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DEPARTMENT EXPENSE REPORTS 
 
 
Overview 
  

BSU has developed two customized expense reports designed for departmental 
users 

• Department Expense Summary  

• Transaction Activity Log  

The Department Expense Summary is used to review the balances for 
departments or projects at the class level. The Activity Log is used to view detail 
transactions for departments or projects at the class level. 

 
 
Objectives 

By the end of this session you will be familiar with 

• How to run an Expense Summary for your Department or Project 

• How to drill from the Expense Summary to the Activity Log 

• How to customize the Activity Log 

• Terms and definition used in the reports 

• How to send your reports to a printer or to an Excel Spreadsheet 
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