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Section 1: Permissions
TTE Local Administration: Shared User Administration Handbook
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User Administration

Section 1: Permissions

The TTE Local Travel Administrator is given permission to use this feature. The
administrator may have limited permissions, for example, he/she can affect only
certain groups and/or use only certain options (view but not create or edit).

If a Local Travel Administrator needs to use this feature and 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].

Also, the Local Travel Administrator should be aware that some of the tasks
described in this guide can be completed only by Concur. In this case, the client
must initiate a service request with 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: Overview

The User Administration page is used by Expense and Request Administrators to
manage users and modify user profiles. The User Administration page contains the
fields used on the Employee Profile form in Expense and/or the Travel Preferences
fields from Travel. The fields displayed will vary depending on the user role selected
for the user.

NOTE: The User Administrator can be restricted from editing his/her own user profile. To
enable this setting, contact the Customer Service Center [404-657-3956 Option 9, or
1-888-896-7771 (Option 9) or email sao_travel@sao.ga.gov].

NOTE: The User Permissions functionality allows administrators to assign Travel, Expense,
and Request user roles. This feature is available to users with the Role Administrator
Expense role or Permissions Administrator.

NOTE: This handbook covers the functionality of User Administration and User Permissions
links at the Agency Local Administrator level.

User Administration in Travel, Expense and Request

4|lPage

Administering users can now be controlled by the type of user, allowing for
administrators that can access only Travel users, and administrators that can access
only Expense or Travel Request users. Please note that the Travel Request functions
have not been adopted by all agencies.

NOTE: This feature does not prevent the client from administrating all types of users at one
time under a single role; instead this feature provides an additional method of dividing
the responsibility of administering users to make supporting large groups manageable.
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Section 2: Overview
TTE Local Administration: Shared User Administration Handbook

User Administration Related Roles and Access

The Employee Administrator (Expense) user has access to the User Administration
menu item and access to the Expense and Travel Request-related users (where
applicable) and functions:

e Expense/Request user search

e Expense/Request User role check boxes

e Expense/Request Approver role check boxes

o Expense/Request Settings

e Primary fields on the User Details page

e Can view users from their assigned employee groups and employee group

configurations when using the Expense Advanced Filters

The User Administration (Travel) user has access to the User Administration menu
item and access to the Travel-related functions:

e Travel user search

e Travel Wizard User role check box

e Travel Settings

e Primary fields on the User Details page

e Can view users within their agency

TIP: Provide both the Employee Administrator and the User Administration roles for
administrators that need access to Travel and Expense users.

Role Assignment Related Roles and Access

When assigning either the Role Administrator or Permissions Administrator roles,
keep in mind the following logic used by the system to assign the role within other
modules as well.

Role Administrator: The Role Administrator role has access to the User
Permissions menu item and access to the Expense, Request, and Reporting tabs.

e ASSIGN: Assign from the Expense or Request tab. Assigns Role
Administrator to the specified user, and additionally assigns the Permissions
Administrator role under Travel.

¢ REMOVE: Remove from the Expense or Request tab. Removes the role
from all excepting the Permissions Administrator role under Travel.

Permissions Administrator: The Permissions Administrator role has access to
the User Permissions menu item and access to the Travel tab.

e ASSIGN: Assign from the Travel tab. Assigns Permissions Administrator to
the specified user, Travel only.

¢ REMOVE: Remove from the Travel tab. Removes Permissions Administrator
from the specified user, Travel only.
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TIP: Provide both the Employee Administrator and the User Administration roles for
administrators that need access to Travel, Expense, Request, and/or Invoice users

Segregating the User Administration Duties

Best Practice for user security is to segregate the duties for:
e Assigning roles to users

e Maintaining user roles and preferences

IMPORTANT: An administrator should not be able to create a user and assign the user
roles.

These roles allow segregation of these duties:

¢ Employee Administrator/User Admin: Provides access to the User
Administration function; can only assign the basic user roles using the check
boxes on the User Details page.

¢ Role Administrator/Permission Admin: Provides access to the User
Permissions function.

e User Maintenance/Employee Maintenance (Travel and all else,
respectively): Provides access to the User Permissions function, but without
the ability to create a new user account.

Two Frameworks for User Permissions
How User Permissions are named and managed depends on the module:

e Permissions: Travel related roles are called permissions and are managed
from the Travel tab of the User Permissions page.

e Roles: Expense, and Request-related roles are called roles and are managed
from the Expense and Request tabs of the User Permissions page.

Two Methods of Managing Roles in User Permissions

Roles can be managed by two different methods:

e By User Name: The administrator searches for the desired user, then selects
the user and the roles to assign.

e By Role: The administrator searches for the desired role, then selects the
users to assign the role to.
The interface of the User Permissions page changes depending on the method
selected. However, it always contains the following elements:
e Method selection box
e Search area

e User/Role selection box
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Section 2: Overview
TTE Local Administration: Shared User Administration Handbook

e Dual lists of roles or users

e Group area

The Password Manager Roles

Some agencies need a user role that can update user passwords but does not have
other user administration access. To answer this need, two standard roles are
available, both called Password Manager. One role is available to clients with Travel,
and one is available to clients with Expense/Request.

