
 

How to Read Your Club’s Subledger Report 

The Basics 

Name given to the   

transaction in RIT’s  

system 

Account number being 

charged 

Date transaction 

posted to the    

account 

Name of vendor being paid 

(Usually only for check     

payments) 

Purchase 

order    

number 

Type of 

transaction 

Money coming out 

of the account 

Money going into 

the account 

Description of the 

transaction 

Month(s) shown on 

the statement 

Common Revenue Transactions Code used for 

donations 

Code used for fundraising 

deposits 

Name of donor 

Common descriptions used for fundraising 

deposits. These generally originate from     

deposits done through the Student Org Dropbox 

or from sales through a CampusGroups (CG) 

store. 



Common Expense Transactions 

Active Pay means that 

this was a Visa card 

transaction 

Name of business the 

Visa card was used 

Commonly used for a 

payment to a vendor 

via check or direct 

deposit 

Chargebacks are used to pay for services provided by 

other RIT departments. Generally these are related to 

events hosted by your organization. Common charge-

backs include things like RIT catering, Tech Crew, FMS 

and The HUB 


