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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.

Wiloome, Donna Fitzgerald [ Youarsadm inistering for: Yourssif ] (7] Help | LogOut

-

a @

Ga,-.';rg!r:
by Concur Request  Trawel Expense Reporting rnimistration Profile
2. The Public Folders tab opens. Click on State Accounting Office.
p0013878cqSf 00982196@sog.ga.gov_2633 Log OF [H B~ {g~ 8~ Launch~ ¢~
& | Public Folders My Folders  Concur Dashboard  Concur Dashboard
Public Folders EN T EEEER ey
Entries: |1 -5 %)

il Name & Modified $ Actions

|:| @@ Concur Data Warehouse October 10, 2013 1:44:40 PM More...

|:| [ Dashboard Metrics October 18, 2013 2:43:18 AN Wore...

|:| [  Inteligence - Standard Reports October 15, 2013 2:45:55 AM More...

B 3 October 3, 2013 §:55:25 Al B lore...

g [ Unjyersity System February 2015100811 AN
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Accessing SAO Custom Reports

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

p0013879cq9f_00982196@sog.ga.gov_2633 Log OFf  [B B~ 4~ 8~ Launch~ ¢~

@ Public Folders My Folders Concur Dashboard Concur Dashboard

Public Folders _ _ _ = oF B R & B % B X 9

Entries: |1 - |5 o
| Hame ¢ | Modified & | Actions
Concur Data Warshouse October 10, 2013 1:44:40 PM More...
] Dashboard Metrics Octaber 19, 2013 2:43:18 AM More. ..
7 Inteligence - Standard Reports Cctober 19, 2013 2:45:59 AM More...
[ state Accounting Office October 3, 2013 §:55:25 AM More...
P

2. Alist of reports customized for State of Georgia appears.

PP - . e i
EE | Public Folders My Folders  Concur Dashboard Concur Dashboard
Public Folders = State Accounting Office EN CTEEEER X 2 X g
Entries: |1 - |53 5]
[ | | Hame < | Modified < | Actions
|:| /™M Managed Reporting Cctober 28, 2013 10:04:47 AN More...
B £ SAQ Reports May 25, 2012 7:49:24 AM More...
£l B 195060 Extracted Reconciliation February &, 2013 1:11:24 P bl B EZ
= b 195060 Pending Transactions July 2, 2012 8:09:24 AN bl B ES vore..

Running SAO Custom Reports

1. Choose a report by clicking on the name listed.

o,

e S e, " P e el 4
EBE | Public Folders My Folders  Concur Dashboard  Concur Dashboard
Public Folders = State Accounting Office EEETEEREEE X B X s
Entries: |1 - |53 0

[ | | Name & | Modified & | Actions
|:| ] WManaged Reporting October 29, 2013 10:04:47 AM More...

SAQ Reports May 25, 2012 7:45:24 AM WMore...

racted Reconciliation February &, 2013 1:11:24 PM

|:| P 195080 Pending Transactions July 2, 2012 23:05:24 AN
= (Bl 198084 Lpassicos
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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 Em-
To:
Apr 10, 2013 ==
Options
Keywords:
Type one or more keywords separsted by spaces.
Searchlgl
Cptions
Results: Choice:
-
-
Select all Deselect all Select all Creselect all
Cancel Finish