Clients with Travel and either Expense or Request can choose how to limit access to
users by assigning one or both roles:

e The role on the Travel tab of User Permissions will grant access to the
users with the Travel feature enabled. Travel settings are set to use Divisional
Access, the user will only be able to view and update users in their agency.

e The role on the Expense or Request tab of User Permissions will grant
access to the users with Expense or Request enabled. The administrator can
select the Expense groups (Request uses Expense groups) the user has
access to when assigning the role.

e If both roles are assigned, the user will be able to view and update users that
match their Travel divisional access (if enabled) and selected Expense group
(Request uses Expense groups).

NOTE: The users with Travel and either Expense or Request have one password for all
applications. When any of the Password Manager roles changes a password, it changes
for all applications.

Users with these roles will see the Password Manager link on the Company
Administrator page. These roles have the following access in Password Manager:

e User search functionality found on the User Administration page.
¢ Modify access to the Password fields on the User Details page.
e Read-only access to the Title, First Name, Middle Name, Nickname, Last

Name, Suffix, and Email fields on the User Details page.

All other fields on the User Details page are hidden.

Suppressing Access to the Password Function

A module property is available that can prevent any password changes within
Concur. If the property setting is ON, all password fields in Company Admin (User
Administration or Password Administrator) become non-editable (deactivated):
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User Administration
[ User Administration ]

PRSI

Seff-Regstration Setup

Permission Administrator

Wha can access what? Setup your permissions {y
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Available Standard Permissions and Roles

The following lists contain the available permissions and roles for Expense, Travel,
and Intelligence. The roles are separated into tables based on the tabs in User

Permissions.

Expense Tab:

Expense Tab

Role

‘ Description

‘ Product Area

(Read only)

considered a read-only auditor. The
user can access and view but not
modify and activate or inactivate an
attendee record in the system.

Attendee Administrator | The user assigned this role can view, Expense
modify, and activate or inactivate any
attendee record in the system.

Attendee Administrator | The user assigned to this role is Expense

Authorization Request
Administrator

The user assigned this role:

e Can view and update authorization
requests within Authorization
Request Administrator

¢ Cannot delete authorization

Authorization
Request
Administrator

Travel Reservation link appear on
Concur Central. Clicking that link
launches Travel to be able to book the
user's travel. This role only appears if
you have the Travel service enabled.

requests
Authorization Request The user assigned this role can approve | Expense
Approver authorization requests within an
assigned group.
Cligbook User The user assigned this role has the Travel

Concur Mobile User

Do not use; is not associated with
Concur mobile app.

TeamWorks

Travel
State of Georgia

& Expense

Version Date:

11/07/13




Expense Tab
Role

Cost Object Approver

‘ Description

Allows the user to be a cost object
approver.

NOTE: This is not in the TTE
configuration.

Section 2: Overview
TTE Local Administration: Shared User Administration Handbook

‘ Product Area

Expense

Employee
Administrator

The user assigned this role can add and
manage employees, including assigning
roles, delegates, and Expense/Payment
preferences. The user can only assign
the basic user roles (Expense User,
Travel User), using the check boxes on
the User Details page. They may also
view and optionally edit and register
cars on behalf of a user.

Refer to the User Administration in
Expense and Request section of this
guide for more information about
assigning roles.

User Administration

Employee
Administrator (Read
Only)

The user assigned to this role is
considered a read-only auditor. The
user can view but not add or edit
employee records.

Refer to the User Administration in
Expense and Request section of this
guide for more information about
assigning roles.

User Administration

Employee Maintenance

The user assigned this role manage
employees, including assigning roles,
delegates, and Expense/Payment
preferences. However, they cannot
create a new user account.

Refer to the User Administration in
Expense and Request section of this
guide for more information about
assigning roles.

User Administration

Expense Approver

The user assigned this role can approve
expense reports within an assigned

group.

NOTE: This approver is also
automatically assigned as the Travel
Approver if the employee is a Travel
user.

Expense

Expense Cash Advance
Administrator

The user assigned this role can view,
issue, and manage cash advance
requests.

NOTE: Select the Send Cash Advance
Pending Issuance Emails check box
to alert this user that they have

pending cash advance issuance tasks.

Cash Advance
Administrator
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Expense Tab
Role

Expense Processor

‘ Description Product Area

The user assigned this role:

e« Can view and update expense
reports within Expense Processor

e Cannot delete expense reports

The Access for Processor field limits
the reports the processor can view to
these options:

o Display all reports excluding
returned reports

o Display all reports including
returned reports

o Display only reports pending
processor step and beyond

Process Reports
(current user
interface)

Expense Proxy Logon

The user assigned this role can log on
to Expense and act as a proxy user for
other employees within an assigned
group.

