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                        Basic User Reports – Mason Finance Gateway 
 

Reports in the Mason Finance Gateway are not limited by Fund/Org security. Please be aware that you should only 

access those reports which are necessary for your unit’s business operations and reconciliation.  

Expense Analysis Report 
1. Login to the Mason Finance Gateway. (Single Sign on with 2FA is required, click here for more info).  

2. Open the Navigation menu and select Reports. Then, choose Standard – Expense. 

3. Scroll down to Paid Expenses.  

 

 

  

 

 

 

 

 

 

 

 

4. On the Paid Expense Report, click on “Create New” (if you have no saved template reports, it will take you 

directly to Step 5 below). 

 

 

5. This will open the Report Creator. Name the Report – so you can Save it and run it again as needed. Change the 

dates if desired. 

 

 

 

 

 

 

 

https://secure-web.cisco.com/165e2HM68DzMpm_KHlb4A3Y7C2HYXezgZOdnChcNahj-Fws7_xJS4VnRkgL8Lb8lo1QT081E7aLcT1XekFVx35YwDpcqQQZoStC67fj-Z06TMw43FuBiqbjWYkT5r7SoNKDqSwycmRqAEugLckM_AjdUzufLKQaRQQUSizRbevGgNRxfLzLrNTIhm9qgmE2VBX6OLD65_KqyjeBtJHlyKhmo81-DgJiD2xZbFXuGFsZzMCUhrbNU3laL_xeA_gjjlxWblWcWBYFAMWEkVEyVj39UBPr3sweez6pTlvqrV9tgmpzJcr-i-ccOmwbOvR8dyBZ_0BCrhoFcz4VTV10ZXHbEhYJWWcDL7hCjpYSf_mH0nauPI977kM05GyIHdKszyJS9-myzq1E7ntKImsU25NXtSpQb4iQjXAiRYWOJ0txgoiNy5G6G9P20ibYta4sdm959-RMrIU3QZc7Cprlx87A/https%3A%2F%2Fapp.ca1.chromeriver.com%2Flogin%2Fsso%2Fsaml%3FCompanyID%3Dgmu.edu
https://its.gmu.edu/article-categories/security/2fa-information/
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6. Scroll down to the Report Columns. You can add and remove columns as you choose. These are the suggested 

Columns to add to produce the appropriate results. Ensure that “Banner Invoice” and “View Report” are added as 

columns, as shown below. 

7. Select Group By Banner Invoice. 

8. Select an Output Format. HTML Active Report will open in a browser tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. In the top left corner click on Save – to save the report template and  

gain the ability to run the same report whenever you choose without  

additional formatting. Then click Run Report.  

10. When the report is generated, you can use Ctrl + F, to search the report for the specific Banner Invoice number 

in question.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the 

View 

hyperlink 

to open 

the specific 

documents

.  
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For technical assistance with the MFG please contact mfgadmin@gmu.edu. 

mailto:mfgadmin@gmu.edu