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

° pO013879cq9f_00982196@sog.ga.gov_2633 Log Off {5} <@ About
E» Keep this version = | Eé - E - jﬁdd this report =
- - -
Employee Exceptions - Details
Sert for Payment Date Betieen Apr 10, 2013 and Apr 10, 2013
Employee  Employee  Report | Report Mame Purpose Ewception | Exception Ewception Exception Text
hin] Date Ewent Lewel Cade
Anadu, 00297384 Apr 2, Wieek of April | Sike Wisits Repart 1 UMUSEDCC | You have unassigned AirPlus or Wiright Express transactions that
Uzoma 2012 1, 2012 Subrmit exceed 30 days,
lane
Artese, nzozgzl Mar Laouiswille, K¥  Lauisville Repart 1 TRIP4E Expense reports should be submitted within 45 days after the trip
Erian P 27, zfel-2fe3f2013 | Conf onLit | Submit is complete, Please be more timely in completing wour expense
2013 & Cult reports,
Battlez, 00301036 | Apr 1, | March Trawel  Daily wiork  Report 51 MILEFLUEL Pleaze review to enzure report should contain bath Mileage and
Greca R 2012 Trawel Subrnit Fuel expenses, Milkage amount includes fuel reimbursement.,
Gardrer, 00763838  Apr 2, | February 2 Clienk Report 51 MILEFUEL Please review to ensure report should contain both Mileage and
Alice O 2012 March 2012 intakes, Subrait Fuel expenzes, Mileage amount includes fuel reimburserment,
4. Click the icon to return to the Report Listing.
& 196060 Extracted Reconciliation - IBM Cognos Viewer - Google Chrome = | [E] | S|
| & https://reporting2.concursolutions.com/cognos/cgi-bin/cognosisapidll?b_action=cognosViewer&u tion=ru 1-|
pO013879cqgof_00982196@sog.ga.gov_2633 Log Off < About
L
(= keep this version~ | | - i ~ [Fadd this report =}
Extracted Airplus
196060 Reconciliation
Cadbrartad Dakernmn Raw @ 2012 =2md R @ 2012
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Changing the output format of an open report

1. With the report open click on the current format icon
Y p0013879cq9f_00982196@s0q.qa.90v_2633  LOgQ l {f—j 1 About
E\ Keep this wersion = b E& - El - j.ﬂ.dd this tepart =
- - B
Employee Exceptions - Details
Sent for Fayment Date Between Apr 10, 2013 and Apr 10, 2013
Emplayes  Employes Report  Report Mane Purpoze | Exception | Exceplion  Excepion Exception Text
I Date Event Lewel Code
Anadu, 00997334 Apr 3, Week of April | Site Wisits Reiort 1 UMUSEDCC  You have unassigned AirPlus o ivight Express ransactions that

2.
to hold down the Ctrl key when opening a report in Excel.

- B.ﬁ.dd this report -

Wiew in HTML Format

Yiew in POF Format

ted P9 Wiew in %ML Formak

_\a'iew in Excel Options »
4.27

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

E.ﬁ.dd this report +
o p0013879cqIF_00982196@s0g.9a.9ov_2633 Log Off {5 < Ab
E\ Keep this verion + | E& - E - jﬂdd this repert =
- - A
Employee Exceptions - Details

Sent for Payment Date Between Apr 10, 2013 and Apr 10, 2013

Employee | Emplayes | Report | Repart Mame Purpose | Exception  Exceplion  Exceplion

Exception Text
o] Cate Event Lewel Cade
Anady, 00897354 Apr 3, sk of April | Site Wisits Reiort 1 UMUSEDCZ | You have unassigned AirPlus or Wiright Express transactions that

2. Select the Add to My Folders option.
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p0013879cq9f_00982196@s0q.9a.90v_2633  Log Off

E\ Keep this version +

Employee Exceptions - Details

[ § Add to My Foldets

g gaa P s e ppa i gl 16 Do iy s pmammadt et

& 4 About

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.

MName:

Specify a name and description - New Shortout wizard

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

Shortcut to Employee Exceptions - Details

Description:

Details the employese exceptions on expense reports,

Screen tip:

Expense report exceptions

Location:
My Folders
Select another location...

Cancel = Back

Mewt =

Finish

Help (%

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

ICO

icon keep this version «

2. Select Email Report or Save as Report View
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® p0013879cq9f_00982196@sog.0a.00v_2633 Log Off {5} & About

E\ Keep this version = I & - E - 3Add this repatt =
Emplovee E OIErnaiI Repart i
Sent for Payment Date Be G P T
@Save &t Fepatt View

Employes | Employes | Report | Report Mame Purpose  Exception  Ewception  Ewception
I Diate Evert Lewel Code

Exception Test

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 bvpe the email addresses separated by semi-colons, To inchde
an HTML report as the message body, leave the Body box empty and select the report as the only attachment,

To:

i
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.

