How to run the Travel Expense Reports

The TU_BC_DAT_Travel_Exp_Report_Completed will show you travel related expense reports that posted to your budget.
The TU_BC_DAT_Travel_Exp_Report_Pending will show your pending travel related expense reports that have not yet post

Navigate to TU Reporting, then select the TU Campus Reporting app.

TU |STRATUS

Good morning, Brian Starkloff

¢ Procurement My Enterprise Tools TU Reporting
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E Reporting Dashboard

4 Budget Summary Reports

Cost Center Reports (Formatted Report)

Multiple Cost center prompts separated with commas (,)

Dept Cost Center Budgel Summary by Account

Dept Cost Center Budget Summary by Parent Account

Grant Cost Center Budget Summary by Account through FY26

Grant Cost Center Budget Summary by Account thraugh FY25

Grant Cost Center Budget Summary by Account through FY24

Grant Cost Center Budget Summary by Parent Account through FY26
Grant Cost Center Budget Summary by Parent Account thraugh FY25
Grant Cost Center Budget Summary by Parent Account through FY24
Project Cost Center Budgst Summary by Account through FY26
Project Cost Center Budget Summary by Account through FY25
Project Cost Center Budget Summary by Account through FY24
Project Cost Center Budgest Summary by Parent Account through FY26
Project Cost Center Budget Summary by Parent Account through FY25
Project Cost Center Budget Summary by Parent Account through FY24

Dept Budget Balance Reports (Data Exports)
Multiple Cost center prompts separated with a semi colon (;)

Department Budget Balance Child Account Report
Department Budget Balance Parent Account Report

4 Divisional Summary Rollups
Divisional Summary_Rollups

Divisional Self Suppart Fund Detailed Summary (NAT)
Divisicnal Self Support Parent Budget Summary

Divisional State Fund Detailed Summary (NAT)

Divisional State Fund Parent Budget Summary

Divisional Agenoy Fund Detailed Summary (NAT)

Divisional Agency Fund Parent Budget Summary

Divisional Auxiliary Fund Detailed Summary (NAT)

Divisional Auxiliary Fund Parent Budget Summary

Divisicnal Grants Fund Detailed Summary (NAT) through FY26
Divisional Grants Fund Detailed Summary (NAT) through FY25
Divisional Grants Fund Detailed Summary (NAT) through FY24
Divisional Grants Fund Parent Budget Summary through FY26
Divisional Grants Fund Parent Budget Summary through FY25
Divisional Grants Fund Parent Budget Summary through Fy24
Divisional Grants Fund Parent Budgel Summary through FY23
Account Summary by Div and Cost Center Rollups
Account Summary by Div and Dept Cost Center

Account Summary by Div and Grant Cost Cenfer

Account Summary by Div and Grant Cost Center LTD

Account Summary by Div and Project Cost Center

Account Summary by Div and Project Cost Center LTD

Select the Travel Expense Report you want to run.

4 Transaction Details Reports

Pcard Expense Reports

Multiple Cost center prompts separated with a semi colon (;)
Pcard Expense Repart Completed

Pcard Expense Report Pending

Pcard not on Expense report

Multiple Cost center prompts separaled with a semi calon ()
Travel Expense Report Completed

Travel Expense Report Pending

TU Travel Mileage Report

TU Travel Authorization Campus Version

eneral Iransaction Reports
Multiple Cost center prompts separated with a semi colon (;}
Revenue Expenses All Transactional Details Report
Revenue Expense Summary Transaction

Invoices Pending Report

Invoice Expense List Report

Budget Adjustments Report

Transactional Reports Dashboard

AP Invoice Account Coding Approval Status Report

m% prompts separated with a semi colon (;)
PO Listing Report
Requisition Purchase Order Listing
Requisitions listing campus report
Requisitions not on PO (Al statuses campus)
Requisitions not on PO Workflow
Preview Draft Raquisitions

ion Reil m
Foundation Payroll Reimbursement Report
Foundation Operation Reimbursement Report
Student Financials
Student Financials Details by Cost Center

4 Fund Balance Reports

Multiple Source code prompts separated with commas (,)
Fund Balance by Source Code

4 Campus OSPR_Busi & Public

Multiple Cost center prompts separated with a semi colon (;)
*Separated with comma

Grant Balances for closing Grant

Grant Budget Journal Listing

Grant Cost Center FY BDGT Bal by Acct

Grant Cost Center FY Expense BDGT Bal

Grant Cost Center Listing

Grant Cosl Center PTD BDGT Bal by Acct

Grant Cost Center PTD BDGT Bal by Parent Acct
Grant Cost Center PTD BDGT Bal NoAcct

