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Date ‘ Notes / Comments / Changes
05/17/12 Document Release
06/18/13 Added How to Edit TTE Vouchers in TeamWorks Financials and updated Custom Report Catalog;

updated cover graphics

06/21/13 Added Generic Year End Procedures
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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' pO013879cqdr_00982196@s0g.ga.gov_2633 Loy 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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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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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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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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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.

° 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 8 of 28 f,{;_‘\\ Version Date: 06/21/13
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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 employves 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. With the report open click on the drop down arrow next to the Keep this version
icon keep this version = |

2. Select Email Report or Save as Report View

Page 9 of 28 Version Date: 06/21/13
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o p0013879cqof_(i2196@s0g.0a.00v_2633 Log OFff {5 @ About

E\ Kes Frion v P B & - j - 3F\dd this report =
Employee Exceptiof-tm e “
Sent for Payment Date Betwean Apr | Bve Repor 0, 2013
@Save a5 Report Wiew

Employes | Employes | Report | Report Marne Purpose | Esceplion | Exceplion = Exception
(o] Date Event Lewel Code

Exception Text

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

Set the email options - Employee Exceptions - Details Help [

Specify the recipients and contents of the email. To add recipients, click Select the recipients or tvpe the email addresses separated by semi-colons, Ta inchude
an HTML report: as the message body, leave the Body box emphy and select the report as the anly attachment,

To:

l
Subject:

|Rep0rt: Employee Exceptions - Details

Body:

i Attach the report

Ol | | 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.
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Save as report view Help (%

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

MNanme:

enort View of Emploves Exceptions - Details

Location:
Mone

Select another location... Select My Folders

Ok 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

Select a location {Navigate) Help 1%

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

@® [ Cognos =My Folders

Enkries: | | = | | 0
| | Name %
Mo entries,
>
ew folder, ..
Ok Cancel

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

Page 11 of 28 Version Date: 06/21/13
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Specify a name and description - New Folder wizard Help @

Specify a name and location For this entry, You can also specify a description and screen Lip.

Name:

Description:

l Screen bip:

Location:
My Folders
Cancel < Back Mext = Firish
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 b Find where wou wank to place the entey, Search

& =] Coghos = My Folders

Entries: (1 |- [t | @ 4«
| | Name <
.@ [ Report Views
Mew Folder. ..

ik Cancel

vii. Click OK.

Page 12 of 28 Version Date: 06/21/13
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Save as report view Help [

Specify a name and location Far this entry, & repart view shares the same repart specification as the source repork,

Mame:

enort Yiew of Employes Exceptions - Details

Location:
My Folders
Select another location...

Ok 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 <:ﬂto return to the list of reports.

To View Saved Report Views

1. Click on the My Folders tab.

® pO013E73cq9f_00382196i@son aa.gow_2633 Log OFf [B | @~ &~ 8~ Launch~ ¢ ~

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.

N i sisasoggego 26 LogOff B | [@r @

B Public Folders My Folders | Concur Dashboard

ly Folders ENCHEE
Sub- Folder Entriez: (1
O | teme $ | Modified % |
[0 O ReportViews March 22, 2012 1810 AN
[1 [k Airflus Inveice Reconcilation February 4, 2012 3:45:24 Al
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Click on the Report View

O |

P p0013879cq3f_00932196@sog.ga.gov_2633 Log Off B |:

