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TTE Travel & Expense System: Reporting Overview

Section 1: Who can Access Reporting

This document presents an overview of reports customized by the State of Georgia
Accounting Office.

The primary TTE Local Travel Administrator is granted permission to access TTE System
Reports. If the TTE Local Travel Administrator does not have the proper permissions, he/she
should contact the GA Travel Global Administrator through the Customer Service Center
[404-657-3956 Option 9, or 1-888-896-7771 (Option 9) or email sao_travel@sao.ga.gov].

Access is restricted to data for your agency. Agencies cannot create new reports or modify
existing reports. Questions, issues or requests for reporting changes should be referred to
the Customer Service Center [404-657-3956 Option 9, or 1-888-896-7771 (Option 9) or
email sao_travel@sao.ga.gov].

Section 2: Reporting

Accessing the Reporting Tool
The Reporting tool is accessed from My Concur.

1. Log in to Concur. Click on the Reporting tab.

Wielome, Donna Fitegerald  [Youareadm inistering for: Yourset ] 'ﬂHeIp | Log ot

e

o (
l."-.a,-.':-rH':r'.
by Concur Request  Trawel Expense Reporting rmimistration Profile

2. The Public Folders tab opens. Click on State Accounting Office.

You are now running Cognos 10!
=] Please see 'Help - Concur Model' po013879cq9f_009821962s0g.ga.gov_2633 Log Off
for What's New.
B Public Folders My Folders  Concur Dashbhoard
Public Folders

] Mame < Modified < Actions

[0 @@ Concur DstaWarshouse February 8, 2012 9:02:03 P More...

[0 3 Dashboard Metrics August 28, 2009 51805 PM Mare...

|:| 1 Inteligence - Standard Reports February 18, 2012 2:20:30 A Mare. ..

|:| ] ate Accounting Office farch 16, 2012 11:21:44 &k hare...

|:| [ sState Accounting Office (001 35793 March 16, 2012 11:18:11 AW Mare...
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TTE Travel & Expense System: Reporting Overview
Accessing SAO Custom Reports

1. Select State Accounting Office in the Public Folders tab.

You are now running Cognos 10!
Please see 'Help - Concur Model'
for What's New.

pO013879cq9f_00932196(3s0g.ga.gov_2633 Log Off

B Public Folders | My Folders

Concur Dashboard

Public Folders

ral Py

i | | Hame < | Modified < | Actions

[0 @ concurDatswarshouse February &, 2012 2:02:03 PM Mare...
[0 [£3 Dashboard Metrics August 25, 2009 51505 PM More...
|:| T Inteligence - Standard Reports February 18, 2012 2:20:30 AM More...
|:| ¢ State Accounting Office March 16, 2012 11:21:44 Al More...
|:| [ Stete Brcountirma o fice (p001 3879c031) March 16, 2012 11:18:11 AM More...

2. A list of reports customized for State of Georgia appears.

BF| Public Folders My Folders  Concur Dashhoard

Public Folders = State Accounting Office

s

| | Name %

&l »
[l »
[l »
@l »
&l »

186060 Reconcilistion
Adoption (A, Car, Hotel)
Airfare Booked But Mot et Expensed

AirPlus Invoice Reconciliation

OO0O00O0o0

Attendes Details
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| Modified
February 4, 20102 9:50:08 Ak

| Actions
} Eﬂe Mare..
} Eﬂe Mare..
’ Ef'f Mare. ..

February 4, 2002 9:46:03 Ak
February 4, 2002 9:46:03 AWM

February 4, 2012 9:46:035 Ak

February 4, 2012 9:46:03 A

} E?f More...
4

1
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TTE Travel & Expense System: Reporting Overview

Running SAO Custom Reports

1. Click on the report name listed in the State Accounting Office customized report

listing.
. PUD135T30q3 _0952196@s00.g.gov 2633 Log OF [B | |E~ &~ &~ Launch~ ¥~
% | Public Folders | MyFolders  Concur Dashboard  Concur Dashboard
. £==  -ue 1 T ' "
Public Falders » State Accounting Office ENOEBEEE X B X =N
Ertries: B 1O v
| | Hame % | Modified % | Actions
|:| = SA0 Reports Wy 25, 2012 7:49:24 A |ﬁ' Mdare...
F O60ED Estracted Reconciliation February 6, 2013 1:11:24 Ph ' 0 b BSOS Mo
F F 196060 Pending Transactions Juby 2, 2017 8:09:24 20 (5 p By 53 more..
F b 19BDED Unassigned Transactions harch B, 2013 10:24:39 A (5 p B G mhore.
F B 196061 ArPlus Invoice Reconciliation February 20, 2013 12:39:03 PR ' 0 b BS 53 more
F b Adoption CAr, Car, Hotel) July 31, 2012 7220061 b B b BS % tore...
F b Arfare Booked But Mot Vet Bxpensed Ppril 4, 2013 11:09:24 A 5 b B G meore.