Grant Rev & Exp Joumal by Cost Center Ranga
Grants Expense summary with budget revisions (Year)
Grant Cost Center Summary P Report PriorYr *

4 COA Reports (Data Exports)

Cost Center Report-Campus
Natural Account Report-Campus
Initiative Report

Source Report Campus

4 Accounts Receivable

TU AR Memo Lines by Department

TU Customer Detfails Report

AR Transaction Detail

AR Find Unapplied Payments Report

AR Transaction Balance with DD by Customer

AR Transaction Balance with DD by Transaclion Source
AR Transaction Balance with DD BPE

4 Payroll
STRATUS DPR
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4 Campus Divisional Budget Officers

Facilities Management
Multiple Cost centers separated with a comma (,}
Project Cost Center Summary P Report PriorYr

Fund Balance by _Self/Aux Source Reports
“Has additional Subdivision prompt

Fund Balance by Self/Aux Sourca Division 01
Fund Balance by Self/Aux Source Division 02*
Fund Balance by SelflAux Source Division 03
Fund Balance by Self/Aux Source Division 04*
Fund Balance by Self/Aux Source Division 05"
Fund Balance by Self/Aux Source Division 06
Fund Balance by Self/lAux Source Division 08

Fund Balance by Self/Aux Source Division 09
Fund Balance by SelflAux Source Division 10
Fund Balance by SelfiAux Source Division 13"
Fund Balance by Self/Aux Source Division 15

4 Campus Inventory Coordinator

FA Active Asset Detail Campus Version Report
FA Retired Asset Detail CampusVersion Report
4 BPA Committee

AP Invoice Account Coding Approval Status Report
Parent Budget vs Actual By Cost Center and Div
Accounts Payable Turnover Metric Summary report
Accounts Payable Turnover Metric detailed report

Expense report Tumover rate metric report
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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, separate them with a semi-colon( ;)
The other boxes are optional.

Click OK.

_Travel Exp Report Completed

* Report Date Botween 06/25/2022 - 06/25/2023 E-a

-]

* Cost Center Codd 12530 v

Employee Name (Al Column Valuew
Report Number (Al Column Value:w
Merchant Name (Al Column Valuew

m Resetl w

Edit - Refresh - Copy

The report will populate:
Here you will see all types of travel related fields that are a part of your travel expense reports

U_BC_DAT_Travel Exp_Re Completed Home Calalog Favorites v Dashboards ¥ Create ¥ Open~
TU_BC_DAT_Travel_Exp_Report_Completed =
Balancing Balancing Cost Cost Report Report Report Final
Segment Segment  Center Center gzcd‘;unt Sggg:“;on ?:r‘:f'l‘:fe 2:?‘3: Report Number ﬁr:mm;::e E;";L“yee :ﬂﬁ:“;ﬂ” Created Purpose E:’: ™ Creation Submission Approval ;:{é“em g:’t:
Code Description Code  Description P P By Date Date Date
1003 State- 12530 Languages 604005 Travel-Out  Outof Paid EXP000036235323 0747926  Reaves, Pampinella, Alisha AFLS 2022 7/18/2022 7/19/2022 7i27/2022 8112022 8/3/2022  7/18/2022
Support- Literature of State Stale Alisha Margherita Reaves Conference 8:08:54
CLA and Travel Registration PM
Cultures Fee
1003 State- 12530 Languages 604005 Travel-Out  Outofl Paid EXP000036629837 0591995  del Pozo, Pampinella, Diego Estreno 7/26/2022 TI26/12022 Ti26/2022 8112022 8/3/2022  6/22/2022
Support- Literature of State State Diego Margherita el Conference 43021
CLA and Travel Pozo Munster PM
Cultures Germany
1003 Stale- 12530 Languages 604005 Travel-Out  Outof Paid EXP000036629837 0591995  del Pozo, Pampinella, Diego Estreno 712612022 7I126/2022 7i26/2022 8112022 8/3/2022  6/25/2022
Support- Literature of State State Diego Margherita  del Conference 43021
CLA and Travel Pozo Munster PM
Cultures Germany
1003 State- 12530 Languages 604005 TravelOut  Outof Paid EXP000036629837 0591995  del Pozo, Pampinella, Diego Estreno 712612022 7I26/2022 7i28/2022 8112022 8/3/2022  6/25/2022
Support- Literature of State State Diego Margherita  del Conference 43021
CLA and Travel Pozo Munster PM
Cultures Germany
1003 State- 12530 Languages 604005 TravelOut  Qutof Paid EXP000036629837 0591995  del Pozo, Pampinelia, Diego Estreno 7/26/2022 712612022 Ti26/2022 812022 /312022 6232022
Support- Literature of State Stale Diego Margherita  del Conference 43021
CLA and Travel Pozo Munster PM
Cultures Germany
1003 State- 12530 Languages 604005 Travel-Out  Outof Paid EXP000036629837 0591995  del Pozo, Pampinella, Diego Estreno 7i26/2022 TI26/2022 7/26/2022 8112022 8/3/2022  6/24/2022
Support- Literature of State State Diego Margherita  del Conference 43021
CLA and Travel Pozo Munster PM
Cultures Germany
1003 State- 12530 Languages 604005 Travel-Out  Outof Paid EXP000036629837 0591995  del Pozo, Pampinella, Diego Estreno 712612022 TI126/2022 T7i26/2022 8112022 8312022  6/25/2022
Support- Literature of State State Diego Margherita  del Conference 4:30:21
CLA and Travel Pozo Munster PM
Cultures Germany
1003 State- 12530 Languages 604005 Travel-Out  Outof Paid EXP000036629837 0591995  del Pozo, Pampinella, Diego Estreno 7/26/2022 7126/2022 7i28/2022 8112022 8/312022  6/22/2022
Support- Literature of State State Diego Margherita  del Conference 4:30:21
CLA and Travel Pozo Munster PM
Cultures Germany
1003 State- 12530 Languages 604005 TravelOut  Outof Paid EXP000036629837 0591995  del Pozo, Fampinella, Diego Estreno 7126/2022 7I26/2022 7i26/2022 §112022  &/32022 6/23/2022 ~
4 3