B% Public Folders My Folders | Concur Dashboard

My Folders = Report Views

| name ¢

Report View of Employee Exceptions - Details

4. The report will display in the format you have defaulted.
o Flease see 'Help - Loncur Mmoael p0013879cq9f_00982196@sog.ga.gov_2633 Log Off {£r ‘1 About
for What's New.
Keep this version v | P | - i ~ [ add this report Watch new versions + [ Add comments +
-
Employee Exceptions - Details I
Sent for Payment Date Between Nov 22, 2011 and Dec 31, 2011
Employee Employee Report Report MName Purpose Exception Exception Exception Exception Text 1
D Date Event Level Code
Andersan, 00279839 | Mov 1, Macon Interview | Interview for Agent Positon | Report 51 CROS5CH This report and/for entry allocation has been charged to another
Geri B 2011 Submit department. If applicable, prior to approving add an additional approval
step for the charged Approver by using the “Approve & Forward”
option.
Autry, 00289924 | Dec 8, Monthly General Report 51 MILEFUEL Please review to ensure report should contain both Mileage and Fuel
Marlene L 2011 Expenses Submit expenses, Mileage amount includes fuel reimbursement.
Barnes, 00363422 | Dec 1, Caps Training Training/Court/Shadowing Report 51 CROSSCH This report and for entry allocation has been charged to another
Antonia 2011 Submit department. If applicable, prior to approving add an additional approwal

Creat

Teresa . |' - step for the chiiged Apirover b; using the 'Apprive EY Foi'i'ard'

ing Excel output from a Concur Report

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

(%

Pkl

O
O
O
O
O
O

Page

° pD13373eq3f_00962196@s0g ga.gov 2632 Log OFF [ | |E~ ¢~ B~ Launch~ ¢~

Public Folders | My Folders Concur Dashboard Concur Dashhoard

ic Folders » State Accounting Office

HOBEEE xmRaX =N
Entries:El-Eﬁ Lalld

| | Hame < | Modified % | Actions
(=] 5A0 Reports My 24, 2012 7:48:24 A ﬂ' hore...
b 108060 Extracted Reconciliation February 6, 2013 1:11:24 Fh T p B 53 More...
B 198060 Pending Transactions July 2, 2012 8:00:24 A 5 b B wore..
P 196060 Unazsigned Transactions harch &, 2013 10:24:39 A 5 p E; T hore...
B 198061 ArPlus Inwoice Reconciliation February 20, 2013 12:39:03 Phi T p BS 3 wore.
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2. The Run with options menu appears.

Run with options - Employee Exceptions - Details Help (%

Select how wou wank ko run and receive vour repork,

Fornak: 1T} To specify a time ko run the report, or For additional Formats, languages,
| HTRIL i J or delivery optians, use advanced options.

Accessibility:
[[] Enable accessibility support

Language:
| English ot

Delivery:
(&) View the report now

Prompt values:
Mo walues saved

Prompt for walues

Run | | Cancel

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 (X

Select how you wank o d receive your repork,

Format: '_: 5. To specify a time to run the report, or for additional Formats, languages,
HTML - J ar delivery options, use advanced options.

HTML
FOF
Delimited

Language:
| English b

Delivery:
(#) Wiew the report now

Promy lues:
o wval ved
[ r values
| RLn | | Cancel |

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 report on your screen is browser dependent.

Version Date: 06/21/13
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8 hitps:ireportingZ. concursolutions.comicoanosscai-binfcoanosisan . dil

You are now running Cognos 101

for What's MNeww.

w arments.

< {11

Emy ceprions - s =

- Please see 'Help - Concur Model' PO0136879caaf 009621 96@s00.0a8.00Y_ 2633 Log OffF iz

(= Koep this version = | b | R

W Show all downlosds. .. >

1 >

b. Click on the drop down arrow to access additional options

s e e A N T I e I P

Qpen
Always open files of this bype

@in falder B

< Cancel

i. Select Show in folder to use Windows Explorer to save t

Employes Exceptions - ..xls _ ¥ show all downloads... %

w

| k2

he report in a
location of your choice (outside of TTE-Concur) without opening the file.