Expense

Expense User

The user assigned this role can create
and submit expense reports. This user
can also create and submit
authorization requests and cash
advances if those features are used by
the user's company.

Expense

Password Manager

Allows user to update passwords for
Expense users

User will have read only access to the
following fields on the User Details page
in User Administration: Title, First
Name, Middle Name, Nickname, Last
Name, Suffix, and Email.

Preventing Access: A module
property is available to restrict this role
from changing passwords - contact
Concur directly to have the Password
Access Restriction feature activated.

NOTE: The users with Expense and/or
Travel have one password for all
applications. When any of the Password
Manager roles changes a password, it
changes for all applications.

User Administration

Role Administrator

A user assigned this role can access the
Expense tab of User Permissions.

Refer to the User Administration in
Travel, Expense, Invoice, and Travel
Request section of this guide for more
information.

User Permissions
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Section 2: Overview
TTE Local Administration: Shared User Administration Handbook

Expense Tab ‘

Role Description ‘ Product Area
Travel and Expense The user assigned this role can access
User Concur. The user requires an additional

role (Expense User, Travel User, etc) to
access Concur products.

Travel and Expense Do not use - this role is retired
Pilot User

Request Tab (Used if Request is configured for your Agency)

Travel Request Tab ‘ ‘

Role ‘ Description ‘ Product Area

There are several other roles available on the Request tab. The roles are shared with
Expense. For a definition of each, refer to the Expense roles.

Request Approver The user assigned this role can approve | Requests
travel requests within an assigned
group.

Request User The user assigned this role can create Requests

and submit travel requests.

Request Administrator | This is one of the processor roles. Travel Request

The Concur client assigns this role to
one or more of its own employees. This
processor can view and fully manage
virtually all travel requests.

Request Auditor This is one of the processor roles. Travel Request

This is a read-only role. The Concur
client assigns this role to TMC's, to its
own internal travel agent(s), or to any
other user that needs read-only access
to travel requests.

Reporting on User Changes

Changes to user details and roles are logged and reportable to the Global Travel
Administrator.

Viewing as Report Detailing Changes Made to an Employee

The integrated Travel and Expense user can draw on reports available in Travel to
determine changes made to an employee, such as a password change. To do this,
the user must be assigned the desired reports by the Global Report Administrator (in
Travel)
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Before You Begin

Before using the User Administration page the Employee Profile form must be

configured.

Section 3: User Administration Page

This feature requires the User Administrator employee role.

Accessing User Admin

1. Select Administration > Company Admin. The Company Administration

page appears.

NOTE: The Administration tab will not appear unless the employee has the
appropriate role assigned. Your window only contains options you have permissions

for and may not have all the options shown below.

2. Click User Administration.

: .

My Concur  Request Travel Expense Central Reconciliation Invoice  Reporting Locate | Administration
Company Admin  Report Admin  Web Services  App Center Listings  Request Admin  Expense Admin  Expense Tools  Invaice Admin

Profile  App Center  Purchase Request

Budget Admin

Company Administration

Company Admin Home

" Add New User &% Import Users
[ show Fitters

User List for company: VerbThrasher

Filter.

Company Admin

® Use Travel Advanced Filters O Use Expense Advanced Filters
Approval Queues
Billng Administrator

Company Locations

Manager: t: Location

Org. Un
A Managers || | Add All Locations ]

0rg Unit Admin

Report Admin Active . 25 .
Text Customization
Search What

Name, Email, Log-in

Password Administrator AEmchilex:

Manage Custom Fields [

Directory Server Admin

Company Settings

Celumns To Displa
’7@ Login 1D M Manager Ml org unit [ jab Title

User Administration

Self-Registration Setup

Search Reset

Self-Registration Approval

Send Mobile Instructions c b E F 6 H I J K L M N

o P Q R s T u v w X Y z |

User Permissions
Company Groups

Please search for an employee. You can click on a letter to find all employees with that last name.

Travel Administration

TeamWorks Travel
State of Georgia
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Section 3: User Administration Page
TTE Local Administration: Shared User Administration Handbook

i AddNew User oF Import Users User List for company: Your Agency Hame
Appears Here
Show Filters

Filters

Use Travel Advanced Filters @ Use Expense Adwanced Filters

Manager: Ermployee Group Configuration:
All Managers | | All Users I Can Access hd

User Status hax Results
Ackive ¥ [25 v

Search Text Search What
Marne, Ernail, Log-in et

Colummns To Display

Login ID MManager Employee Group Configuration Email Employes ID

A B C D E F G H I J K L M N O P Q R 5 T U ¥ w X ¥

z

Please search for an employee. You can click on a letter to find all employees with that last name.

Searching for Existing Users

The User administrator can search for existing Travel or Expense users. Users with
access to both applications will appear in either search.