Scroll to the right to see more data
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Home Catalog Favorites ¥ Dashboards * Create Open~ 9

Py

- ) . - -~ = Arrival ;
End Date Expense Reimbursable Merchant Addllll]l'l_al T|_1p Dls_lance Trip  Air Miles Arnva\ Date Dgparlure DepartureDate Flight Hotel Return
Type Amount Name Information Distance Unit Name Travelled City Time CiY Number State Date
7/18/2022 Registration 78.0 Association
Fees for French
Language
Studies
6/22/2022 Lunch 235 Airport
Restaurant
6/25/2022 Dinner 68.4 Airport
Restaurant
6/25/2022 Lunch 285 Airport
Restaurant
6/23/2022 Breakfast 7.0 H4 Hotel
6/24/2022 Breakfast 7.0 H4 Hotel
6/25/2022 Breakfast 7.0 H4 Hotel
6/22/2022 Daily 1271 H4 Hotel
Charge Munster
City Centre
6/23/2022 Daily 127.1 H4 Hotel -

The system will only display up to 500 rows online, starting with a batch of 30. To truly see all records you need to
export to excel.

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

3 Siate- 12530 Languages 604005  Travel-Out  Out of
Support- Literature of State State
CLA and N Travel
Cult [.i] PDF
3 Siate- 12530 Lan Excel Travel-Out  Out of
Support- Lite of State State
CLA and e . Travel
cult Powerpoint
3 state-  Raleomatiea | B WeDATCVe | Travelout  Outof
Support- . = of State State
CLA -. Travel
I Dzt P Lres

-Refresh -Print } Export 1 Add to Briefing Book - Email - Copy
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Here is the export to excel. You can turn on the filter feature here to review data

