
Budget Transaction Detail 
• Budget transaction detail reports are used to show all expenses accrued. These can be 

pulled for both appropriated and local funds. 
• To pull a Budget Transaction Detail report, log in to the Finance Module in Campus 

Connection. 

 

 
 
 
 
 
 
 
 
 
 

 
• Add the ‘Budget Transaction Detail’ tile to your Homepage, if it isn’t already there. Type 

in ‘budget transaction’ in the search menu at the top of the screen, and click on ‘Run 
Budget Txn Detail Rpt’ when it pops up. 

 
• This will pull up the ‘Budget Transaction Detail’ report page. 
• Click on the three dots at the top right corner, and click ‘Add to Homepage’. 

 
• To run a report for the first time, click on ‘Add a New Value’ and type in the name you’d 

like to use for that report. 

 

 



• This screen will appear. 

 



• Click on ‘Refresh’, and the parameter sequences will pop-up. 

 
 

• Enter in your search parameters; these will include ‘Ledger Group’ and ‘Commit 
Control Date option’ at the top. ‘Ledger Group’ should be set to ‘FNDDTL’, and ‘Commit 
Control Date’ should be set to Range. ‘Date From’ should be set to the beginning of 
the fiscal year you’re pulling, and ‘Date To’ should be set to the current date. Select 
sequences ‘Account’, ‘Fund Code’, ‘Department’, and ‘Budget Period’ in the ChartField 
Selection. Uncheck ‘User Budget Overrides’ at the top. 
***NOTE***  
With FY 25, ALL appropriated budgets for all four schools fall under ‘30300’ per the 
business office. Make sure to include your department number, otherwise, all 
transactions for 30300 campus-wide will run. 

 



•  
 

• After entering the parameters, click on ‘Save’ at the bottom of the screen, then click 
‘Run’ at the top.

 

 
• This screen will pop-up. Select ‘PSNT’ for the Server Name, then click on ‘OK’. 

 



• It’ll kick back to the report parameters, and click on ‘Report Manager’ at the top. 

 
• The report will appear in your queue after it has run. Click on the link to the left of the 

screen under ‘Report’. 

 
• Click on the PDF version of your report under ‘File List’ to view it. 

 
 



• The report will look something like this: 

 
• For appropriated funds, transaction debits will begin with account code 521000. 
• Account Code Cheat Sheet 

o 511000 – salaries – benefited staff 
o 512000 – salaries – other  
o 513000 – temp salaries, non-benefitted (adjunct pool) 
o 515000 – salaries - faculty 
o 516000 – fringe benefits (disability, health/life insurance, workers comp) 
o 521000 - travel  
o 522000 – international travel  
o 531000 – IT software 
o 533000 – food/clothing 
o 535000 - misc supplies (classroom supplies, items not tracked in inventory) 
o 536000 – office supplies 
o 541000 - postage 
o 542000 – printing 
o 581000 – rentals/lease equipment (copier lease) 
o 602000 – IT communications (phone charges) 
o 611000 – professional development (dues, memberships, conference registration) 
o 621000 – operating fees (advertising, copy charges) 
o 623000 – professional fees/services (honorariums) 

• You can set the parameters to only reflect specific accounts to simplify things if 
you’d like. 