2. Prompts for criteria selection may appear depending on the report selected. Enter
the appropriate requested information for the prompts and click OK or Finish.

Employee Exceptions - Details
Prompts
Date Range
From:
Apr 10, 2013 -
To:
Apr 10, 2013 =
Options
Keywords:
Type one or more keywords separated by spaces.
Searchldl
Options
Results: Choices
-
-
Selact all Deselect all Select all Deselect all
Cancel Finish
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TTE Travel & Expense System: Reporting Overview

3. The report displays according to the default output selection.

'Y pO013879cq9f_00982196@s0g.ga.gev_2633 Log Off {5} <@ About

E~ Keep this version = E& - E - jﬁ\dd this report =

Employee Exceptions - Details
Sent for Payment Date Befween Apr 10, 2013 and Apr 10, 2013

Ernplayee | Emnployes | Report | Report Mame Purpose Exception | Exception | Ewceplion Exception Text

(] Crate Ewent Lewel Caode
Anadu, 00897384 Apr &, Week of April | Site Yisits Feport 1 UMUSEDRCC | You hawe unassigned AirPlus or Wiright Express transactions that
Uzama 2013 1, 2013 Submit exceed 30 days,
Jane
Artaze, 0202821 Mar Louisville, KY  Louisville Report 1 TRIP4S Expensa reports should be submitted within 45 days after the trip
Erian P 27, 2f21-2/23f2m13  Conf, on Lit  Submit iz complate, Plaaze be maore timely in completing your expenze

2013 S Cult reports,

Eattles, 00201036 Ape 1, | March Travel  Daily Wark | Report o1 MILEFLIEL Please reviewe to ensure report should contain bath Mileage and
Greco R 2013 Trawel Submit Fuel expenses, Mileage amount includes fuel reimburserment,
Gardner, | 00763838 | Apr 2, | February & Client Feport 31 MILEFLIEL Please review to ensure report should contain bath Mileage and
Alice & 2013 March 2013 intakes, Submit Fuel expenses, Mileage amount includes fuel reimburserment,

4. Click the a icon to return to the Report Listing.

.

® p0013879cq9f_00982196@s0g.9a.90v_2633  Log Off @ < about

E» Keep this version = E& - E - jAdd thiz repart =

Employee Exceptions - Details
Sent for Payment Date Between Apr 10, 2013 and Apr 10, 2013

Errployes | Emplowee  Report | Report Mame Purpose Exception = Exception | Exception Exception Text
(s Crata Evert Lewal Cade
&nadu, 0297334 Apr 8, | wesk of April | Site Wisits Feport UMIISEDCC  You hawe unassigned AirPlus or Wright Express bransactions that

Changing the output format of an open report

1. With the report open click on the current format icon
® pD013879cq9f_0D982196@s0g.9a.90%_2633 Lugl @ < about
E» Keep this version = E& - E - jAdd thiz repart =

Employee Exceptions - Details
Sent for Payment Date Between Apr 10, 2013 and Apr 10, 2013

Errployes | Emplowee  Report | Report Mame Purpose Exception = Exception | Exception Exception Text
(s Crata Evert Lewal Cade
&nadu, 0297334 Apr 8, | wesk of April | Site Wisits Feport UMIISEDCC  You hawe unassigned AirPlus or Wright Express bransactions that
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TTE Travel & Expense System: Reporting Overview

2. Select the new format desired from the drop down list. Note: You may have
to hold down the Ctrl key when opening a report in Excel.

