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
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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.
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The report will populate:
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TU_BC_DAT Rev_Expense

Balancing Cost  Cost Initiative  Objective Jou™ Journa!

Journal Accounting

- Accounting Accounting
\Cdger  Accounting perigg Peried Aoeounting Segment  Center Center e ‘Be"‘;g::&u" Segment Segment (oo . [fo@l o Joumal fin, * sequence JD‘;:'CT#“]’["" Journal_Line_Ref Journal_Line_Ref2 Journal,
Number Name Code Code  Description Value Value Debit Credit Number Number

TOWSON 2023 10 Julk22 73172022 1020 20830 Financial 608224  Services- 00000 000 200 Jul-22 15.0 1000000220 Joumnal Import
us Systems Other Non Purchase Created

and Auiliary Invoices

Technology
TOWSON 2023 10 Juk22 713172022 1020 20830 Financial 608224  Services- 00000 oo 200 Juk22 16.0 1000000220 Joumnal Import
us Systems Other Non Purchase Created

and Auiliary Invoices

Technology
TOWSON 2023 10 Juk22 713172022 1020 20830 Financial 608224  Services- 00000 oo 16.00 Jul-22 16.0 1000000243 Joumnal Import
us Systems Ofher Non Purchase Created

and Auiliary Invoices

Technology
TOWSON 2023 10 Jul-22 713172022 1020 20830 Financial 608224  Services- 00000 oo 16.00 Jul-22 17.0 1000000243 Joumnal Import
us Systems Ofher Non Purchase Created

and Auiliary Invoices

Technology
TOWSON 2023 10 Jul-22 713172022 1020 20830 Financial 609108  Food- 00000 oo 3418 Jul-22 33.0 1000000220 Joumnal Import
us Systems Purchased Purchase Created

and (not Invoices

Technology caterad)
TOWSON 2023 10 Jul-22 7102022 1020 20830 Financial 609108  Food- 00000 oo 3418 AL- 20 1000000209 EXP000035354808- To 15860-608168
us Systems Purchased CREDIT Tracey Davis
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At the bottom left of the page you have the option to Export. If you want to export to Excel, select Export, Formatted,
Excel.
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To drill down into a journal, click on the blue journal name

Initiative Objective
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Other Non
Auxiliary
y
608224  Services- 00000 Q00
Other Non
Auxiliary

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

Journal  Joumnal .
Total Total Journal i?nu;nal ggcﬁggggg Journal Line
Entered Entered Mame Number Nu?nber Description
Debit Credit
2.00 Jul-22 15.0 1000000220 Joumal Import
Purchasze Created
nvoices
2.00 Jul-22 16.0 1000000220 Joumnal Import
Purchase Created
nvoices
16.00 Jul-22 16.0 1000000243 Joumnal Import
Furchase Created
nvoices
16.000 Jul-22 17.0 1000000243 Joumnal Import
Furchase Created
nvoices
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138577 P
Actual
Jul-22
None

Jul-22 Purchase Invoices

Journal Import 1136577
4

TOWSON US

7131122

Purchase Invoices

Source
Approval Status
Funds Status
Batch Status

Completion Status

Jul-22 Purchase Invoices

Conversion Date

Conversion Rate Type
Conversion Rate

Inverse Conversion Rate

Save | ¥ Post

Batch Actions w

Payables

Mot required
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Posted

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

4 Journal Lines &

Actions w View w Format w

A
_I!"'{I

Line ™ Account
P13 4500-45340-613210-340GY-000-000000-(
» 14 4220-43270-604005-00000-000-000000-0
b 15 4500-45640-604015-00000-000-000000-0
» 16 1020-20830-608224-00000-000-000000-0
b 17 1020-20830-608224-00000-000-000000-0
» 18 1020-00000-201010-00000-000-000000-0
b 19 1020-00000-201010-00000-000-000000-0
» 20 1020-21450-610135-00000-000-000000-0
L 1005-13060-609118-00000-000-000000-0
b33 A0GA-NAANN-PN1010-0000A-N00-H0NONN-0

Total

= Detach

Wrap

Entered (USD)

Debit

1,529.55
14126
37492

16.00

16.00

443568
28.93

1001827
264,588.85

Credit

Description

Journal Import ...

