Transaction Detail (TDR) Report %F

The Transaction Detail (TDR) Report displays detail transaction information for | LA R®IVI{eJU)
Payroll, Accounts Payable, Purchase Orders, Financial Journals, and Budget

e In addition to the report output selections of On Screen HTML (default),

Journals. PDF, and Excel (( i), you can choose Unformatted Data (( 2)
What can | learn from the TDR Report? e Selection of the Unformatted Data output returns an Excel file that has no
 Provides accurate and timely information for researching and sampling of special formatting, making it the best source for pivot tables and other

transactions advanced spreadsheet analysis
¢ Facilitates reconciliation to source documents and/or source systems e Select your desired report output and click the Run Report button (&9)
e Allows for drill-through to specific Voucher and Purchase Order source Report Output Slotion

documents when detail columns are displayed
e Displayed when drilling through for more detail from other reports © On Screen HTML FOF Bxcel Unformatied Data

= * Required At least one of these fields Clear Cancel
Report Date Filters must be selected T
The default date for the TDR is - — o Lrlllboth the Etxcbel aﬂ(]j L:_nf(tJrT]att?/? bData outgl)uts, thdg wlorkbctfk Wl|t| cogt?;tn
the current month. You can £, eport Date Range /0 or more abs. The first sheet/tab ({ 1)) always displays the entered filter
use the Report Date Range Eg From | oy 2017 2 T varzor - criteria:
H i 16 | Journal I All 16 |Journal 1D:

d.rodeWn menus to SpeCIfy a é"u_ 17 |Ameunts Displayad: Actuals, Budget, Liens|] 17 Amounts Displayed:
different range.

v . 1 b Parameters Transaction Detail Report + Parameters Data Tab
Report Specific Filters 4 » arameters ata Ta +

i Ready Ready
You can further refine your search by: o Transaction Typs , p ”
y y § Budget Journal Sample first tab (“Parameters”) — same for both downloads
Transaction Type — choose which S5 | contanse A 8
H H = i Deposit = -
transaction type(s) to display 2 e omer ; UGKF: unversiy o Caoria, San Francis Transaction Detail Report
o My Expense 3

PCard ;

PO & | Report Run Date: 1111418

Payroll 7 | Run by: Burgess, Michas! T

8 | Chartstring: Bus Unit: SFCMP; Acct: 4000A - Revenue, 50004 - Expense, 5T00A - Other changes; Fund/Fund Groups: Al

Recharge ] Dept ID Node: 408040 - F_FIN Controllers Office; Project: All; Act Per: All; Func: All; Flex: All

Voucher 10 |Project Attributes: Dept 1D Site: All; Project Awsard/Farent: All; Project ManagenPl: All; Project Use: All; Lab Owner: All

Select Al Deselect All Ei ;:r:zz:c(l:lz:;ype: :::
Choose to display a specific Source Code, Source Code |I| | 25 [Preperer: A
Vendor, Journal Preparer, and/or Journal Vendor (| |7 Ao e Netuale, Budget, Lens
I D _E Regnn Date: Nov 2016 - Nov 2016

Journal Preparer \
Report Sort 1 and Report Sort 2 allow you Journal ID Sample additional tab - Excel download (“Transaction Detail Report”):
to apply one or two sort options to the - A 5 c o E r | G n TRl R
report OUtpUt Report Sort 1 None - N UGsE univessityof Gafornia, San Francisco S ———
2
. . R rt Sort 2 ~
Show Detail Columns in the report output by opor=e ene 3 Trans Source Code | Bus Unit | Acct | ‘Acct Deser | Fund | Dept1D | project | AtyPd | Funct [ Fex| |
selecting this checkbox Show Deai Calumns in Repot L L L T A ——
ow Benefil etal OWS
Show Benefit Detail Rows in the report Columns Displayed  Acuals 2 Sample second tab - Unformatted Data download (“Data Tab”):
output by selecting this checkbox Budgat A B ¢ o E F| ¢ | H T T
. . | Liens 1 [ Transtvpe 1 SourceCoda | Bus Unit | Acct | Acct Descr |, Fund | Dept D | Project | Atvy Pa | Funct | Flex |

Columns Displayed — choose which report } o R R o
columns to display in the report output 5 [Payol 4 S8 SFCMP” 50439 it PETasery soonl r 5018 doa0ar " 0136t -
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Transaction Detail (TDR) Report

