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Department Expenditure Detail Report

Why do I need to look at the Department Expenditure 
Report?

 To track your spending

 If a vendor inquires about payment for a PO

 This report does not display travel expenses
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Department Expenditure Detail Report

Add a New Value
only for the first time
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Presenter
Presentation Notes
Receiving:
Add a New value: Retain the value of NEXT for the Receipt Number (system will auto generate receipt number), retain PO Receipt check box and click the add button
Find an Existing Value:  To edit/update an already saved receipt:  Enter the Receipt Number or PO Number and click the Search button



Department Expenditure Detail Report
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Department Expenditure Detail Report
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 Click the Refresh button frequently until the Run & distribution 
status changes from Processing & N/A to Success and Posted

Department Expenditure Detail Report
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Department Expenditure Detail Report
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Department Expenditure Detail Report

1

2

8

7

6

5

4

3

10

9 11

12

55



Department Expenditure Detail Report
1. Department - Your department number.

2. Budget Account (80000 series)

3. Account Number (50000 series) - Expense Account Number 

4. Vendor Name (#)

5. Req ID – The requisition ID the end user created to initiate the 
purchasing process.

6. PO ID - Purchase Order number.

7. Voucher ID - Is created when Accounts payable processes the 
purchase order for payment. The items must be received prior to 
Accounts Payable processing the voucher for payment.
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Department Expenditure Detail Report
8. Payment # - Payment has been sent to vendor. If the payment 
number begins with the current year then the payment was issued by 
EFT (electronic payment). If not, then the vendor was sent a check.

9. Gross Pre-Encumbered Amt - When you create a requisition the 
money is reflected in the Pre-encumbered Amount.

10. Gross Encumbered Amt - When the purchasing department 
sources the requisition into a PO the money is reflected in Gross 
Encumbrance Amount.

11. Outstanding Encumbrance - This is the amount of money that is 
owed to the vendor. Once the PO has been paid the money will move 
from the Outstanding Encumbrance to the Expenditure Amount.

12. Expenditure Amt. - Amount that has been paid to the vendor.
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Comments / Suggestions
If there is material on this training guide 

that is confusing or if you have a 
suggestion as to how to improve it

Please Contact:
Budget at 

budget@lagcc.cuny.edu or at ext. 5388

mailto:budget@lagcc.cuny.edu