Journal Import ...

Journal Import ...

Journal Impaort

16.00

ournal Import ...

4,451.68

264,588.85

Journal Import ...

Journal Import ...

Journal Impaort

Journal Import ...

Annrnal Imnnrk

Line Descriptive Flexfield Val

Journal_Line_Re Journal_Line_Re Journal_Line_Re Journal_Lin

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.

Data Access Set. TOWSON US

Subledger Journal Lines

Ledger TOWSON US

Journal Source  Payables

Detach

view v 58 | View Journal Entry ‘ =4

Accounting Transaction Number

Accounted (USD)

Account

Account Description

1020-20830-608224-00000-000-000000-0000

State-Suppori-Admin & Finance-Financial Systems and Technology-Services-Other Mon

Auzxiliary-Default Initiative-UO Defauli-Future-Default Interfund

Accounting Class Event Type Line Description Attachments
Date . .
Debit Credit
I 716122 Smoke Test Rec'ing ltem expense 10.00 Invoice Validated Smoke test requisition None I
/6122 Smoke Test Recv'ing Item expense 6.00 Invoice Cancelled Smoke test requisition None

» 1020-20830-608224-00000-000-000000-0000: Transaction Information

View Transaction ‘




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

Data Access Set: TOWSON US

Invoice: Smoke Test Rec'ing

Business Unit Towson University Invoice Amount 000 USD

Legal Entity Name Towson University _
Unpaid Amount  0.00 USD Invoice Type  Stancard
Supplier or Party  Colossal Contractors Inc Intercompany invoice No
Payment Currency USD pany
Supplier Site 7000
4501 Sandy Spring, Burionsville, MD Tax Control Amount
20866, Montgomery

Invoice Date  7/6/22

Description
Address

Conversion Rate Type Funds Status & Reserved

Conversion Rate

Conversion Date

Lines Payments

Items
Actions v View w  §E [ View Distributions | | View Results“ =4 Detach
Budgetary Control Purchase Order Receipt Cnnsurppt\on Tax Determinar
. - " - uom Advice
Line Amount Description Quantity Unit Price Name
Budget Date Funds Status Number Line Schedule Number Line Number Line Ship-to Location
1 0.00 Smoke test requisition ‘ 71622 Qﬁesewed TOWO0000. .. 1 1 Towson University
4 »
Summary Tax Lines Shipping and Handling

View w

When you are finished, close out of that tab

] Create Journal - Journals - Or: E

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.
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TU_BC_DAT_Rev_Expense =

Journal Journal

Accounting Accounting Balancing Cost Cost

q s Initiative Objective Journal Acc
Ledger Accounting ) . Accounting Account Account Total Total Journal h
Name Year eriod Period Date Segment Center Cente_r . Code Description Segment Segment Entered | Entered | Name Line Sec

Number Name Code Code  Description Value Value B 3 Number Nur

Debit Credit
TOWSON 2023 10 Jul-22 7/31/2022 1020 20830 Financial 508224  Services- 00000 000 2.00 Jul-22 15.0 100
us Systems Other Non Purchase
and Auxiliary Invoices

Technology



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

iil Catalog Home Catalog
User View w |I<'> - -‘_". ri 0‘ Emv v v x |§ Location fShared Folders/Custom/Campus Reporting/ Transaction Details Report
4 Folders E= Ez Type Al w Sort Name AZ w [] Show More Details
» My Folders o PCard expense reports  Last Modified 7/20/2022 5:16:15 PM | Owner Gina Peach
A Shared Folders Expand More ¥
» Commen Content Travel Expense reports  Last Modified 7/20/2022 9:11:51 PM | Owner Gina Peach
Expand More v
A Custom

TU_BC_DAT_Invoice_Expense_List| Last Modified 7/20/2022 9:02:24 PM  Owner Gina Peach

» [E Dashboards Open Edit More w

» ARCs

comvn

TU_BC_DAT_Rev_Expense Last Modified 7/15/2022 9:36:57 PM  Owner Gina Peach
» Budgeting Open Edit Morew
A Campus Reporting

4 Accounts Receiv

» Eudget Summar,

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

Click OK.
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*Accounting Date petween 07/01/2022 E.é 06/30/2023 E"}e