Searching for Employees Without Managers

The Managers field in the search options is used to find employees that do not have
a manager/approver assigned.

e When Expense Advanced Filters is selected, the No Manager option in the
Managers field will cause users who meet all the other search criteria and do
not have an Expense manager/approver to display.

e When Travel Advanced Filters is selected, the No Manager option in the
Managers field will cause users who meet all the other search criteria and do
not have a Travel manager/approver to display.

e Select the All Managers option in the Managers field to display users
regardless of whether they have a manager assigned.

Searching for Test Users

The Expense Test Users field in the search options is used to include or exclude
employees of type Test User if any users of this type exist in the system (that is, it
will not appear is the system does not detect one or more Test Users).

e All Users: The filter is ignored, and all test users are returned.

e Exclude Test Users: Return the search results without including any Test
Users.
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e Only Test Users: Include only Test Users in the results of the search.

TO SEARCH FOR EXPENSE USERS:

1. Select the Show Filters check box to view the search fields. (This is the
default.)

¢it Add New User  @in Import Users User List for company: Your Agency Hame
Appears Here
l Showy Filters I
FITEET:
Use Travel Advanced Filkers @ Use Expense &dvanced Filters
rManager Employee Group Configuration:
|AII tanagers V| |AII Users I Can Access v

User Status Max Results

Search Text Search What
| | | Marne, Ernail, Log-in bt

r— Columns To Display

Login IO kanager Employee Group Configuration Ermnail Employee ID

A B C D E F G H I 1 K L M N 0O P Q R 5 T U v W X ¥ z

Please search for an employee. You can click on a letter to find all employees with that last name.

2. Select Use Expense Advanced Filters.

¢t Add New User e Import Users User List for company: Your Agency Name
Appears Here
Shows Filters
— Filters

Use Travel Advanced Filters[ @ Use Expense &dvanced Filters ]

kManager: Employee Sroup Configuration:
|AIIManagers v| |AIIUsersICan Access v|
User Status hax Results

[ Active v [ v

Search Text Search What
| | |Name,EmaiI,Log-in w

— Columns To Display

LoginID Manager Employee Group Canfiguration Email Employee ID

A B C D E F 6 H I J K L M N O P G R % T U ¥ W X ¥ 2

Please search for an employee. You can click on a letter to find all employees with that last name.

NOTE: The Expense Employee Administrator role is required in order to see the
Expense search filters.

TeamWorks Travel & Expense Version Date: 11/07/13
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3. Enter the search criteria.

?}+ Add New User r:c'i' Import Users User List for company: Your Agency Name
Appears Here
Show Filters
— Filters
Lise Trave| Advanced Filters @ Llse Expense Adwvanced Filters

~

Manager: Employee Group Configuration:

|AII Managers vl |AII Users I Can Arcess b

zer Status Max Results

[ &ctive B

Search Text Search What

| | | Mame, Email, Log-in
NG

b
>4

— Columns To Display

Lagin ID Manager Employee Group Configuration Ermail Employes ID

A B C D E F G H I LI L M M O P Q R 5 T O ¥ W X ¥ Z

Please search for an employee. You can click on a letter to find all employees with that last name.

4. Select the check boxes next to columns you wish to display; click Search.

?}+ Add New User r:cr";' Import Users User List for company: Your Agency Name
Appears Here
Show Filters
— Filkers

Use Travel Advanced Filters @ Use Expense Adwanced Filters

Manager: Employee Group Configuration:
|AII Managers Vl |AII Users I Can Access b

zer Status Max Results
[ &ctive B

Search Text Search What
| | | Mame, Email, Log-in it

N\

Columns To Display
’7 Lagin ID Manager Employee Group Configuration Ermail Employes ID

B Coo) G

‘ A B C D E F G H I LI L M M O P Q R 5 T O ¥ W X ¥ Z

Please search for an employee. You can click on a letter to find all employees with that last name.

5. The information displays at the bottom of the screen. If your list is very long

you may have to use the A, B, C, etc, Next 25 or Get All links to refine your
search.

TeamWorks Travel & Expense Version Date: 11/07/13
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earch Reset

A B ¢ D E F GG H I J K L M N O P ¢ R § T U Vv W Y
Recards 1 f §8 Re

Employee Group Confiquration Email Employee ID Login ID Manager

State Accounting Office approveri@s0G GAGOY  approverd  approverI@I0G.GA GOY 4, appraver
State Accounting Office itadmin@ @50 G648 G0 itadmin itadmin@ oG, G G0

P To search for Travel users:

1. Select the Show Filters check box to view the search fields.

f!-+ Add New User & :';"Irn port Lsers

Show Filters

[ IEers

(® Use Travel Advanced Filters ‘O Use Expense Advanced Filters

Manager: Org. Unit: Location
Al Managers | [ Al v | | All Locations v
User Status Max Results
Adtive W25 W
Search Text Search What
fletcher | Hame, Email, Log-in M|

Columns To Display
Login ID Manager Cirg. Unit ] 3ob Title
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Section 3: User Administration Page
TTE Local Administration: Shared User Administration Handbook