File Edik Wiss Faworites Tools Help

Q Eack \;‘;] L@ ﬁ Search H_?:"_ Faolders v

_e

Address | [C30) CHDocuments and SettingstdFficzgeraldiMMy DocumenesiDowvnloads

~| B3 <o

Size Twpe

File and Folder Tasks = nployee tiorns rekai = 1 KE Microsoft O

Fename Ehis File

Mowe this File

—opy Ehis File

FPublish this File to the web
E-mail this File

Prink Ehis File

Deleke this File

other Places

Iy My Documenks
H My Compuker
Q My Mlebtvaork Places

Dretails

Employeese Exceptions —
Details.xls

Microsofk OFFice Excel 97-Z20035
worksheek

Date Modified: Todasw, March
21, 2012, 12:18 FM

Size: 254 bywktes

2
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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 17 of 28 -‘-"_:__'E_“.“w Version Date: 06/21/13
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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 ENCOBEE % B X =

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
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Excel 2007 — Excel 2007 formatted output
Excel 2002 — Excel 2002 formatted output
Delimited text — CSV format output
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.

o0 kW

b. Click on the Personal tab.

Set preferences

General Personal Portal Tabs

View the summary of your authentication information and manage your credentials. “You can also view the groups and roles whose access permissions you have in this
Primary logon
The primary logen reprezents the namezpace that you first logged on to in thiz 2es=ion and the credentialz that you uzsed

Namespace:
Concur

User ID:
p0013879cq9f_00982196@=09.9a.gov_2533

Given name:
Surname:

Email:

Alerts

Specify the email address to use for your alerts about new verzions

Credentials

Specify the users, groups or roles that can use the credentials to run activities. You can also renew the credentialz. Renew the credentials

..» Name

O 0om

M w == Directory Administrators.
2

> p0013875cgSf_009821%8@s0g.ga.gov_2533 (p0013879cqaf_00982195@=0g.ga.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

® PO0M3873cq3f_00982196@s0g ga.gou_2633 Log OFF [ | |E~ &~ 8~ Launch~ ¥ -

|£? Public Folders My Folders Concur Dashhoard Concur Daluard

Public Folders » State Accounting Office E N CYTE&E SFEE % B X =y

|:| ™) A0 Reports D ;l p 195050 Extracted Reconciliation |:| E p 196050 Pending Transactions
gy 25, 2012 74024 2h F. July 2, 2012 2:09:24 =

B 53 more. .

5 tore...

ebruary 6, 2013 1:11:24 Ph
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Section 4: Custom Reports Catalog

Short Description

196060 Pending Transactions

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

196060 Extracted
Reconciliation

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

196060 Unassigned
Transactions

Shows transactions with missing data such as a Record Locator Number,
Business Unit, Employee which prevent the transaction from processing.

196061 AirPlus Invoice
Reconciliation

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

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.

Airfare Expensed Not Booked in
Concur Travel

Shows users airline expenses not booked through Concur Travel.

Approved Travel Requests by
Employee

Shows details of approved Requests with some detail , by Employee.

Approved Travel Requests by
Employee-Details2

Report in progress. See Global Travel Administrator.

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.

Billed Transaction
Reconciliation — Detail
(Calendar Month)

Concur transactions by month included deleted expense reports.
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Car Rental Details

Shows detail of Car Rentals by date range.

Car Rental Expensed Not
Booked in Concur Travel

Shows detail of Car Rental Expenses not booked through Travel.

Cash Advance Analysis

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

Cash Advance Analysis w/Aging

Shows the amount and status of cash advances by employee and issue
data, including any returned amount with days outstanding aged from
issue date.

Completed Travel Requests
Without Expense Reports

Shows Requests not attached to Expense Reports

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.

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 Emails (Active Users)

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

Employee Exceptions - Details

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

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

This report shows summary of expenses by employee and year.

Page 21 of 28

FEN Version Date: 06/21/13




TTE Travel & Expense System: Reporting Overview

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

Extracted Reports (Employee

vs. Company Paid) Detail
Report 1

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 with added detail of Record Locator
Number and Ticket ID

Hotel Stays Expensed Not
Booked in Concur Travel

Shows hotel expenses with no matching reservation in Concur Travel.

