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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 posted. 

 

 

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

 

 

 

 

Select Browse Catalog 
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Under Folders, select Shared Folders > Custom > Campus 

Reporting 

 

Click on Transaction Details Report 

 

 

 

 

 

Select Expand on the Travel expense reports 

 

 

 

Here select the report you want to run by clicking on Open 
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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. 

 

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

 

Scroll to the right to see more data 
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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. 
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Here is the export to excel. You can turn on the filter feature here to review data 

 

 

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

 

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

 

 

 


