
Expenditure Audit Trail 
To view a detailed history of expenditures for an account for the current year, or for prior years, run the 
Expenditure Audit Trail report. The process for running this report is as follows: 

• Select Fund Accounting > Reports: 

 
• Under Audit Trails, select Expenditure Audit Trail 

 

• Enter fields to pull up the budget codes and accounts you wish to view in the Report Criteria 
section. 

 

Note: You can tailor what accounts are pulled based on the criteria entered. You could pull only a 
specific account by entering the entire budget code and account. Alternately, you could enter only 2117 
in the fund to run all your Title I activity or only PIC 25 to view only bilingual activity. 

• Hit Enter or click on OK to drop to the additional criteria section: 

 



The report will default to the current year and period. To run the report for all of a prior year, change 
the year to the year you want to view and change the ending period to 13 (12 months and any activity 
after June 30 coded back to the prior year).  

You can also click the box next to Include Pre-Encumbrance Detail which will show new requisitions 
which have not made it through the approval process.  

• Click OK again to run the report. A print window will come up. Select Screen to view as a pdf or 
Excel to have the report exported to excel. 

 

• Depending on your individual computer image, you may need to click on one or more “warning” 
boxes before the report opens. 

• The report should look something like this: 

 