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.

Report View of 196060
Unassigned Transactions

Shows unassigned credit card transactions.

Shortcut to Detail Report -
Extracted

Shows extracted transaction detail by a date range.

Top 10 Longest to Approve

Ranks and shows approvers who took the longest to approve
transactions by date range

Top Spend By Airline

Ranks by airline costs for airline tickets with subtotals by agency in a
date range.

Top Spend By Rental Car
Company

Ranks by rental car company costs rentals with subtotals by agency in a
date range.

Top Spend by Vendor

Ranks vendors with the highest amount of submitted expenses during a
specified timeframe.
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Top Spenders 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.

Travel Policy Exceptions

Details travel policy exceptions including segment type, booked date,
travel date, days booked in advance, exception code and description

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.

Unsubmitted Expense Reports
with Cash Advances

Sorts the list of un-submitted expense reports from oldest to newest,
with amount and any attached Cash Advances

User Concur Travel History

Includes a list of travel reservations booked in Concur travel during
specified dates.

VVoided Air Tickets

Shows voided tickets; date range and other options available.

Workflow Cycle Times—Details 2

Options of date range and Manager or Processor to show workflow
process details and performance.
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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 Travel
Payments. Monthly report will be
produced automatically at each month-
end close.
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How to Edit TTE Vouchers in TeamWorks Financials

After the nightly data extract from TTE and the file is import into TeamWorks completes, the
system runs a Voucher Build. On that day you have the ability to edit the vouchers created
from TTE transactions.

Step 1: Access the Query Viewer

TW Navigation: Reporting Tools> Query=Query Viewer

] Query Yiewer - Mozilla Firefox

File Edit Wiew History Bookmarks Tools  Help

| U7 Query Viewer | + |

(- @ https:ffsanfntst state.ga,us/psp/FscmtstEMPLOYEE/ERP/c/QUERY _MAMAGER, QUERY VIEWER, GBL7PORTALPARAM_PTCNAY= [ | |' Google )| { ﬁ
= FSCMTST

I> Customers o

Hotme

Mew 'Window | Help | Customize Pane |

htep

[ ltems .

& vandors Query Viewer

[ Procurement Contracts . : : .

I> Purchasing Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
[> eProcurerment = .

I Semwices Procurement Search By: beging with 0]

1 SN Search | mgvanced Search

[ Project Costing

[> Accounts Receivable

[> Accounts Payable

[> Custom Accounts Payable

[ Salary Travel Per Diem

[> Agzet Management

[> Banking

[ Cash Managerment

[> Financial Gateway

[> General Ledger

[> Allocations

[> et Up FinancialsiSupply
Chain

|l> Tree Manager

7 Reporting Tools

'
— Gluery Manader

( r

— Schedule Guery
— Report Manager

[ PeopleToals

I» Fund Source Distribution

[ Lakor Distribution

— Change by Passward

— My Personalizations

— My Bvstem Profile

— by Dictinnan

< | =

£

Step 2: Run Query OAPO42A VCHRS NOT_POSTED_DISTR in TeamWorks Financials
(This query will show all transactions extracted from TTE on the prior day)
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2) Query Yiewer - Mozilla Firefox

File Edit Wew History Bookmarks Tools  Help
7 Query Viewer | +

\ 6 & hitps:fsacfntst stake, ga. usfpsp,fscmkst EMPLOVEE [ERP o/ QUERY _MANAGER QUERY_WIEWER, GEL?PORTALPARAM_PTCHAY: T 7 ¢ | |' Googls
FSCMTST

Home

[ Customers

A | Enter any information you have and click Search. Leave fields blank for a list of all values. »~

[ ltems = .
[ Yandors Search By: begins with AP
[ Pracurement Contracts Search |Advanced Search

[- Purchasing
[ eProcurement

[ Services Procurement Search Results
[> Sourcing
[> Project Costing “Folder View: | All Folders -- v

