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How to run reports in Emburse Analytics - MyExpenses. 

 

 
 

1. Log into MyExpenses. 
 

2. Click on the 3 lines in the top left-hand corner and from the drop down click 
on Emburse Analytics.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click on All, and then double click either 
Emburse Analytics for standard reporting or 
West Virginia University for custom built reports.  
 
 
Emburse Analytics will give you the option of 
Expense and Reference reports.  Depending on 
the reporting type you need, double click the 
applicable option. 
 
 
 
 

4. Once you locate 
the report you 
would like to run, 
double click on the 
report name. 
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5. The report Filters can be found in the top section of the report and can be expanded by using the arrow 
beside the word Filter.  

By clicking on the + sign by the filters parameters, you can add additional criteria for that field’s search. 
 
By clicking a X beside a field or by a parameter selected, that will remove the selection made. 
 
On the righthand side of the report, there is a scroll bar that will allow you to scroll through the available 
filters. 
 
Once any applicable filters are completed, select Run, and the report results will appear at the bottom 
on the screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. For columns, you can sort the columns by selecting the arrows to the right of 
the column name.  

 
 

You can select the three dots to the right of the column name to see column 
options.  
 
 
 
The width of the columns can also be adjusted by hovering over the column 
separators and holding down you mouse to drag the column width larger or 
smaller.  
 
 
Unwanted columns can be removed once the report is exported to Excel. 
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7. To export the data once it’s displayed, click on the Gear icon next to the 
Run button and click Download. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10. Change the Format to an Excel Spreadsheet.  
a. In the number of rows and column to include, select 

All results and then click Download.  
b. All other options are left as is. 

 
 
 
 
 
 
 
 
 
 
 
 

 