~ [ add this report =

Wiew in HTML Format

View in POF Format

ted [ Yiew in $ML Format

{[ Yiew in Excel Options b
4.77

Create a Shortcut to a Report in My Folders

1. With the report open click on the drop down arrow next to the Add this report icon

[ add this report +
° pO013879¢q9f_DO982196@s0g.9a.90v_2633 Log Off {5y &9 Ab
E\ Keep this version = | !é - E - j.ﬂ.dd this report =
Employee Exceptions - Details
Sent for Payment Date Between Apr 10, 2013 and Apr 10, 2013
Eriplayes | Erployee  Report | Repart Mame Purpose Exception | Exception | Exception Exception Text
(o] Cate Event Lewel Code
&nadu, 0297324 Apr 2,  wreek of April | Site Wisits Fepart 1

UMUSECCS  You hawe unassigned AirPlus or Wright Express transactions that

2. Select the Add to My Folders option.

0 p0013879¢q9f_00982196@s0q.qa.90v_2633 Log OFf {f} &_dbout
E» Keep this wersion = | % - E - jﬁddtl ot v
Employee Exceptions - Details cd to Py Folders
Page 7 of 23 f,{;_‘\\ Version Date: 04/09/13
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TTE Travel & Expense System: Reporting Overview

3. Specify a name and description for the shortcut. You can also add information about
the report in the Description field as well as add a screen tip for this report.

Specify a name and description - New Shortcut wizard Help (%

Specify a name and location far this entry, You can also specify a description and screen tip,

Name:

Shortcut o Employee Exceptions - Details

Description:

Details the emploves exceptions on expense reports,

Screen tip:

Expense report exceptions

Location:
My Folders
Select another location...

Cancel <= Back Mewt = Finish

4. Click Finish.

Save Report View or Email Copy of A Report
1. W.ith the report open click on the drop down arrow next to the Keep this version
icon E!- keep this version = |

2. Select Email Report or Save as Report View

o p0013879cqof_(J>196@s0g.9a.90v_2633 Log OFf {5 & About

E\ Keep this version = | ol nl !& ¥ El - 3F\dd this repart =

Employee Exceptioft7em ferer 3

Sent for Payment Date Between Apr | Hseve Repor |0, 2013
@Save a5 Report View

Employee | Emplayes | Repart | Report Mame Purpose | Esceplion | Exceplion | Exception
i} Date Event Lewel Code

Exception Text

Page 8 of 23 Version Date: 04/09/13




TTE Travel & Expense System: Reporting Overview

3. If you selected Email Report the Email Options dialogue box opens:

Set the email options - Employee Exceptions - Details

Specify the recipients and contents of the email. To add recipients, dlick Select the recipients or type the email addresses separated by semi-colons, To include
an HTML report as the message body, leave the Body box emply and select the report as the only attachment,

To:

Help (%

i
Subject:

|Report: Employee Exceptions - Details

| Body:

Attach the report

Ok | ‘ Cancel
a. Enter the email address of the recipients
b. The subject defaults to the report name.
c. Use the Body: section to add a note to the email.
d. Click OK.

If you selected Save this report as a view the Save as a report view dialog box

opens.

MNanme:

Save as report view

Specify a name and locakion Far this entey, & repart view shares the same repart specification as the source report,

Help (%

w of Employes Exce

ntions - Details

Location:
Mone

Select another location... Select vy Folders

Dk Cancel
a. Enter a name for the Report View
b. Select a location for the report
i. Select My Folders to save the Report View to My Folders
Page 9 of 23 Version Date: 04/09/13




TTE Travel & Expense System: Reporting Overview

Select a location (Navigate) Help (%)

Mavigate the Folders or search to find where wou wank to place the entey, Search

@® [ Cognes =My Folders

Entries: | | - | |1 | [14][«a] ] ¥
| | Name %
f
Mo entries.
| Ok Zancel
ii. Click on New folder to create a new folder in My Folders.
a. If locations already exist they will display in the Name box.
iii. The New Folder Wizard opens
Specify a name and description - Mew Folder wizard Help @

Specify a name and locakion Far Ehis entry, You can also specify a description and screen kip,

Name:

Description:

l Screen bip:

Location:

My Folders

Cancel = Back Mext = Firish

Page 10 of 23 Version Date: 04/09/13




TTE Travel & Expense System: Reporting Overview

iv. Enter a Name, Description (optional) and/or Screen tip for this folder.
v. Click Finish.
vi. Now select the location to save the report to.