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

7|Page TeamWorks Travel & Expense Version Date: 11/15/13
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Save as report view Help [

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

Mame:

Location:
Mone

Select another location... Select My Folders

)4 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 {Mavigate) Help (%

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

® [ Cognos = My Folders

Entries: | | - | | 0
| | Name %
Mo entries.
Mew Folder... D
{k 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
8|Page TeamWorks Travel & Expense Version Date: 11/15/13
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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 tip.

Mame:
[ |

Description:

l Screen kip:

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 {Mavigate) Help (%)
Mavigate the Folders or search ta find where wou want bo place the enkry, Search

& Eﬁ Cognos = Ky Folders

Ertries: |1 | - |1 |° 14 ||| | M| B
| | Name <

& [0  Exception Details Reports

Report Views Mew Folder . ..
f
| Ok | | Cancel |
Vii. Click OK.
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Save as report view Help (x

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

Mame:

2eport Yiew of Employee Exceptions - Details

Location:
MMy Folders
Select another location...

ok | | Zancel

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 “ to return to the list of reports.

To View Saved Report Views

1. Click on the My Folders tab.

pOD138730q3_00982196@s0g.ga.gov 2633 Log OFF  [B | | @~ %~ 8~ Launch~ & ~

[L_L" Public Foldernncur Dashboard Concur Dashhoard

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 pUO12873eqdf 00S8%@soggegov 2632 Log OF A :@v D~

B Public Folders My Folders | Concur Dashboard

CHEE

y Folders
Sub- Folder Entries: |1
0 | Name $ | Modified % |
0 O ReportViews Narch 22, 2012 :18:10 AN
[] &b Al nvoice Reconciiaton February ¢, 2012 9:49:24 Alf

A TN TV NIV Y S AW R P
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3. Click on the Report View

Y
= p0013879cq97_00982196@s0g.0a.90v_2633 Log Off [# [

¢ fic

E' Public Folders | My Folders | Concur Dashboard

My Folders = E Report Views

O | name £

Report View of Emploves Exceptionz - Detailz

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

Yo
® Pl p0013879cqof_00982196@s0g.ga.gov_2633 Log OFf  {fy <7 About
for
Keep this version [ % ﬁ&l - ~ [ add this report = @ Watch new versions +  [F Add comments |
-
Employee Exceptions - Details i~
Sent for Payment Date Between Nov 22, 2011 and Dec 31, 2011
Employee Employee | Report Report Mame Purpose Exception Exception Exception Exception Text 1
D Date Event Level Code
Anderson, 00273835 | Nov 1, Macon Interview | Interview for Agent Positon | Report 51 CROSSCH This report andjar entry allocation has been charged to another
Geri B 011 Submit department. If applicable, prior to approving add an additional approval
step for the charged Approver by using the "Approve & Forward”
option.
Autry, 00232324  Decd, Monthly General Report 51 MILEFUEL Please review to ensure report should contain both Mileage and Fuel
Marlens L 2011 Expenses Submit expenses, Mieage amaount incudes fuel reimbursement.
Barnes, 00363422  Dec 1, Caps Training Training/Court/Shadowing | Report 51 CROSSCH This report andjar entry allocation has been charged to another
Antonia 011 Submit department. If applicable, prior to approving add an additional approval
Teresa - = ’ step for the ChiﬁEEd Apirover b‘ using the 'Apprive &Foi'a'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.

° pO0136730q3_00952136@s00 g3 gou_2633 Log OFf  [B | | @~ &~ 8~ Launch~ ¢~

g Public Folders | My Folders Concur Dashhoard Concur Dashhoard

Public Folders > State Accounting Office TOBREE X A X =

Entries: D - E@ Ll
| | Hame < | Modified < | Actions
I:| (=] SAD Reports by 25, 2012 7:49:24 A ﬁ' tdore. ..
[ b 196060 Extracted Reconciliation February 6, 2013 1:11:24 Ph 0 p B OEE more
¥ b 198080 Fending Transactions July 2, 2012 B:09:24 A 5 b BY 53 hore.
O P 196060 Unassigned Transactions arch 6, 2013 10:2¢:39 2l 5 p B 5E nore...
l:l » 196061 AirPlus Inwoice Reconciliation February 20, 2013 12:39:03 Phd 1 E:f 3 hebore .