2. Select Use Travel Advanced Filters

f}+ Add New User ':iii Import Users

Show Filters

— Filters
| '@' Use Travel Advanced Filters ]'O' Use Expense Advanced Filters
anager: Crg. Unit: Location
|AII Managers v| [ Add ] |AII Vl |AI| Locations %
User Status Max Results

|acive w25 v

Search Text Search What
|f|etcher | | FMame, Email, Lag-in b

— Calumns To Display
Login IC Manager Cirg. Unit [+ Job Title

[ Search ] [ Reset]

3. Enter the search criteria.

4. Select the check boxes next to the desired columns to display; click Search.

Calumns To Display
Login ID Manager Org. Unit Jub Title

5. The information displays at the bottom of the screen. If your list is very long
you may have to use the A,B,C, etc , Next 25 or Get All links to refine your
search.

earch Reset

b

T U ¥ W

Records 1-

Y
f 88 Re 4

Mewk 20 == ek Al
Employee Group Confiquration Email Employee ID Login ID Manager Profile
State Accounting Office approvers@s0G GAGDY  approverd  approverd@S0G GAGDY 4 approver g‘

TaLE ACLOLTILING CTILE AN e G o Tadmin QG GAGCY  -none-
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Adding New Users:

NOTE: New users are automatically added during nightly integration with the HCM system.

Modifying Existing Users

Update General User Information
P To update general User information:

1. Select the Show Filters check box to view the search fields. (This is the
default.)

e AddNew User o5 Import Users User List for company: Your Agency Name

Appears Here
I Shaw Filters I

Use Trawel Advanced Filters @ Use Expense Advanced Filters
Manager: Ermployes Group Configuration:
|AIIManagers v| |AII Users I Can Access b

User Status hax Results
Search Text search What
| | Mame, Email, Log-in w

— Columns To Display

Lagin IT Manager Employee Group Configuration Ernail Ermployee ID

A B C D E F G H I 1 K L M N O P Qg R 5 T U ¥ow X ¥ Z

Please search for an employee. You can click on a letter to find all employees with that last name.

2. Select Use Expense Advanced Filters.

it AddNew User &7 Import Users User List for company: Your Agency Name
Appears Here
Shows Filters

— Filters

Use Travel Advanced Filter[ @ use Expense Advanced Filters ]

Manager: Employee Group Configuration:
|AIIManagers V| |AIIUsersICan Access b

User Status Max Results
Search Text Search wwhat
| | | Marne, Email, Log-in b

— Columns To Display

Login ID Manager Employee Group Configuration Ermnail Employee ID

A B ¢ D E F G H I 1 K L M N O P ¢ R 5 T U ¥ W X ¥ Z

Please search for an employee. You can click on a letter to find all employees with that last name.
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Section 3: User Administration Page
TTE Local Administration: Shared User Administration Handbook

NOTE: The Expense Employee Administrator role is required in order to see the
Expense search filters.

3. Enter the search criteria.

ﬂ+ Add New User Ciri’ Import Users

Showr Filkers
— Filters

User List for company: Your Agency Hame
Appears Here

Use Travel &dwanced Filters @ Use Expense Adwanced Filters

Tanager: Erplowee Grodp Configuration;

|.&.II Managers v| |AII Users I Can Access hd \
ser Status Max Results

[ &ctive D

Search Text Search What

| | Mame, Email, Log-in

— Columns To Display

Lagin ID Manager Employee Group Configuration Ermail Employes ID

L M N o0

19| Page

P Q R 5 T U ¥ w X Y Z
Please search for an employee. You can click on a letter to find all employees with that last name.
4. Select the check boxes next to columns you wish to display; click Search.

+ =] q

¥ _Add New User &" Import Users User List for company: Your Agency Hame
Appears Here
Shous Filters
 Filkers
Use Travel Adwanced Filters @ Use Expense Adwanced Filters

Manager: Ermployee Group Configuration:

|.£\.II Managers v| |AII Users I Can Access b

User Htatus Max Results

[ &ctive R

Search Text Search What

| | | Mame, Email, Log-in b

N
Colummns To Display
Lagin ID Manager Employee Group Configuration Email Employes ID
——>
A B C D E F G H I ] K L M N O P Qg R 5 T U ¥ w X Y Z
Please search for an employee. You can click on a letter to find all employees with that last name.

5. The information displays at the bottom of the screen. If your list is very long
you may have to use the A,B,C, etc , Next 25 or Get All links to refine your
search.

TeamWorks Travel
State of Georgia

& Expense Version Date: 11/07/13
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In the results list, click on the name of the user you want to review.