Select a location {Navigate) Help (%

Mavigate the Folders or search to find where wou want to place the entey, Search

() =] Coghos =My Folders

Entries: |1 | - |1 | 0

i | | Name <

® [ Report Views
\ Mew Folder ...
f
| Ok Cancel

vii. Click OK.

Save as report view Help [

Specify a name and location For this entry, & report view shares the same report specification as the source report,

Mame:

enort Yiew of Employee Exceptions - Details

Location:
My Folders
Select another location...

il Cancel

viii. Enter a name for the Report View
iX. To store the Report View in My Folders click on OK or to store in a
sub-folder click on Select another location and click on an existing
sub-folder name to save in the Report View there and then click OK.

X. Select the Return icon <:ilto return to the list of reports.

To View Saved Report Views

1. Click on the My Folders tab.

Page 11 of 23 Version Date: 04/09/13
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P PO01EEFICqEf_O0992196@sog.ga.gov_ 2652 Log OFF [ | |E~ &~ 8~ Launch~ @ ~

[oe= Public Foldernm::ur Dashboard Concur Dashboard
b At AR =

2. Select the Report View or Sub-Folder that contains the Report View you wish to
review. In our example we are selecting the sub-folder.

® p0013879cq9f_00982196@so0.0a.00v_2633 Log Off

EE Public Folders My Folders | Concur Dashboard

My Folders
Sub- Folder

1 | | Name %

0 O Cagorvers

] P AirPlus Invoice Reconciliation

WJ‘NM‘J\.‘

3. Click on the Report View

@ p0013879c09f_00952196@so00.0a.00v_2633 Log Off i [

BE Public Folders My Folders | Concur Dashboard

My Folders = Report Views

| | Hame £

|:| Report View of Emplovee Exceptions - Detailz

4. The report will display in the format you have defaulted.

Page 12 of 23 Version Date: 04/09/13
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® pO013879cqof_00982196@s0g.ga.gov_2633 Log Off  {f} < About
Keep this version « 2 % % - ~ [ add this report Watch new versions + [ Add comments +
-
Employee Exceptions - Details ml
Sent for Payment Date Between Nov 22, 2011 and Dec 31, 2011
Employee Employes Report Report Mame Purpose Exception Exception Exception Exception Text i
his] Date Event Level Code
Andersaon, 00279833 | Mow 1, Macon Interview | Interview for Agent Positon | Report 51 CROSSCH This report andjor entry allocation has been charged to another
Geri B 2011 Submit department. If applicable, prior to approving add an additional approwval
step for the charged Approver by using the "Approwve & Forward”™
option.
Autry, 00289924 Decd, Monthly General Report 51 MILEFUEL Please review to ensure report should contain both Mileage and Fuel
Marlens L 2011 Expenses Submit expenses. Mileage amount includes fuel reimbursement.
Barnes, 00363422 Dec 1, Caps Training Training/Court/Shadowing Report 51 CROSSCH This report andjor entry allocation has been charged to another
Antonia 2011 Submit department. If applicable, prior to approving add an additional approwval

Teresa - " step for the ChﬁiEEd Apirnver h; using the 'Apprive B Fni'i'ard

Creating Excel output from a Concur Report

1. Click on the Run With Options icon P next to the report you want to run.

(%

Publ

° RUD1357309 0096219600 ga.gov 2633 Log OF B | |E~ &~ 8~ Launch~ ¥~

Public Folders | My Folders Concur Dashhoard Concur Dashhoard

lic Folders » State Accounting Office

MESE L mBeX
Entries:lzl_El@ Ll

| | Hame < | Modified % | Actions
= | A0 Reports Wby 25, 2012 7:49:24 A 5 More...

b 195060 Pending Transactions July 2, 2012 8:09:34 A 5 b By G tore.
b 195060 Unassigned Transactions March B, 2013 10:24:39 A 5 b B GE M=
P 196061 ArPlus Inwoice Reconciligtion February 20, 20123 12:29:02 P D| b BT R Mere..

