Financial Reports for your Student Group
To help ensure accurate and informed finance management of your student group
throughout the year there are two types of finance reports available to treasurers and
presidents/ club captains.

Student Group Balance Report
A balance report provides a summary of your groups income and expenditure
grouped by type (e.g. printing costs, membership fees or ticket sales). The values are
given for the current month, current academic year to date and the previous
academic year. It also shows the balance brought forward from the previous year
and the group’s current balance. It should be noted that unposted (unprocessed or
unpaid) transactions will not appear, and therefore are not reflected in the current
balance. It takes up to 11 days for income to appear on a balance report, if you are
unsure whether a transaction has been made you can ask the Student Services Team
to check if the payment has been completed.
This report is available through the eXpense 365 app and can be accessed by both
the treasurer and the president/ club captain. If your group/ club has subaccounts,
please contact bristol-su@bristol.ac.uk to request the balance report.

Transaction Report
A transaction report shows a list of all transactions that we have on our system for your
group since August 1st. You can also request reports showing transactions from
previous years, either separately or together. This includes ‘unposted’ items, which
have been entered into the system but are still in draft, these are marked with an
asterisk at the right-hand side. It may include transactions that have not yet been
paid out. If you are unsure whether a transaction has been paid or you cannot find
an item that you were expecting you can contact us to look into why this might be
the case. It takes up to 11 days for income to appear on a transaction report.
This report does not show your current balance, or the balance brought forward from
the previous year, it is a record of financial movement in and out of your account.
Therefore, the total shown at the bottom is your income minus expenditure for the
time period shown in the report. To find your balance, you will need to look at your
balance report or speak to the Student Services Team.
A transaction report can be requested by either the treasurer or the president/ club
captain by emailing Bristol-su@bristol.ac.uk, please specify the group or subgroup.

If you are unsure of any information provided here or about how we process
transactions please email Bristol-su@bristol.ac.uk.

