

Dues & Membershio Fees sca7s
Fees

License Fees sc71
Other Fees sc266
Publishing Fees (Open Access onfvl scr97
Publishing Fees (not Open Access) sc269
Conference registration Fees scs:
Copvright and Similar Fees Expense sc

[EQuIPMENT

Purchases less than $5,000

Fumiture scrse
Computers scss3
Capital Purchases greater than $5,000

Computers scozs
Fumiture scos2
Equioment Rental

General Eauipment s
Rental of Photocopy Eauipment sca6s
Equipment maintenance sc2s3
[MATERIALS & SUPPLIES u

Periodicals & Books
Periodicals & Books sc1ss
Suoplies

Retirement/farewellgit, sympathy fuit

basket/flowers, shirts, caps,pins, etc. sc297
Office Supalies scass
Furniture (less than $5,000) scrss
Computers(less than $5,000) - Computer peripherals

usually go under this spend category (screens,

Kevboards. hard drives etc.) scss3

Miscellaneous Supplies
Postage
[SOFTWARE

Professional Services- Software.
Software Cloud License Supplies

Software License and Maintenance
Software Purchase
Websites, data storage (including cloud-based data
storage). email. etc.

Design / Printing / Promotions.
(Graphic Design Services, Photographic, Digital
Imaging, rint / Copy Services.

Services - General

Freight, Shipping, and Delivery scaoe
T Services sc196
Misc Services & Allowances sc206
Recycling & Shredding Services sca3
Rental of Non Yale Room scasa
Rental of Equioment sc262
Rental of Photocooy Eauioment sca6s
Services - Professional

Advertising and Promotion sca
Book advertising and promotion scaa
Consulting Services sc230
Editing / Translation / Research Srvcs scase
Recruitment Services scau1
Software Services, sc231
Program & Event Fees & Services scats
Training and development sc29
Medical Services Expense sc093
Misc rofessional Services sca3s
Research Services.

Field Research sc220
Supplies Research scazs
Human Research Study participants sc26
Study Sublect Recruitment scan2
Research Services sca2s
Study Partiipant Advance scase

[Meals & Foo

(Group Meals and Food - not individual travel

(Business Meals, Domestic) scass
Food & Beverage (not a meall scs0
Meals during travelling. domestic scrar
Meals during travelling. nternational scra1
Domestc Per Diem Manual scrr
International er Diem Manual scra1

Workday
Spend

T and other b etc. Also the
License fees
Fee Expenses Other Fee Expenses Other
e, or n fee charged to brid op
I, book: Jor
Publishing Fees other charges that cover the costs of open access publishing.
VAR Crarges or ees paia (ExCopY AR roCesS P ® omer
publication. harges, abstract fees, and ind:

Publishing Fees
dance

fees

Copyright and Similar Fees Expense
| Workday Spend Category Name

Fees for use of copvrighted materials. permissions and similar expenses . musical scores. drama/theater rovalties to publishing house agents)

Suggested Use/Workday Description

their awarding

elated maint
hreshold, . be.

~hsset

Maintenance of Equipment
Workday Spend Category Name

Maintenance of Equipment

Suggested Use/Workday Description

cost honor an occasion, or e thy fruit
basket/f hir ) Also for
Suoplies-Office cost i
related maint
hreshold, .

Supplies -Other
Postage
Workday Spend Category Name.

payments for stamps. metered postage and rental of postage meters and post offce boxes.

‘Suggested Use/Workday Description

Supplies -Software License and
Maintenance

Not for

Cost of software license and maintenance agreements.

7 Services
Workday Spend Category Name.

1T services including websites.data storage. email, etc
‘Suggested Use/Workday Description

Charges or [

. car and courier services

T Services
Services-Other

T services including websites,data storage, email, etc

but
tal lease). . hotel rooms for 1
Rental of Equioment Rental Charges for eauipment rental
Protessional services - AGvertising and
Promotion related costs. (Facebaok Ads et
promotion of Books
Professional
d d analysis. i
Data Editing Translation and Analysis_ etc)
salat
i et
a in
diggers, guides,
Field Research Services security, etc
Supplies Research Cost o supplies used headsh s, folders, tov. ETC)
Prolific, Qual Turk prime, ETC)
Professional Services - Study Subject
Recruitment
Services of tech i

Research Services
Study Participant Advance
| Workday Spend Category Name

that do not fitinto soecifc service ET). Not for patient care

Advances for payments to study participants that can be replenished to orginal amount unti the study i over. (Use for Spend Authorizations)

Suggested Use/Workday Description

search

food other
travel keyword "travel
bottied water. ded
Puerto Rico, US. Virin Ilands).
Puerto Rico, Us. Virain lslands)
Puerto Rico, US. Virin Ilands).
Travel - nternational - Meals Individual meals while traveling on University business outside the United States (United States. Puerto Rico. Us. Virain lslands)

Workday Spend Category Name.

Suggested Use/Workday Description

. Nestle Waters).

Conference & Seminar Fees

Puerto Rico, Us. Virgin lslands)

Puerto Rico, Us. Virain lslands)

Puerto Rico, Us. Virgin lslands). Includes

Puerto Rico, US. Virin Ilands).

10 Rico, UsS. Vigin s

Puerto Rico, US. Virgn llands).

Puerto Rico, US. Virgin llands).

Us. Virgin stands).

Puerto Rico, US. Virgin lslands). Includes costs

hostingl | sc257
Travel - Domestic Business
Airfare, domestic scrs
Lodging, domestic scras
Ground Transportation. domestic €745 Travel - Domestic - Transportation talcar. il b, H
Misc travel expenses, domestic (baggage, WiFi,
ohone, internet charges etc) scras
Transoortation. domestic, unallowable scras
Travel - International Business
Airfare, international ser3s Airfare
Lodging international scra2 Lodging
Ground Transportation, international €740 Travel - International - Transportation | rental car, mleage, cab, rain, etc.
Misc travel expenses, international (bagaage, WiFi,
bhone, intemet charges etc) scra3 Other United States, Puerto fi
Travel - Intemational - Unallowable _in excess of the lowest available commercial discount arfare (coach or equivalent). These iterns must be separated and charged to this account.)

Transportation,international unallowable
s

[ Workday Spend Category Name

Suggested Use/Workday Description

Entertainment & Alcohol
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