]
Il
Fl b 198060 Extracted Reconciliation February &, 2013 1:11:24 Phd 05 0 b BS EE weore.
[l
[l
]

2. The Run with options menu appears.

Run with options - Employee Exceptions - Details Help (%

Select how wou wank bo run and receive your report,

Formatk:

[HTRL ~

“%. To specify a time to run the report, or for additional formats, languages,
or delivery options, use advanced options,

Accessibility:
[] Enable accessibility support

Language:

| English e

Delivery:
(&) View the report now

Prompt values:
Mo values saved

Prompt For walues

| Run | | Cancel

Page

13 of 23 Version Date: 04/09/13
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3. Click on the dropdown arrow in the Format field and select the Delimited text
(CSV) report format type and click Run.

Run with options - E yee Exceptions - Details Help (%

Select how ywou wank o d receive your repork,

Format: '_: . To specify a time to run the report, or For additional Formats, languages,
J‘ or delivery options, use advanced options.

HTML v

HTML
POF
Delimitad

Language:

| English hd

Delivery:
(#) Wiew the report now

Promy lues:

T vl ved

R r values

| RLn | | Carncel |

4. Enter any prompts required for the report you have chosen and click on Enter or
Finish.

5. The system will provide information on retrieving your report and your browser
will give you access to the report.

a. Click on the Excel report name that displays to open the report in Excel. We
used Google Chrome so the report name appears at the bottom; the location
of the rpoert on your screen is browser dependent.

24 hibps: ffreportingz . concursalutions. comjcoanos fegi-bin/cognosisapi. dil

Keep this version ~ | 1 el o - i - =
(3, vour report is ready and will download to your YWweb browser in a Few moments.

&

-~

pO013879cq2f_ 00982196 @sog.ga.gov_2633 Log Off ﬁ;

~
' >

E] Employes Exceptions - ....xls ~ B sShow all downloads. ..

»x

Page 14 of 23
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TTE Travel & Expense System: Reporting Overview
b. Click on the drop down arrow to access additional options

e N T T Y I T LTI L P

Jpen

Always open files of this tvpe

@ Folder)

Cancel | >

L]
Employee Exceptions - ....xls '_ ¥ show all downloads... €

E

i. Select Show in folder to use Windows Explorer to save the
report in a location of your choice (outside of TTE-Concur)
without opening the file.

File  Edit Wiew Faworites Tools  Help :F

O Back -,;-) Lﬁ; p Search H:i” Folders v

Address |5 CH\Documents and Settingstdfitzger aldiMy Documents\Downloads g | =]

Size Tvpe
File and Folder Tasks =] n ! tions - Deks = 1 KE Microsoft O

)
Iﬂ Fename this file

E—% Mowe this File

Copy Ehis File

&8 Fublish this file to the Wweh
) E-mail this Fils

za Prink this file

¢ Delete this file

Other Places

Iy My Documents
H My Compuker
.y Mebwork Places

Details

Employee Exceplions -
Details.xls

Microsoft OFfice Excel 97-2003
Workshest

Date Modified: Today, March
21, 2012, 12:18 PM

Size: 234 bytes

Page 15 of 23 Version Date: 04/09/13
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Section 3: Setting Preferences

Override Default Number of Reports in a list View:

1. Log into Concur and select the Reporting tab.
2. Select State Accounting Office.
3. Scroll to the far right of the window.

™ pO013879eq_00322196@s0g.ga.gov_2633 Loy Off @ El" {Ef" E] * Launch ~ @ hd

[B% | Public Folders | My Folders  Concur Dashboard  Concur Dashboard
=ENBEE X X =

Public Folders = State Accourting Office

4. In the Entries boxes you can override the default number range of reports you
want to display on a single page in list view.
a. Enter 1 in the first box
b. Enter a number (i.e., 20) in the second box

c. Click L to make the change.

i. NOTE: If you want to list to always display a specific range of reports
such as 3 through 9, enter 3 and then 9 in the second box. Viewing in
display mode does not use this field.

d. To set the default number, see Set Personal Preferences.

5. To access any reports in excess of the preferred number use the double arrows to
move forward or backward a single page or the arrow and line to go to the first
or last page of the list.

pO013873009_00932136@s00. 02 gov_2632  Log OFf  [3 [E~ 4~ &~ Launch~ ¢ -

B | Public Folders | MyFolders  Concur Dashboard  Concur Dashboard
ENUOBESE s e X =0
Entries: 1 T () el

Public: Folders » State Accounting Office

Set Personal Preferences

1. Log into Concur and select the Reporting tab.

2. Select State Accounting Office.
3. Scroll to the far right of the window and click on the down arrow next to the

8 7 icon.