* Cost Center Code [20230|

Account Code (Al Column Value:w
Invoice Number (Al Column Value:w

Supplier (All Column Value:w

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

& TU BC_DAT Invoice_Fxpense_l ist

Home

Catalog

Favorites v

TU_BC_DAT_Invoice_Expense_List

. . - - Journal Journal
Accounting ‘;:;‘;;'"“““ ‘;:ﬁ?“f'"""“ Accounting g::]am“:m“ ggﬁ:er ggﬁ:er Account Account g‘gﬁ:‘:& ;‘;:L"::oe Journal  Jeumal oo Total :;';’E"" 'c";”E*"
Year Number Name Date Code Code  Description Code Description Value Number Name Number Sggﬁunted gfgéﬁme' Amt Amount

2023 1 Jul-22 Ti31/2022 1020 20830 Financial 608224  Services- 00000 1000000220 Jul-22 15.0 2.00 1.00
Systems Other Non Purchase
and Auxiliary Invoices
Technology

2023 1 Jul-22 71312022 1020 20830 Financial 608224  Services- 00000 1000000220 Jul-22 15.0 2.00 1.00
Systems Other Non FPurchase
and Auxiliary Invoices
Technology

2023 1 Jul-22 732022 1020 20830 Financial 608224  Services- 00000 1000000220 Jul-22 16.0 2.00 1.00
Systems Other Non Furchase
and Auriliary Invoices
Technology

2023 1 Jul-22 732022 1020 20830 Financial 608224  Services- 00000 1000000220 Jul-22 16.0 2.00 1.00
Systems Other Non Purchase
and Auriliary Invoices
Technology

2023 1 Jul-22 Ti3172022 1020 20830 Financial 608224  Services- 00000 1000000243 Jul-22 16.0 16.00 10.00
Systems Other Non Purchase
and Aarxiliary Invoices
Technology

2023 1 Jul-22 Ti32022 1020 20830 Financial 608224  Services- 00000 1000000243 Jul-22 16.0 16.00 6.00
Systems Other Non Purchase
and Auxiliary Invoices
Techneology

2023 1 Jul-22 732022 1020 20830 Financial 608224  Services- 00000 1000000243 Jul-22 17.0 16.00 10.00
Systems Other Mon Purchase
and Auriliary Invoices
Technology

2023 1 Jul-22 73112022 1020 20830 Financial 608224 Services- 00000 1000000243 Jul-22 17.0 16.00 6.00
Systems Other Non Purchase
and Auxiliary Invoices
Technology

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.

\T_Invoice_Expense_List

Home

Catalog

Favorites ¥

Dashboards ¥

Create ¥ Open ¥

al Journal

Inv/Exp Inv/Exp Journal q q Supplier 0 et a a Voucher  State State State
Total N = Invoice Invoice Supplier Identifying Pay Payment Receipt Receipt
nted Accounted 22 Line Invoice Number  poe0 ™" pescription 2'P2™Y  Number PO Group Method Date  Number D°Cument Check Check Docume
Credit Amt Amount Description Name Sequence Date Num  Num
2.00 1.00 Journal 917424457 6/23/22 BSN 0000035975 Standard 86 2
Import Sports,
Created LLC
2.00 1.00 Journal AJO9733737 6/22/22 Apple 0000002143 Standard 86 1
Import Computer
Created Inc
2.00 1.00 Journal 917424457 6/23/22 BSN 0000035975 Standard 86 2
Import Sports,
Created LLC
2.00 1.00 Journal AJO9733737 6/22/22 Apple 0000002143 Standard 86 1
Import Computer
Created Inc
16.00 10.00 Journal Smoke Test 7/6/22 Colossal 0000001592 TOWO0000001 Standard 00 3
Import Rec'ing Contractors
Created Inc
16.00 6.00 Journal Smoke Test 7/6/22 Colossal 0000001592 TOWO0000001 Standard 00 4
Import Recv'ing Contractors
Created Inc
16.00 10.00 Journal Smoke Test 7/6/22 Colossal 0000001592 TOWO0000001 Standard 00 3
Import Rec'ing Contractors

Created

Inc