[+ Accounts Receivable
[> Accounts Payable
[- Custormn Accounts Payahle

> Salary Travel Par Dism ; Description Qwner Foider to schedule (2440
[ Aeset Management HTML |Excel | XML =
[ Banking 0AP034B_VOLICHERS_BY_EMPID YOLCHERS_BY_EMPID Public HTML Excel ¥ML Schedule Favarite
Egif;:é‘f;”gg;”v::;t DAP034_3RD_PRTY_VCHR_W_OPN_ITM 3rd Partyehrs wiOpen ltem Public HTML Excel ¥ML Scheduls Favorite
[ General Ledger 04P042A YCHRS_NOT _POSTED_DISTR WCHRS_NOT _POSTED _DISTRE Public HTML Excel ®ML Schedule m‘
[ Allocations 0AP042_YOUCHERS_MOT_POSTED YOUCHERS_MOT_POSTED Public HTML Excel ¥ML Schedule Favarite
[ SetUp Financials/Supply .
v 0APD45_V0IDS_BY_PERIODS Y0IDS_BY_PERIODS Public HTML Excel ¥ML Schedule Favarite
> Tree Manager DAPD4T_YCHR_WITH_SPLIT_PYMT YCHR_WITH_SPLIT_PYMT Public HTML Excel ¥ML Schedule Favarite
[~ Reporting Toals OAPOS1_PAYMENT _CANCELLATION Fayment_Cancellation Fuhlic HTML Excel ML Schedule Favorite
> ] 0AP052_YCHRS_BY_PAYMENT_REF DAPDS2_WCHRS_BY_PAYMENT_REF  Public HTML Excel #ML Schedule Favorite |
0APD53_YNDRS_RANKED_BY_PYMNTS 0AP053_WNDRS_RANKED_BY_PYMNTS Public HTML Excel #ML Schedule Favorite
— Schedule Query OAPOS6E_SIMNGLEPAY_BY_BU Single_Payment_By-BL! Puhlic HTML Excel XML Schedule Favarite
D;&ﬁwﬂ OAPDSTE_INTERUMIT_PAYABLES_CC Interunit Pay_Cust_Cnsaldtn Fuhlic HTML Excel #ML Schedule Favarite
= - 0APO57C_INTERUNIT_PAYABLES_LOG  Interunit Pay_by_Location Public HTML Excel ¥l Schedule Favorite
[ Labor Distribution OAPOST_INTERLUINIT_PAYABLES Interunit payahles Fuhlic HTML Excel #¥ML Schedule Favorite
- Chanoe Wy Passward 08P 055 _IMNWALID_FUNDS_2007 Fublic HTML Excel ¥ML Scheduls Favorits
— My Personalizations R
— My Systam Profile L OAPOSS9_INWVALID_FURNDS_2006 Fuhlic HTML Excel ®mML Schedule Fawvarite
— hiy Dictionary b 0APOBO_PRIOR_BY_EXP_IN_CRMNT_FY  Prior BY Expense in Current FY' Public HTML Excel XML Schedule Favaorite
< | b NAPNEL Wl CHER NISTRIRLITIORS anehar Dictribntinne Puiklie HThI Ewral %Ml Crhadila Fawarita Z

jarvascript i submitAckion_win{document . wind, 'QRY_YIEWERS ‘WRE$hup$0');

|

Step 3:

Enter the Agency’s Business Unit.

Enter the Accounting Date From = day after extraction from TTE
Enter Accounting Date To = date after extraction from TTE

For our Example: TTE transaction extracted for business day 06/13/13; Extract processed
in TW 06/14/13

Agency Business Unit: 42700

Accounting Date From: 06/14/2013

Accounting Date To: 06/14/2013

|@https:,l’,l’saofn.state.ga.us,l’psc,l’sao_Z,l’EMPLOYEE,I’ERP,I’...| | & = Eﬂ = @ v Page » Safety » Tools = @v

0AP042A VCHRS NOT POSTED DISTR - VCHRS NOT POSTED DISTRE

Business Unit: WQ

Accounting Date From: Im T

Accounting Date To: M @
Wiew Results
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Step 4:
Once the query runs in Excel, filer: Origin “TRV”. The query will show all travel payments
extracted the prior day.