2. The Run with options menu appears.
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Run with options - Employee Exceptions - Details Help (%

Select how wou want to run and receive vour repork.

Formak: T 5. To specify a time to run the repork, or For additional Formats, languages,
| HTML - J or delivery options, use advanced options.

Accessibility:
[] Enable accessibility support

Language:
| English h

Delivery:
(&) Wiew the report now

Prompt values:
Mo values saved

Prompt For values

| RN || 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 - Em ee Exceptions - Details Help [

Select how you wank bo rul receive your repork.

. Tospecify a kime to run the report, or For additional Formats, languages,
J ar delivery options, use adwvanced options.

Language:

| English -

Delivery:
(&) Wiew the report nowe

Promy| lues:

Mo+ al vied

r values

| R | | 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.

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

12| Page TeamWorks Travel & Expense Version Date: 11/15/13
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e N A AT

B T T e e A S

Qpen
Always open files of this type

Show in folder >

4 Cancel | >

W

& show all downloads... %€

C. 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 Ed| Wi Fawvaorites Tool=s Help “a-'
.\_) Bacd| -_‘_‘;l [ _ﬂ; p Search [1_ 1 Folders v
W o~ \Documents and SetktingsidfitzgeraldiMy DocoumentsDovenloads s | [eta]
Mame Size Twvpe
= Ernplowes Exceptions - Details. xls 1 KB MicrosaofE o
3
Rename this File

Mowe Ehis File

—opy Ehis File

Fublish Ehis Fil= Eo Ehe Web
E-rnail this File

Frink this File

Drel=k= Ehis File

Other Places

I My Docurments

-_sa My Corpuker
‘a My Bletvsork Places

Details

Employee Exceptions —
Details.xls

Microsoft OFfice Excel 97-2003
wWorksheet

Dakte Modified: Todasw, March
21, 2012, 12:15 Pr4

Size: 234 bytes

< | >
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.
° PO 367903 0095219600 ga.gov_2658 Log OFF [ | |E~ &~ 8~ Launch~ ¢~

@' Public Folders | My Folders Concur Dashbhoard Concur Dashhoard

Public Folders > State Accounting Office ENCEBEBE8E % EE:l" b
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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 © 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.

® pO0138790g9F _009321 3600 g2 .gov_2633  Log OFF  [B) [q -~ {E' 8~ Launch- @~
|£L-'- Public Folders | My Folders Concur Dashhoard Concur Dashhoard

Puklic Folders » State Accounting Office EUNCOEBEER X X =i
Entries: [1 _ B0 (4] < »bl>

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

g~

icon.

® pO01357Icgf_008521 9600 0. gov_2655  Log OFf  [B) [q - @ Launch~ 9 ~

|£L-'- Public Folders | My Folders Concur Dashbhoard Concur Dashboard

MO EEE X X =
Entries: 1 T o el

Fublic Folders » State Accounting Office

4. Click on My Preferences.

by Watch tems
| My Preferences
by Activities and Schedules

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

14| Page TeamWorks Travel & Expense Version Date: 11/15/13
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Set preferences

General Personal Portal Tabs

Spedfy your settings.

Report format:
HTML

Number of entries in list view:
20

Separators in list view:

Show the Welcome page at startup

Mo separator h
T Show a summary of the run options
Style:
Corporate | % | Preview [J&nable accessibility support for reports I run or schedule

Default view:
& List
() Details

Number of columns in details view:
3 columns |+

Regional options

Product language: Content language:
(#) Use the default language (®) Use the default language
{3 Use the following language: {7 Use the following language:

Time zone:
(#) Use the default time zone

P < || 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
HTML — display on screen
PDF — PDF formatted output
Excel 2007 — Excel 2007 formatted output
Excel 2002 — Excel 2002 formatted output
Delimited text — CSV format output
. XML — XML 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.

onhkwnpE

b. Click on the Personal tab.

15| Page TeamWorks Travel & Expense Version Date: 11/15/13
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Set preferences

General Personal Portal Tabs

View the summary of your authentication information and manage your credentials. You can alzo view the groups and roles whose access permizsions you have in this session and the capabilities available to you

Primary logon
The primary logon represents the namespace that you first logged on to in this sezsion and the credentials that you used.