Tips & Tricks

Run a TDR for the narrowest criteria applicable:

o Inmost cases, running an Operational or Management report first, then
drilling on items needing further research will be more efficient

o If you require detailed transaction information, filter your TDR for the
shortest date range and lowest Dept ID and consider limiting the report
by Transaction Type when possible

By default, the TDR is set to display only Accounts associated with
Revenues, Expenses, and Other Changes

The TDR only displays transactions for the time period selected and does
not display information for Period O balances

You can choose to display more detailed information about each transaction
by clicking the Show Detail Columns checkbox in the report view:

Click the Show Detail Columns checkbox Soryl

Mone

B

Sort 2

Click Update to refresh and display the
additional columns

MNone

[ <2

In the report view, hyperlinks are displayed as blue underlined text or values

Clicking a blue PO ID will display more detail in the
PO report

POID Vouch ID

W0022424|
B000323450
BO00349676

Clicking a blue Voucher ID will display more detalil
in the AP report

Since the TDR returns data in list format without subtotals or groupings, you
may want to further refine your report using the Sort 1 and Sort 2 options:

Sort 1

Click the Sort 1 drop-down and Dest 1D B
select the first value from the list S i
Dept ID I

Project

Award/Parent ID
Project Manager
Account Level C

Project
[~ Show Detail Columns
v Show Benefit Detail Rows

If desired, select the second
desired grouping from the Sort 2

19
11
13

drop-down + None
Click Update TT':.,": ot mnm«{ Sort 1 = Dept ID

Your report is

soment 4 Sort 2 = Project
refreshed and BeptIE HOGES ERREN A )

Project: 1111111 General Unspecif.

_ _ 7 Show Detail Columns now displays = Subtotals by Project within
Uncheck and click Update to hide I Show Benefit Detail Rows data in your e @9 ssssnsns the Dept ID, then by Dept
chosen TOTAL DertD 1000 MR Employment: Prect ID across Projects
groups with TOTAL - DeptI0: 410085 F_HR Employment “" $000 [$45,000.00) ($140.217.64)
Actull ‘I'iﬂ-c«lv| DDECodu' Emu EFH PayPiEnanu P‘QOD W:uhln vuu:nnm lal:Dlw Jou‘rrlal D qurPoole‘ Juurnll?upar'r SUthtaIS REEORTTOFM Sy 5000 P08 00) {580,217, 64
-5,200.00 : CGAT109A 11/916 EFEULM'ZS f d I d h f |
] . i . molel ¢ Information displayed in the Reference column
sanen| Sort by any one detail column at a time by clicking the st~ e g3 (Ref/Inv ID) differs depending on transaction type: 2 Ref/Inv ID
desired arrow: i 3
& Ascending order (denoted by T icon) '"A'D': Invoice number for general vouchers § 7393760
¥ Descending order (denoted by - icon) s Subcontract ID for subcontract vouchers SC 409110-02
] ] Sort1 _ Expense Report Name for MyExpense 3199891 2 Batteries for Costell
* Youcan also show more detailed benefit T - Cardholder Name for PCard ¢ DAl 14002
information: _
_ _ Hone o Additional Information & Assistance
Check the Show Benefit Detail Rows [~ Show Detail Columns
checkbox  Show Benefit Detail Rows e More information about MyReports including how to request access and
Click Update to refresh Update additional training can be found in the MyReports section of the Controller's
Office website
The report will then display more —'Tm“ o — — ¢ ire helo with hnical orobl h . b
detailed information on benefits " \ o | yOtIJ.requwe elp with a technical pro em, or avg a question about a
such as OASDI and Workers’ Payal ) TOMP 70403 Reguarta salres specific report, contact the Controller's Office Solution Center at
Comp: il F T i e e COSolutionCenter@ucsf.edu or 415.476.2126
Payroll WP 50505 Medicare-staff *
Uncheck and click Update to pao @ o 505 edcaestr ‘ 1‘ e To stay informed about MyReports news, follow the directions on the
. Payroll SFCMP 050 orkers' comp-staff . 5 . . ..
hide s T MyReports section of the Controller's Office website to join the MyReports
{ Payroll FCMP 50507 Unemploy insur-staff J LISt—SeI’V
Pavroll L SFCMP 50507 Unemolo-msur-s&ﬂ !
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