?3+ Add New User :—F_" Import Users User List for company: Your Agency Name
Appears Here
Show Filters X

Filters

Use Travel Advanced Filters @ Use Expense Advanced Filters
kanager: Employee Group Configuration:
|AII Managers v| | State Accounting Office b

User Status hax Results
Search Text Search What
| | | Mame, Email, Lag-in b

—Columns To Display

Login IC Manager Employee Group Configuration Ermnail Employes IT

A B C D E F G H I 1 K L M M L} P Q R 5 T u ¥ W X Y z |

Records 1- 25 of 88 Records
Mext 26 == GetAll

Employee ID Login I Manager Profile
apprower3@S0G.GAGON 4 approver

Last a / First

Employee Group Configuration Email
State Accounting Office approver3@ 06, G GO

3. approver apprower3

Adrmnit, IT State Accounting Office tadmin@@50G6, G GO itadmin itadmin@s0G6 G GO -nohe- |3'
AL, C8 State Accounting Office CAADMIMN@SOG, G o CASDMIM CLADMIN@SDG.GA.gow  -nOhe- |3'

d &

6. The user’s details appear in a new screen. Review the user's information and
make any needed updates. Click Save.

- [ save ][ cancel

DTraveI Request Lser DTraveI Request Approver Expense User Expense Approver
CTE Login Mame* Passueord® “Werify Password*
[must be suffixed with a walid domain] [Blank to leave unchanged]

|approver3s@30G.64.GOV I | |

Title First Mame* Middle Mame Mickname Last Mame* Suffix
| |appr0\ter ” || ”3
Account Activation Date Account Termination Date
[04/20/2011 |
Employee ID Email Address
[required for Expense, Inwvoice or Request User] |approver3@SOG.GA.GOV |
approvers
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Section 3: User Administration Page
TTE Local Administration: Shared User Administration Handbook

Update Mobile Settings —

To update mobile settings:

While editing user information, the Mobile Settings section may appear.

Mobile Settings

D Femote wipe mabile dewvice

Travel Settings

Select the check box is appropriate.

Note the following:

¢ The Remote wipe mobile device check box (in the Mobile Settings
section) appears only for users who have completed the Mobile Registration
page (entered a PIN).

e If an administrator selects this check box, the user's PIN is set to null (blank).
The next time the user tries to log in, all cached device data is cleared.

e This flag will also be set automatically by the system if the user enters the
wrong PIN five times. Consecutive failed attempts are tracked on the device.
If the user exceeds five, the PIN is set to null (blank) and all cached device
data is cleared.

Add or Change Request Preferences
» To add or change Travel Request preferences:

1. Click Request Preferences (in the Request Settings section).

Recquest Settings P3| Request Approvers | ¥3 Request Preferences

* Required Fields

| Save || Cancel

2. Select or clear the desired check boxes.

21| Page TeamWorks Travel & Expense Version Date: 11/07/13
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Select the options that define when the user receives email notifications, Prompts are pages that
appearwhen the user selects a certain action, such as Submit or Print,

The status of a request changes

A request is submitted for approwal

Foran approverwhen a request iz submitted

4. Click Save.

Add or Change Expense Preferences

22| Page

P To add or change Expense preferences:

1. Click Expense Preferences (in the Expense and Invoice Settings
section). The Expense Preferences window appears.

|‘ Expense and Invoice Settings 3 poprovers | #3 Expense Preferences | ¥4 Expense Delegates

Select the options that define when the user receives ernail notifications. Prompts are pages that
appear when the user selects a certain action, such as Submit or Print.

The status of an expense report changes
Mew company card transactions arrive
Faxed receipts are successfully received

An expense report is submitted for approval

For an approver when an expense report is submitted

L) Make the Single Day Itineraries page my default in the Travel Allowance wizard

2. Send email when... Select or clear the desired check boxes for email

notifications.

Prompt... The Prompt check box defaults and allows the user to select an
alternate approver from the authenticated approvers list when needed.

3. Click Save.

TeamWorks Travel & Expense

Version Date: 11/07/13
State of Georgia




Section 3: User Administration Page
TTE Local Administration: Shared User Administration Handbook

Add Expense Delegates
P To add Expense delegates:

1. Click Expense Delegates.

H Expense and Invoice Settings ﬂ_| APProvers ﬂ"_] Expense Preferences ﬂ_| Expense Delegates

2. The Expense Delegates window appears.

Delegates Delegate For

Expense Delegates forTerry Brown

Delete

Delegates are employees who are allowed to perform work on behalf of other employees.

Expense and Request share delegates. By assigning permissions to a delegate, you are assigning
permissions for Expense and Request.

‘m Name Can Can Submit Can Submit Can View Receives
o Prepare Reports Requests Receipts Emails
) Bates, Marcia |#*] (] [} || (]
mbates@gsp.net
-/ Blanton, Gaylord |#*] (] [} || (]

ghlanton@gsp.net

3. Click Add; a search field appears.

23| Page TeamWorks Travel & Expense Version Date: 11/07/13
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Delegates Delegate For

Expense Delegates for DaTerry Brown

Delete

Delegates are employees wheo are allowed to perform work on behalf of other employees.

Segrch by employee name, email address, employee id or logon id
| | [ Add | [ Cancel |

Expense and Request share delegates. By assigning permissions to a delegate, you are assigning
permissicns for Expense and Request.