Page 16 of 23 -‘-"_:__'E_“-“N Version Date: 04/09/13
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° pO0136T9eq3 009521 96@s0g.ga.gou_2633 Log OFF [B | | @ - {Er Launch~ § ~

|£Li Public Folders | My Folders Concur Dashhoard Concur Dashhoard

Puklic Falders » State Accounting Office ENn B EE X B X =i

Emries:-E@ Ll

4. Click on My Preferences.

My Watch tems

| My Preferences

My Activities and Schedules

a. The General tab opens to display your default options for the State
Accounting Office folder.

Set preferences

General Personal Portal Tabs

< Spedfy your settings.
umber of entries in list vi

20

Report format:

W

Separators in list view: Show the Welcome page at startup

Mo separator [V]
Show a summary of the run options
Style:
Corporate [V] Preview [Clenable accessibility support for reports I run or schedule

Portal
Default view:
(®) List
(O Details

Number of columns in details vi
3 columns |+

Regional options

Product language: Content language:
(3 Use the default language (3 Use the default language
{3 Use the following language: {3 Use the following language:

Time zone:
() Use the default time zone

e o< || oo |

i. Number of entries in List View: Set the default number of reports
you want to display on a screen when viewing reports in the list view.

ii. Report Format: Click on the down arrow and select your default
report output preference
1. HTML — display on screen
2. PDF — PDF formatted output
3. Excel 2007 — Excel 2007 formatted output

Page 17 of 23 Version Date: 04/09/13




TTE Travel & Expense System: Reporting Overview

4. Excel 2002 — Excel 2002 formatted output
5. Delimited text — CSV format output
6. XML — XMI formatted output
iii. Portal:
1. Default view: Select the view your prefer — list or details
2. Number of columns in Detail view: Click on the down arrow
and choose the number of columns you prefer to display the
information in.
iv. Click OK.

b. Click on the Personal tab.

Set preferences

General Personal Portal Tabs

View the summary of your authentication information and manage your credentialz. You can alzo view the groups and roles whose access permis=ions you have in this =ession and the capabiities avaiable to you.
Primary logon
The primary logen represents the namespace that you first logged on to in this session and the credentials that you used.

Namespace:
Concur

UserID:
p00138790q9f_00982196@=00.9a.gov_2633

Given name:
Surname:

Email:

Alerts

Specify the email address to use for your alerts about new versions.

Credentials

Specify the users, groups or roles that can use the credentiale to run activities. You can also rene’

w the credentiale. R the credential

F] ..» Name
O M w2 Directory Administrators
F a - 2> p0013879cqf_00982196@s0g.ga.gov_2633 (p0013879cqlf 00982196@s0g.qa.gov_2633)

i. Email: enter the email address you want the system to use for
notification of new versions.
ii. Click OK.

Switch from List to Details view

1. Click on the Details view icon ==
Page 18 of 23 f,{;_‘\\ Version Date: 04/09/13
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@ pO013379cgdF_00952196@0g.02.000_263% Log OFF  [3

IﬂL"' Public Folders | My Folders

Puklic Folderz » State Accounting Office

|:| [ SAD Reports
oty 25, 2012 74024 A

5 hiore....

|:| E p 19E0EQ Extracted Reconcilistion

A~ &~ 8~ Launch~ € -
Concur Dashhoard Concur Dashbogyd
1 CCEEE EE X X =3

|:| El F 196080 Pending Transactions
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Section 4: Custom Reports Catalog

Short Description

196060 Pending Transactions

Shows all AirPlus (196060) detail NOT extracted to PeopleSoft.

196060 Reconciliation

Shows all AirPlus (196060 account) detail extracted to PeopleSoft by
date range.

Adoption (Air, Car, Hotel)

Tracks number of Concur booked trips vs. number of trips booked
through the agent at a higher fee.

Airfare Booked But Not Yet
Expensed

Shows users what airline tickets have not yet been expensed. This will
allow finance departments to identify liabilities and plan appropriately.

AirPlus Invoice Reconciliation

Gives details on Airfare and Travel Agent fees which are included in the
AirPlus bill. For invoice reconciliation.

Attendee Details

Shows the spending by employees and attendee information for
expenses that have associated attendees, typically for meal or
entertainment expense types. This report can be run to provide the total
picture or for a selected set of expense reports that represent money
being spent by an employee to cover expenses for fellow employees or
non-employee clients or prospective clients.