File Home Insert Page Layout Formulas Data Review View Help
ﬁﬂ & Calibri JuoW A A = EE | 2B Wrap Text General - H=] @ @ e
Paste E@ i 0 .00 Conditional Formatas Cell Eobdav -
= d ERUUE |- A - == =1= A $ ~ % 3 G Formatting ~ Table ~ Styles ~ @meatu
Clipboard Font [E] Alignment ] Mumber ] Styles Cells
V1 52 5
A | B | € | D | E | F | & | H | 1 J | K | L | M N | o | P | a
1 |TU_BC_DAT Travel Exp Report_Completed
2
Code i Cost |CostCenter |Account |Account Expense |Report |ReportNumber | Employee |Employee |Manager  |Report |Purpose Report  |ReportCreation Date |Report
Description Canter |Description |Code | Description | Template |Status Number | Name Name Created Data Submissi
3 Code By Date
1003 State-Support-CLA (12530 |Langusges 604005 |Travel-Outof [Outof  |Paid |EXPODOD36295323 07475926 |Reaves, |Pampinella, |Alisha |AFLS2022  |7/18/2022 |7/15/2022 8:08:54 PM |7/27/20:
Literature State State Alisha  |Margherita |Reaves |Conference
and Cultures Travel Registration
4 Fee
1003 State-Support-CLA 12530 |Langusges 604005 |Travel-Outof |Outof  |Paid  |EXPOO0036629837 (0591995 |delPozo, |Pampinella, Diego  |Estreno 7/26/2022 |7/26/2022 4:30:21 PM |7/26/20:
Literature State State Diezo Margherits |del Pozo |Conference
and Cultures Travel Munster
5 Germany
1003 State-Support-CLA (12530 |Languages 604005 |Travel-Outof [Outof  |Paid |EXPODOD36629837 (0591995 |delPozo, |Pampinella, |Diego  |Estreno 7/26/2022 |7/26/2022 4:20:21 PM |7/26/20;
Literature State State Diego Margheritz |del Pozo |Conference
and Cultures Travel Munster
6 Germany
1003 State-Support-CLA (12530 |Langusges 604005 |Travel-Outof [Outof  |Paid  |EXPOOOD36629337 0591595 |delFozo, |Pampinella, [Diego  |Estreno 7/26/2022 |7/26/2022 4:30:21 PM |7/26/20:
Litersture State State Diego Margheritz |del Pozo |Conference
and Cultures Travel Munster
o Germany
003 State-Support-CLA 12530 |Languages 502005 |Travel-Outof |[Dutof  |Paid |EXPODOD36629337 [0591595 |delFozo, |Pampinella, Diego  |Estreno 7/26/2022 |7/26/2022 4:30:21 PM |7/26/20
Literature State State Diezo Margherits |del Pozo |Conference
and Cultures Travel Munster
8 ‘Germany
1003 State-Support-CLA (12530 |Languages 604005 |Travel-Outof [Outof  |Paid |EXPODOD36629837 (0591995 |delPozo, |Pampinella, |Diego  |Estreno 7/26/2022 |7/26/2022 4:30:21 PM |7/26/20;
Literature State State Diego Margheritz |del Pozo |Conference
and Cultures Travel Munster
9 Germany
1003 State-Support-CLA (12530 |Langusges 604005 |Travel-Outof [Outof  |Paid  |EXPOOOD36629337 0591595 |delFozo, |Pampinella, [Diego  |Estreno 7/26/2022 |7/26/2022 4:30:21 PM |7/26/20:
Litersture State State Diego Margheritz |del Pozo |Conference
and Cultures Travel Munster
10 Germany

To exit the report, click on the Catalog option in the blue ribbon

Travel Exp Report Completed Home Catalog Favorites* Dashboards ¥ Create v Open~
TU_BC_DAT_Travel_Exp_Report_Completed =
Balancing Balancing Cost Cost Report Report Report Final
Segment  Segment Center Center ic\gcdgnnl gggg;‘iniion $:r';e'::; El?tﬁ: Report Number ET;I;:':Q ETmpree x:r';ﬂ:e' Created Purpose g::):rt Creation Submission Approval E:){:lent g::g
Code Description Code Description P [ “ By Date Date Date “

Catalog will take you back to the main menu where you can run another report or exit out by closing the tab.

il Catalog Home Catalog ~Favg
UserVieww Jlaw & S Em~v v v X |§ Location /Shared Folders/Custom/Campus Reporting/ Transaction Details Report/Travel Expgnse reports
4 Folders E: iz Tvpe Al w Sort Name A-Z w [ Show More Details
2 My Folders . @ TU_BC_DAT_Travel_Exp_Report_Completed Last Modified 7/21/2022 9:00:30 PM  Owner Gina Peach
4 [ Shared Folders SpeMEEdIL: Morer
» Common Content @ TU_BC_DAT Travel Exp_Report Pending Last Modified 7/20/2022 9:09:54 PM  Owner Gina Peach

Open Edit More w
4 BE Custom

» [ Dashhoards

» 1 ARCs

» 8 Budgeting

4 B Campus Reporting
» B Accounts Receiv

» W Budget Summan

E Reports and Analytics - Oracle Fu X @ Oracle Transactional Business Int X

L ' 1 & .- ¥ T o
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