Namespace:
Concur

User I
p0013879cqlf_00982196@s0g.ga.gov_2633

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 activiies. You can also renew the credentials. Renew the credentials

1 | > Name
(] M > Directory Administrators
[ a - > p0013879cq8f_00982196@s0g.9a.q0v_2633 (p0013879cq0f_00982196@=0g.0a.g0v_2633)

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

Switch from List to Details view

1. Click on the Details view icon .
® PO013879cqif_00982196@so0.0s.000_2633 Log OFF  [F | | E~ s~ 8 ~ Launch-~
[ Public Folders My Folders Concur Dashboard Concur Dashbo

CH B & E5 22 B8 % m & X

Public Folders > State Accounting Office

) S T ez o L e S S a1 L e S s an ="
(57 M= — B0 b BS ek - [ P B TE Mers..
P
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Section 4: Custom Reports Catalog

Short Description

196060 Extracted
Reconciliation

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

196060 Pending Transactions

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

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.

Concur Travel

Airfare Expensed Not Booked in

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.

Car Rental Details

Shows detail of Car Rentals by date range.

17| Page
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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 TeamWorks.

Detail Report- Non-Extracted

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

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
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.
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Extracted Reports

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

Extracted Reports (Employee
vs. Company Paid)

Reports extracted to TeamWorks 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 TeamWorks 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.

Report View of 196060
Unassigned Transactions

Shows unassigned credit card transactions.

Reports by 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.

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.

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.
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Details travel policy exceptions including segment type, booked date,

Travel Policy Exceptions travel date, days booked in advance, exception code and description

Unsubmitted Expense Entry This report shows a list of expenses grouped by employee that have
Analysis Details (Grouped by |been entered on expense reports but not submitted during a specified

Employee) timeframe.

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

Unsubmitted Expense Reports with amount.

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

Includes a list of travel reservations booked in Concur travel during

User Concur Travel History specified dates

Voided Air Tickets Shows voided tickets; date range and other options available.

Options of date range and Manager or Processor to show workflow

Workflow Cycle Times—Details 2 process details and performance.
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Section 5: TeamWorks Financial Reports

GL Reports:

GLXXX0901 Report/GL Offline Interface: The Local Administrators will need to review
the GLXXX0901 (GL Offline Interface) report daily to ensure all transactions have posted
into TeamWorks. This report will include any off line GL transactions posted in

TeamWorks.

If there are any transactions missing, or not posted, the agency Local
Administrator will need to contact the SAO Customer Service Center, specifically the

“TeamWorks Financial” group to resolve the issue.

AP Reports

APXXX0401

Budget Exceptions

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

APXXX0402

Daily Input Report

This report lists vouchers that were
processed through AP including
regular vouchers, PO vouchers,
Labor, Payroll and regular offline
transactions.

APXXX0404

Payables Due Proof Report

This report lists payables selected
for payment based on the vouchers
scheduled due date.

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.

APXXX0419

Travel Expense Report

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

APXXX0850

Offline Interface Report

This report lists fatal errors that
prevent vouchers from loading to
TeamWorks.
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Section 6: 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 Yiewen - Mozilla Firefox

File Edit Wiew Histary

Bookmarks

Tools  Help

| : Query Yiswer

=l

€& | @ hitps:/jsacintst state.ga.us/pspFscmtstEMPLOYEE/ERP/cJQUERY _MANAGER. QUERY_VIEWER. GBLPPORTALPARAM_PTCHAY=

C | | - Google )‘-\‘

[» Customers

[ lterns

[> Wendors

[> Pracurement Contracts

[ Purchasing

[> eProcurement

[» Services Procurement

[ Sourcing

[> Project Costing

[» Accounts Receivable

[> Accounts Payable

[> Gustom Accounts Fayable

[+ Salary Travel Per Diem

[> Ag=et Management

[ Banking

[+ Cash Management

[> Financial Gateway

[> General Ledger

[> Allocations

[> et Up Financials/Supply
Chain

|l Tree Manager

= Reporting Tools

= Query
e ifg

— Schedule Query

— Report Manager
[> PeopleTools
I> Fund Source Distribution
[» Labor Distribution
— Change by Password
— My Personalizations
— My Systern Prafile
— by Dictionary

