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File Format for Uploading Budget/Cost Centers  
Financial Advisors should e-mail trackits@psu.edu an attached text file containing the unit’s Budget/Cost 
Centers, which is required prior to the unit’s use of TrackITS.  
 
Sample spreadsheet: 
Budget Number Fund Number Fund Name Cost Center(s) 
06 032 20 UP  10010 general abyss-20,access-non,ait,ait 

srvrs,appengine,aset/comm,backup,bldg infra,calendar,co-lo 
cntr  

06 032 21 UP  10011 test2  email,emerg tech  
Note: Fields should be tab delimited. Multiple Cost Centers should be comma delimited.  
 
A spreadsheet file needs to be converted to a text (.txt) file prior to the TrackITS upload by doing the 
following: 

1. Copy all data from the spreadsheet. 
2. Paste the data into a new Word document. 
3. Convert the Word document text to a table. 
4. Convert the table to text with tab separations in place of the columns. 
5. Click <Save As> to save the file as a text file  

 
Contact trackits@psu.edu if you need help with the spreadsheet/text file conversion. 



p. 24 
Revised 1/30/07 

Proxy  
Proxy designation is based on a user’s role. <Proxy As> will display only if a user is designated as a proxy.  
 
Financial Advisor and Financial Support roles do not designate a single user to proxy. The Financial Advisor 
role may proxy for any Financial Advisor, Financial Support, or Order Entry Processor. The Financial Support 
role may proxy for any Financial Support or Order Entry Processor.  
 
The Order Entry, Approver, and OK To Pay roles may designate one proxy. To designate a proxy, click 
<User Preferences> on the Navigation Toolbar. Financial Advisor and Financial Support roles may assign a 
proxy for the Order Entry, Approver, and OK To Pay roles. 
 
Requestors may not designate a proxy.  
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Future Enhancements  
 

• TrackITS Travel Request and Reconciliation  
• Reporting 
• Salvage/Equipment Disposition Web form 
• GI interface/roll into IBIS?  