Name Can Can Submit Can Submit Can View Receives
Prepare Reports Requests Receipts Emails

Bates, Marcia - -

mbates@gsp.net

EBlanton, Gaylord 7 7

ghblanton@gsp.net

NOTE: You can view who this employee is also a delegate for by clicking on the
Delegate For tab.

3. In the Search by employee name, email address or logon id field, type
in the details of the desired delegate. As you type the list displays possible
matches.

4. Select the desired delegate from the list; click Add.

5. Select the functions you will allow the delegate to perform.

ense Delegates for Terry Brown

T IER ool ]

Delegates are employees who are allowed to perform work on behalf of other employees,

Expense and Travel Request share delegates, By assigning permissions to a delegate, you are
assigning permissiaons far Expenrw aind Trawel Begue st

|:| Mame Can Prepare Can Submit Can Yiew Receipts Receives Emails ]
Thornton, John b
D tharnton@audits.ga.goy D D D

6. Click Save.

7. On the user detail page, click Save.

TeamWorks Travel & Expense Version Date: 11/07/13
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Section 3: User Administration Page
TTE Local Administration: Shared User Administration Handbook

Reactivating a User

The administrator can activate a user that was previously deactivated on the User
Details page. There are two common requirements:

The existing user account needs to be reactivated. This means this employee
will have one user account in Travel & Expense.

A new user account needs to be created, using the original login and email
address but keeping the original, now deactivated user. This means this
employee will have two user accounts in Travel & Expense.

P To reactivate a user account:

1. Follow the steps in To search for Expense users or To search for Travel users

above.

2. In the results list, click the name of the user that you want to review. The
user’s details appear.

. \WWelcome, Terry Brown
My Concur  Travel Expense Invoice Reporting [ Administration,| Profile Help Log Out
Company Admin Travel System Admin - Report Admin - Expense Admin - Expense Tools  Invoice Admin
Company Administration
[ save J[ seveendhew |[  Concel
Company Admin Home
. Travel Wizard User Expense User Expense Approver Invoice User [ inuoice approver
Company Admin
i | Qs TE Login Hame* Password* Verify Password*
Biling Administrator st be suFfixed with & valid domain) (Blark to leave unchanged)
Gy L e BeaAllen@T echPUbs-AUTO-SEL-26-1093534, com
Org Linit Admin
N Title: First Hame* Middie Hame Hickname Last Hame* Suffix
Report Adrin
Text Customization Y| |pea [l A
Password Administrator
Ilw"’“'”'t Dstat " Account Activation Date Account Termination Date
/anage Custon Fislds = =
Drectory Server Adin 220 | |
Amadeus eTravel Management Empioyeelin (S e T
Setup (el B e L) Beadllen@ TechPubs-AUTO-SEL-26-1093534.com
BeaAllen@TechP
echlen@TechPu Add Picture
User Administration
User Administration

3. Clear the Account Termination Date field.

A process runs during the Overnight Processing Period that will activate the user. The
user will be able to log in after the process has run.

NOTE: You cannot use the Concur Standard Employee Import to reactivate a terminated user.

Reactivation must be done using the User Administration tool. Attempting to reactivate
an employee using the Concur Standard Import where the imported employee has the
same Login ID or Email address as an existing terminated user will result in a failure in
the import process. Once you reactivate the employee using the User Administration
tool, you may use the Concur Standard Employee Import to make updates to the
user’s information.
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Section 4: User Permissions
The User Administrator can assign basic user permissions using the User Role

checkboxes on the User Details page. The administrator can assign the full list of
permissions using the Permission Administrator page.

Accessing the User Permissions Page

The User Permissions page displays tabs for all configured Concur products, such
as Travel, Expense or Request

P To access the User Permissions page

1. Select Administration tab.

[ concur

My Concur Request Expense Reporting | Administration ||Profile

2. Click Permission Administrator in the middle of the screen.

Permission Administrator User Administration
Who can access what? Setup your permissicns Here is where you add, modify and delete users,

(user classes) here.

The User Permissions page appears.

My Concur Request Expense Reporting | Administration Profile
Company Admin  Request Admin  Expense Admin  Expense Tools

Travel Expense Request Invoice Repaorting

Company Administration
Save Cancel
Company Admin Home .
Stepl. Modify Roles By: Step2. Search Text: Search What:
T User Name he Name, Emai, Log-n v | Search
User Administration Step3. User Name to Assign Roles: Show Users in Only This Employee Group
Configuration:
User Administration Select One .. k4 E
Add User All Users I Can Access X
Self-Registration Setup
Self-Registration Approval Available Roles
Send Mobile Instructions Add >>
User Permissions
Maodify >
<< Remove
Roles for this User Groups
26 | Page TeamWorks Travel & Expense Version Date: 11/07/13
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Section 4: User Permissions
TTE Local Administration: Shared User Administration Handbook

Managing Roles by User Name

The Permissions administrator can select users by name, then assign or remove the
available roles.