< | I

|

=

Query Viewer

Enter any information you have and click Search. Leave fields hlank for a list of all values

*Search By:

I Advanced Search

hegins with
Search

Home:

Mew indow | Help | Customize Page |

[oaF|

htEp

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 Viewer - Mozilla Firefox

Fil= Edit Vew History Bookmarks Tools Help

T GQuery Viewer | +

(' @ https:ffsacfrist, state.ga, us/pspyFscmtst EMPLOYEESERP, ¢/ QUERY_MANAGER QUERY _WIEWER, GELFPORTALPARAM_PTCHAY= [ | " Google J-| { ‘ﬁ'

[ Customers
*veni Search By [Gusyiiame 91 beginsw

I Yendars ¥ Guery Mame ~|  begins with DAP
[» Procurement Contracts Search |Advanced Search

[ Purchasing
[» ePracurement

Home

|>

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

[> Services Procurement Search Results

[» Sourcing

> Project Costing “Folder View: [ Al Folders - v

[» Accounis Receivable

[> Accounts Payable a Find F 5 D oot

[ Custom Accounts Payable Addto

I Salary Travel Per Diem ; Description e o iSRG

[ Asset Management e

L[> Banking 0APO34B_VOLCHERS _BY_EMPID VOUCHERS_BY_EMPID FPublic

[ ash Management Public

[» Financial Gateway

[» General Ledger 0APO42A YCHRS_MNOT_POSTED_DISTR YCHRS_MNOT_POSTED_DISTRE Public

P Allocations 0AP042_VOUCHERS_NOT_POSTED  YOUCHERS_MOT_POSTED Public

Dgitalfnp FinancialsiSupply DAP045_VOIDS_BY_PERIODS YOIDS_BY_PERIODS PUblic HTML Excel XML Schedule Favorits

b Tree Manager OAPD4T_YCHR_WITH_SPLIT_PYMT YOHR_WITH_SPLIT_PrMT Public HTML Excel XML Scheduls Favorits

[~ Reparting Tools OAPDS1_PAMENT_CANCELLATION Fayrnent_Cancellation Fublic HTML Excel #ML Schedule Favorite

v G OARD52_YCHRS_BY_PAYMENT_REF 04P052_YOHRS_BY_PAYMENT_REF  Public HTML Excel ¥ML Scheduls Favorits o
0AP053_VHDRS_RAMKED_BY_PYMMWTS 0AP0S3_VNDRS_RANKED_BY_PYMMNTS Fublic HTML Excel XML Schedule Fawarite

— Schedule Query OAPOSE_SINGLEPAY_BY_BL! Single_Payment_BYy-BU Fuhlic HTML Excel XML Schedule Favarite

D;&ﬁwﬁ 0APOS7E_INTERUMNIT_PAYABLES_CC Interunit Pay_Cust_Cnsaldtn Puhlic HTML Excel ¥ML Schedule Favarite

L L 0APO57C_INTERUNIT_PAYABLES_LOC  Interunit Pay_by_Location Public HTML Excel ¥ML Scheduls Favarite

[> Labor Distribution 0APOS7_INTERUMIT_PAYABLES Interunit payables Fuhlic HTML Excel ¥ML Schedule Favorite

- Chanae My Password OARD5S_IMWALID_FUMDS_2007 Fublic HTML Excel ¥ML Scheduls Favorits

— My Personalizations . R

— My Systam Profile N OAPOSY_INVALID_FURNDS_2006 Fuhlic HThL Excel ML Schedule Fawvarite

— iy Dictionary v 0APOB0_PRIOR_BY_EXP_IN_CRMNT_FY  Prior BY Expense in Current FY Public HTML Excel ML Schedule Favarite

< | > MNARNRY Wl ICHER NDICTRIALITIORMS nniekhar Dictribintinne Piihlie HThil Fwral ¥kl Crhadila Fawnrita :

|~

javascript:submitAction_wind{document . wind, 'QRY_YIEWERS_WRE$hup$0"y;

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

|Ehttps:,l’,l'saofn.state.ga.us,l’psc,l’sao_Z,l’EMPLOYEE,l’ERP,l’...| | ﬁ - B = @ * Page - Safety - Tools - @v

0AP042A VGHRS NOT POSTED DISTR - VCHRS NOT POSTED DISTRB

Business Unit: ’WQ

Accounting Date From: lm [

Accounting Date To: lm Eﬂ
Wiew Rezultz
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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.
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Section 7: 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.

o 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.