Agencies may review any of the vouchers listed and edit invoice information, payment
information, or place vouchers on hold.

Section 6: General Year End Procedures

Reports Agencies can run in TTE

Agencies on TTE are encouraged to run and monitor any of the following reports below in
Cognos Reporting to determine outstanding travel expense reports. These reports should
be reviewed prior to year-end close out to ensure all current year travel reports are
processed in the current fiscal year.

¢ Unsubmitted Expense Reports: Provides a list of unsubmitted expense reports
with amounts

e 196060 Pending Transactions: Shows all Airplus transactions (196060) NOT
extracted to TeamWorks

e Cash Advance Analysis: Shows the status of cash advance by employee

Processing Travel Reports When Two Accounting Periods are open

In order to facilitate year-end processing, the ‘trip end date’ in TeamWorks Travel &
Expense (TTE) will be used to determine the accounting period in TeamWorks for travel
expenses.

All expense reports that are submitted Should have a June or July ‘trip end date’ to
between June 15t and July 11%", 2013 determine the appropriate accounting period in
(Dates will vary depending on the fiscal year) TeamWorks.

Employees submitting reports with Need to change the ‘trip end date’ to a June
expenses prior to June date on the report header, before the report

can be submitted.

From July 1-12 (Dates may vary for each Agencies will need to determine the appropriate
fiscal year) accounting period and revise the ‘trip end date’
accordingly.

NOTE: To ensure that expense reports are approved and extracted before TeamWorks year-end
processing, no travel expense reports should be submitted by employees after July 11, 2013. The
date depends on the fiscal year. The dates shown are for Fiscal 2013.
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What Do Agencies Need to Do if Users Receive the Audit Rule Below?

SAO has created an audit rule specifically for year-end processing. The audit rule does
not trigger until the traveler has “submitted” their expense report. If an approver or
back office processor receives an expense report with the following audit rule:

“Expense reports submitted or extracted in July must have trip end date in June or July
to determine the correct fiscal year. Please modify the trip end date in report header
and resubmit.”

Please return the report to the employee so that the ‘trip end date’ can be changed to an
open period (either June or July).

Company Paid Reconciliation for Car Rental

Please review account 200006 (Company Paid Car Rental) to ensure that the account
has a zero balance at year-end. If a balance exists, the agency should prepare
reconciliation between TeamWorks and Concur using existing queries in TeamWorks and
reports in Cognos reporting.

General Procedures for Control Accounts
1. As stated in the Accounting Policy for Control/Clearing Accounts on the SAO website,
“Travel clearing accounts may have balances in each individual account if, at the
fund type level, the activity will offset over time by agency... At year-end, the
balances are not required to net to zero by agency or fund type level.”

2. For BCR/CAFR reporting, the SWAR group will reclassify the net balance for air travel
and the net balance for hotel activity to the appropriate prepaid asset,
expenditure/expense, or accrued liability, at the consolidated fund type level. NOTE
- If your agency prepares separate financial reports (e.g. CPA audited organizations),
you will need to make these reclassifications in your financial statements.

Tips for Reconciling Clearing Accounts

To reconcile your clearing accounts, agencies can use the following:

Existing queries in Queries can be used to review general ledger journals
TeamWorks created from the extract from Concur to TeamWorks (196060
account) and used to review payment activity to AirPlus
(196061 account)

Cognos Reporting Used to run the report for unsubmitted expense reports
(196060 account)

AirPlus payment detail Used to identify payment detail for payments made to AirPlus
reports (196061)
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