[bookmark: _GoBack]Changing the Report Date on a TR document
The Report Date of a document must be in an open accounting period in Banner.  The prior month’s accounting period is normally closed by the 7th of the following month, ie Jan. is closed by Feb. 7th.
-Open the TR document and go to the General Information section:
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-Press the pencil Icon to the right of the General Information:
	-Note the Report Date is in the prior month.
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-An ‘Edit General Information’ box will appear and you should change the Report Date to the current date.  Press Save once done.
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Your Report date is updated and the TR document can now be submitted.
image1.png
Delegate | | Expense Manager

< Expensa Report Listfo.

Expense Report
General Information

tinersy '
Expenses

Attachments

Comments

Relted Documents

Status History





image2.png
General Information

3

Repor Type: TRAVEL ReportDate:  Dec20, 2012 Py Amounts 122.80 USD
Purpose:  Non-Gant Business [RO— Afttion: St
Desipons  Banner Sumnit 2012
Funding Default
Chart ndex Fund Orgeniaton rogram Aty Location
1005 - A5 100000 10620 stio





image3.png
Edit.General Informatio

General Information

Reprt o

Rept e TRAVEL

Purpose: [ Non-Grant usiness [ v]  Reportoste: #[Dec20, 2012 =]
Desaption: © [Baner Sumit 2012 Atfiaton: [ sttt I~
[ Relocation
Funding Default
chart Index Fund Orgaization Program Actvity
100% ™ pres 100000 106250 6110

Location