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).
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Company Paid Reconciliation for Car Rental and Direct Bill Hotel

Please review account 200006 (Company Paid Car Rental/Hotel) 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/Clearing 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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http://sao.georgia.gov/sites/sao.georgia.gov/files/imported/vgn/images/portal/cit_1210/11/62/185960074AM_COA_ControlClearingAccounts.pdf

Section 8: Travel Payments and Reconciliation

Rental Cars

When a traveler books a rental car using TTE, the payment type for the car rental is
“company paid” and no out of pocket expense is incurred by the employee. However, the
employee is required to include this expense on his/her travel expense statement in TTE
even though the employee is not being reimbursed for the charge.

My Concur  Request Expense | Reporting  Profile

View Reports New Expense Report View Receipt Store  Approve Reports  View Cash Advances  New Cash Advance

Weekly Travel 11/4 to 8
CT) EEW_EEE;E_‘ “Details : l“x-e;\p_ts . | Fr\H,-’_Em_a\I_v |

EXPEI‘ISES Gn\; : D_E\ETE -. C_D;; | ;e;:. « Expense Eicgpt?tug |

[l Date ~ Expense Amount Requested

Expense Type Transaction Date
11/05/2013 Rental Cars Only
< Hertz, Atlants, Georgia

$60.66 $60.66 Rental Cars Only ¥ | |11/05/2013 3

Number of days the vehicle was rented  Purpose of Trip
Site visits

Vendor City
IHertz 2 I.At\aﬂta. Georgia

Payment Type Amount
ICompanv Paid > IEU.EE usp ¥

Personal Expense (do not reimburse)  Trip Type
In-State Travel 7

Reservation Number Comment

el Y N VNPV PN S T A e S PV S

When the travel expense statement is approved and extracted to TeamWorks nightly, the
following accounting entries occur in the General Ledger module:

Debit 640XXX — Travel — Rental Car
e 640006 Travel — In State Rental Car
e 640025 Travel — Out of State Rental Car
e 640039 Travel — International Rental Car

Credit 200006 — Travel Clearing Account - Direct Bill (Rental Car/Hotel)Each agency
receives an invoice from the rental car company directly. (Hertz and Enterprise are the
current State contracted vendors). When the agency pays the invoice in TeamWorks, the
agency should use the following as the expense account for payment:

Debit 200006 — Travel Clearing Account - Direct Bill (Rental Car/Hotel )

In the above scenario, the expense is properly recorded and the clearing account balance is
zero. Each agency should be monitoring their rental car expenditures and reconciling their
clearing account quarterly (at a minimum) to ensure that:

e Employees are filing their expense reports for rental cars timely
e All invoices being paid are coded properly
e Balances in the clearing account are justified
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Direct Bill Hotels

When a traveler enters an expense for a direct billed hotel in TTE, the payment type for the
hotel needs to be adjusted to “Company Paid” as no out of pocket expense has been
incurred by the employee. The employee is required to include this expense on his/her
travel expense statement in TTE even though the employee is not being reimbursed for the
charge and did not make the reservation through the TTE system.

My Concur  Request | Expense | Reporting  Profile

View Reports Mew Expense Report  View Receipt Store  Approve Reports  View Cash Advances  New Cash Advance

Weekly Travel 11/4 to 8 Delete Report Submit Report
é Ee;EEeEeﬁ Details ~ ;eai;;ts "« print /7Emiaili-—
Expenses Move + || Delete | Copy View = [ Expense = Nightly Lodging Expenses Receipt Store |
I Date -~ Expense Amount Requested Total Amount: 5375.00 | temized: 5375.00 | Remaining: 50.00
11/05/2013
o - 52‘1{3;%5;:&’"6'!;“9” $60.66 $60.66 Expense Type Transaction Date
’ : IHDteI ¥ |11;0512013 0|
11/05/2013 Hotel
¥ - (15 B, Sy g $375.00 $375.00 Purpose of Trip Vendor
ISte visits ILa Quinta 2%
City Payment Type
ISavannah. Georga | t

Amount

Qut of Pocket
Iz?s.nn Usp ¥ i Company Paid

Comment
Had to call to get room.

