
How to run the revenue and expense transactions report 
The combination of these two reports replaces the revenue and expense tab on the DAT report 

If you are looking for all the transactions hitting your budget, use TU_BC_DAT_Rev_Expense 
If you want to see detailed invoice and Expense information, use TU_BC_DAT_Invoice_Expense_List 

 

Navigate to Tools, and select the tile for Reports and Analytics 

 

 

 

 

Select Browse Catalog 

 



 

 

 

 

Under Folders, select Shared Folders > Custom > Campus 

Reporting 

 

Click on Transaction Details Report 

 

 

 

 

 

Select Open on the report TU_BC_DAT_Rev_Expense 

 

 

 

 

 

 

 

 

 



Follow the prompts;  

The default date range is set for the current fiscal year. It can be changed to another date.  

Type in your cost center. If you want to run multiple cost centers, use a semi-colon (;) to separate them. 

The other boxes are optional.  

Click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 



The report will populate: 

 

 

 

At the bottom left of the page you have the option to Export. If you want to export to Excel, select Export, Formatted, 

Excel. 

 

 

 

 

 

 

 



To drill down into a journal, click on the blue journal name 

 

 

 

Here you can view additional journal information, attachments, and journal lines. 

 

 

 



If you want to drill into the journal line, click on the amount  

 

 

 

Here you can view the subledger details. To view the transaction, highlight the line by in blue by clicking on it and then 

click View Transaction. 

 

 

 

 

 

 

 



You will be able to see the invoice information as well as a picture of the invoice if there is one attached. 

 

 

When you are finished, close out of that tab 

 

 

 

You can click on the Catalog button to return to your list of reports to run. Or simply close out of this tab if you are 

finished.  

 

 

 

 

 

 

 

 



 

If you want to see a report of all your invoices, open the TU_BC_DAT_Invoice_Expense_List report 

 

 

 

 

 

Enter your Accounting Date and Cost Center Code. You can also search by account code, invoice number, or supplier. 

Click OK.  

 

 

 

 



 

Here you can view a list of all the invoice and expense information including invoice amounts:  

 

Scroll out to the right to see the invoice number, description, supplier info and if applicable PO number etc.  Also when 

we get the payment file on invoices back from the State of MD state check number and dates will also be displayed on 

this report. 

 