Authorized Approver List

Shows designated authorized approvers with their agency group.

Cash Advance Analysis

Shows the amount and status of cash advances by employee and issue
data, including any returned amount.

Concur Dashboard

Available but in development.

Detail Report - Extracted

For a specified date range, this report includes chart-field details for
expense reports extracted to PeopleSoft.
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Detail Report- Non-Extracted

This report includes ALL chart-field details for expense reports NOT
extracted to PeopleSoft.

Detail Report-Submitted (for
Concur Bill)

Chartfield details by date range for submitted Expense Reports for
Concur Invoice Reconciliation. Concur billings cut off is 5 days prior to
the last day of the month.

Employee Distribution Lines
(for Concur Bill)

Provides Chartfield details for employee defaults for deleted Expense
Reports. (Relates to the Detail Report-Submitted)

Employee Exceptions - Details

Id all report level exceptions by employee for date range specified.

Employee Emails (Active Users)

List of active employee travelers with Employee ID, names, email and
date last expense report was submitted.

Expense Entry Analysis

Lists report entry detail grouped by Individual or Expense Type over
specified dates.

Expense Reports by Business
Unit (Concur Invoice Recon)

Includes a listing of reports submitted by individual by day along with
the related transaction fee. Developed to be used in Concur invoice
reconciliation. This report does not include deleted reports and may not
reconcile 100% with Concur bill.

Expense Summary by
Employee and Year

This report shows summary of expenses by employee and year.

Expense Summary by Expense
Type and Year

This report shows summary of expenses by type and year.

Extracted Reports

Includes a list of reports extracted to PeopleSoft by employee, with total
amount and extracted date.

Extracted Reports (Employee
vs. Company Paid)

Reports extracted to PeopleSoft by employee, with total amount and
extracted date, grouped and sub-totaled by payment type: AirPlus,
Company Paid, and Out of Pocket

Mileage over 100 Per Day

Shows reports with average mileage expense reimbursements over 100
miles per day.

Reports to Approver

List of approved expense reports sorted by approver.

Reports by Approver —
Delegated

List of approved expense reports processed by a delegate sorted by
approver.

Top Spend by Vendor

Ranks vendors with the highest amount of submitted expenses during a

Page 20 of 23

i Version Date: 04/09/13




TTE Travel & Expense System: Reporting Overview

specified timeframe.

Top Spend by Employee

This report lists of employees with the highest amount of posted entries.

Top Spenders by Expense Type

This report lists employees with the highest amount of submitted
expenses within expense types during a specified timeframe.

Unsubmitted Expense Entry
Analysis Details (Grouped by
Employee)

This report shows a list of expenses grouped by employee that have
been entered on expense reports but not submitted during a specified
timeframe.

Unsubmitted Expense Reports

Sorts the list of un-submitted expense reports from oldest to newest,
with amount.

User Concur Travel History

Includes a list of travel reservations booked in Concur travel during
specified dates.
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Section 5: PeopleSoft Reports

GL Reports:

GLS9001 Report: The Local Administrators will need to review the GLS9001 report daily to
ensure all transactions have posted into PeopleSoft. This report will include any off line GL
transactions posted in PeopleSoft. If there are any transactions missing, or not posted, the
agency Local Administrator will need to contact the SAO Customer Service Center,
specifically the “PeopleSoft Financial” group to resolve the issue.

AP Reports

APXXX0402 Daily Input Report This report lists vouchers that were
processed through AP including regular
vouchers, PO vouchers, Labor, Payroll
and regular offlines.

APXXX0408 Payment Activity Report This report lists detailed payment

information sorted by Voucher ID for
system checks, manual checks, express
checks, EFT payments, and wire
transfers.

APXXX0404 Payables Due Proof Report This report lists payables selected for
payment based on the vouchers
scheduled due date.

APXXX0850 Offline Interface Report This report lists fatal errors that prevent
vouchers from loading to PeopleSoft.

APXXX0401 Budget Exceptions This report lists vouchers and provides an
error description of each voucher line
that did not pass budget checking.

APXXX0419 Travel Expense Report This report lists vouchers for Travels
Payments. Monthly report will be
produced automatically at each month-
end close.
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