R i Y P S NIV NI SEI L S L S ™

When the travel expense statement is approved and extracted to TeamWorks nightly, the
following accounting entries occur in the General Ledger module:

Debit 640XXX — Travel — Hotel
e 640003 Travel — In State Hotel
e 640022 Travel — Out of State Hotel
e 640036 Travel — International Hotel

Credit 200006 — Travel Clearing Account - Direct Bill (Rental Car/Hotel) -

Each agency receives an invoice from the hotel directly. When the agency pays the invoice
in TeamWorks, the agency should use the following as the expense account for payment:

Debit 200006 — Travel Clearing Account - Direct Bill (Rental Car/Hotel) -

In the above scenario, the expense is properly recorded and the clearing account balance is
zero. Each agency should be monitoring their direct bill hotel expenditures and reconciling
their clearing account quarterly (at a minimum) to ensure that:

o Employees are filing their expense reports for direct bill hotels timely
e All invoices being paid are coded properly
e Balances in the clearing account are justified
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AirPlus (Airfare)

When a traveler books airfare using TTE, the payment type for the airfare is “company
paid.” The employee is required to include this expense on his/her travel expense statement
in TTE even though the employee is not being reimbursed for the charge.

When the travel expense statement is extracted to TeamWorks nightly, the following
accounting entries occur in the General Ledger module:

Debit 640XXX — Travel — Commercial Transportation
e 640005 Travel — In State Commercial Transportation
e 640024 Travel — Out of State Commercial Transportation
e 640038 Travel — International Commercial Transportation

Credit 196060 — Travel Clearing Account (Distributed)

The State Accounting Office (SAO) receives a consolidated invoice from AirPlus and is
responsible for paying AirPlus on behalf of the TTE agencies. The AirPlus invoice includes
charges for airfare, as well as all fees assessed by the travel agency (Travel Incorporated)
for any reservation made using the TTE system. When SAO pays the invoice in TeamWorks,
A/P vouchers are set up for each impacted agency and A/P vouchers are coded as follows:

Debit 196061 — Travel Clearing Account (Undistributed)

SAO uses default chart field information including Department, Program, Fund, Funding
Source, and Project that is supplied by the agency during the TTE onboarding process.

Each impacted agency receives a copy of the AirPlus invoice, along with supporting
documentation for their files.

In the above scenario, the expense is properly recorded and the clearing accounts (196060
and 196061) should net to zero. Each agency should be monitoring their airfare
expenditures and reconciling their clearing accounts quarterly (at a minimum) to ensure
that:

e Employees are filing their expense reports for airfare timely
e Balances in the clearing accounts can be justified

Concur

SAO receives a consolidated invoice from Concur monthly and is responsible for paying
Concur on behalf of the TTE agencies. The Concur invoice includes charges for all travel
expense reports that have been submitted in Concur. When SAO pays the invoice in
TeamWorks, A/P vouchers are set up for each impacted agency and A/P vouchers are coded
as follows:

Debit 651010 — Per Diem & Fees — Other Fees

SAO uses default chart field information including Department, Program, Fund, Funding
Source, and Project that is supplied by the agency during the TTE onboarding process.
Agencies are authorized to enter Adjustment Vouchers, as needed, if an agency desires to
reallocate expenditures for Concur.
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Each impacted agency receives a copy of the Concur invoice, along with supporting
documentation for their files.

Queries and Reports

Agencies can run the following queries in TeamWorks to assist with the reconciliation
process:

e OAPOO5 — VERIFY_EXP
e O0OGLO76 —4092X GG REPORT

Agencies can run the following report in Concur to assist with the reconciliation process:

e 196060 Extracted Reconciliation

Agencies can also use the AirPlus and Concur supporting documentation (provided by SAO)
to assist with the reconciliation process.
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