QUICK REFERENCE
Actual Transactions

How to look at your actual transactions for funds centers beginning with 601

Go to MU Home Page

Hover over Faculty & Staff link; select Logins
Click ESS button

Click ESS Login

Enter MU Domain ID and Password
(FirstName.LastName@millersville.edu)
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Click the Business Intelligence tab

Click the black arrow to open the Financial Reports

Select report

a. Department Budget Report (NOTE: This report is for all Funds
Centers beginning with 601)
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Department Budget Report — Actual Transactions

1. Once the selection is made, |l
the report will process and

an entry form will appear
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NOTE: The transaction report will show the transactions by commitment item then by date.

ig BEx Web - Millersville DB Budget Report (7.0) - Windows

@ BEx Web - Millersville DE Budget Report (7.0) - Windows Internet Ex,

R

plorer Y

eu-

o https://portal passhe.edu/irj/serviet/prt/pd

@'\_/ -

@ https://portal. passhe.edu/irj/s

vlet/prt/portal/prteventname/Mavigate/priroot/pcd!3aportal_cont = % |"}‘ X | E!'r.'%

<7 Favorites

77 Favorites s U Suggested Sites v g8 Brio Well

5% [ Suggested Sites » @] Brio Web £ Log In - Wikis @ Millersville &) MU - Budget Office (3) MU - People Finder

| |20 BEx Web - Millersville DB Budget Report (7.0) B -3
£2) BEx Web - Millersville DB Budget Report (7.0) Uk .
Summary Budget Trans St Emp Trans Commitments Trans Student Emp Trans Travel Prior Year Trend Paymer\
Budget! Actuals wio St Emp Trans
Millersville DB wio Employ

Millersville DB Summary

~] Sk

* Bud 1-A Pool Budget

Fund, Fund Centers

Show All Values ﬂ Show All Values ﬂ [
Variable Filte
Variable Filters
Figcal Year
Fiscal Year 2013

Funds Center (Multiple
Funds Center (Multiple or Single) 6011272000 Biology Dept

Funds Center =
J 6011272000 BIOL Dept

Commitment tem=~
= 510580
4 2-PERSONNEL

J Fund =

j « NON-PERSONNEL | eot1000000
+ 505100

] - 506115 j

N * 509100 rl

| ...__.L-A...,_‘r-—M g EARIN,

winsta AP

* Fund=Funds Center=Commitment tem

Fund Centers

j Show All Values

or

Funds Center =
6011272000

~L, r‘, A tapiiA, wm.\_wuﬁﬁ.\‘\\rﬂ~ __‘Tr‘dﬂ-\ R

2013 ClCategory Revenues
iQole) 6011272000 Biology Dept Operating
Capital
Transfers (In&0ut)
Reserves

ommitment tem = Posting Date = PO Doc#=  FlDoc#= Doc Text =

BIOL Dept Operating 605100 Postage/Freight/Ship 07ME6/2012 # 1900851331 ACCT 55V,
07/30/2012 # 1900854375 ACCT 25!

07/31/2012 # 102107054  POSTAGE

08/31/2012 # 102149549  POSTAGE

a—-s

| A E | & ]| B2l o ) | R [ o R U

Fiscal Period ,

Bl
Commitment kem Wendor

j Show All Values j Show Al Values j Show All Values

Dynamic Filters

Chargebacks (Exp&Rev)




