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Smart View: Adding/Deleting Supporting Details 

You can add Supporting Details to cells in Smart View.   

Supporting Details are "calculating" explanations you can add to specific cells if desired. 

• Supporting details allows you to add in specifics of a cell's entry.  For example, if travel expenses
are expected to be higher than normal, you can use Supporting Details to explain everything that
goes into that value.

• Supporting details can only be added to “0” level cells, not to the roll up level. If you get the
following error message, you are on a roll up level.

1. To add Supporting Details, first you must right-click the cell to which you want to add the
supporting details.

2. From the pop-up menu, hover over the Smart View option and click the Supporting
Details menu.
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3. Click on Add Child.  
 

 

4. Enter "Rental Car" in the left side and enter “150.00” in the right side field. 

5. Click the Add Sibling option. 
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6. Enter "Tolls" on the next line. 

7. Enter "15.00" for the Tolls.  

Next you will enter hotel expenses.  The hotel will cost $185.00 for four nights. 

8. Click the Add Sibling button. 

9. Enter "Hotel" as the expense type. 

10. Click the Add Child button. 

11. Enter "Hilton" as the hotel. 

12. Enter the nightly amount in the next field.  For this example, enter "185.00". 

13. Click the Add Sibling button again. 

14. Enter the number of nights.  In this example, enter "4 nights". 

15. Double Click the + cell to select a different function.   

16. Click the * to multply. 

17. Enter "4" as the number of nights. Note that the Total is updated. 
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18. To delete a row, click the Delete button. 

19. To delete all rows, click the Delete All button. 
 

 

20. Click the "Submit" button. 

• The amount is entered into the field and it turns a different color, indicating it is saved. 
 

 
 
 

If you need help with… 
 • Technical issues, contact the UF Help Desk: 
      - 392-HELP 
      - helpdesk@ufl.edu 
 
• Policies and Directives, contact the UF Budget Office at (352) 392-2402 or  
http://cfo.ufl.edu/administrative-units/budget/ 
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