P To add a role by user name:

1. Step 1: On the User Permissions page, select Modify Roles By: > User
Name.

Travel Expense Request Invoice Reporting

Save Cancel

Stepl. Mccm}- Roles By: Step2, Search Text: Search What:

User Name Mame, Emai, Log-in v | Search

Step3, User Name to Assign Roles:

Show Users in Only This Employee Group
Select One .. Evs Configuration:

All Users I Can Access i

Available Roles

Add ==
Modify =

<< Remove

Roles for this User Groups

2. Step 2: In the Search Text area, enter the desired user’s information.
Entering one letter will cause the system to search for data in the selected
fields that start with that letter. Entering a comma separated list will search
for any value in the list. Note that there are multiple options available the
Search What field; simply click on the drop down to view them.

Travel Expense Request Invoice Reporting

Save Cancel
Stepl. Modify Roles By: Step2. Search Text: Search What:
User Name &3 ame, Email, Log-in| I: search
Step3. User Name to Assign Roles: Name, Email, Log-in
Seloct.One - = Email (exact match)
Last Mame (exact match)
- Log-in ID (exact match)
Available Roles :Employee ID (exact match)
Add =
Modify >
<< Remove
Roles for this User Groups
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The default “All Users | can Access” default setting in Show Users in Only
this Employee Group Configuration will search the entire agency you are

configured for.

When all criteria has been entered, click Search.

Travel Expense Reguest Invoice Reporting

ave Cancel

wn

Stepl. Modify Roles By: Step2. Search Text:

User Name i Fitzgerald
Step3. User Mame to Assign Roles:

Fitzgerald, Donna S

Search What:
Name, Emai, Log-in

Show Users in Only This Employee Group
Configuration:

- All Users T Can Access

v | Search|

Available Roles ~

A A A rin Add >>
Attendee Administrator m

. PR | Modify »
Attendee Administrator (Read Only) : =

m

<< Remove
Central Reconciliation Processor

Company Info Administrator N
Roles for this User «

Employee Administrator (Read Only)
Cligbook User

Employee Maintenance R
Concur Mobile User

Expense Approver

Groups

[m] »

*2abaal

3. Step 3: If there are multiple matches to the search criteria, select the person
you need to update permissions for. In our example, there was only one
match. Click on the arrow in the User Name to Assign Roles field then

select the desired user from the list.

Select the desired role(s) in the Available Roles field. You can select more than
one non-group aware role to assign. Only one group aware role can be assigned

at a time.

Click Add to assign the role(s) to the user.

l Click Save at the top of the window.

Save || Cancel

Stepl. Modify Roles By: Step2, Search Text:

User Name v danel

Step3. User Name to Assign Roles:
Arrington, Daniel K v

Available Roles Roles for this User

LAPEIIC LUm1QU1 0L UIL A0 001 [RE3L L.,
.—H—I—r] Add 5>

Clighook User
Expense Processor

EDEHSE Trocessar (raam

Expense Processor Manager

Expense User

Travel and Expense User

Expense Proxy Logon

Expense Receipt Processor

Fringe Benefits Tax Administrator Iv]
[¢] It I[s]

Search What:

Name, Emall, Log-in

Show Users in Only This Emplayee Group
Configuration:

All Users [ Can Access

Groups

¥ || Search

TeamWorks Travel
State of Georgia
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Section 4: User Permissions
TTE Local Administration: Shared User Administration Handbook

P To remove a role by user name:

1. On the User Permissions page, select Modify Roles By: > User Name.

Travel Expense Travel Request Invoice Reporting
Stepl. Modify Roles By: Step2. Search Text Search What 5
User Mame R Mame, Email, Log-in ¥ || Search
Step3. User Mame to Assign Roles Show Users in Only This Employee
o Group Configuration
All Users I Can Access -
Available Roles ~ Roles for this User = Groups
w
< >

In the Search Text area, enter the desired user’s information. Entering one
letter will cause the system to search for data in the selected fields that start
with that letter. Entering a comma separated list will search for any value in
the list. Note that there are multiple options available the Search What field;
simply click on the drop down to view them.

Click Search.

Travel Expense Travel Request Invoice Reporting
Sawe Cancel
Stepd, Modify Roles By Stepd, Search Text: Search what:
User Mame B , Email, Log-in| » | Search
stepd, User Mame to &ssign Roles: _Namer Email, Log-in
- ‘Email [exact match)
Last Mame [exact match)
Log-in ID [exact match)
Available Roles Roles for this User Employee ID (exact match)
A ==
hodify =
<= Remowve
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The results populate the User Name to Assign Roles field. Click on the drop

down arrow to view. Select the desired user from the list in the User Name
to Assign Roles field,

Travel Expense | Travel Request Ineaice Reparting

Save Cancel

Stepl, Modify Roles By Stepd. Search Text: Search What

User Namne 7 adm Marme, Email, Log-in ¥ | Search

Stepd. User Mame to &ssign Roles:

Showe Users in Only This Employee

| - Group Canfiguration:

I,
g Al Users T Can Access v
ADMIN, CA

admin2. adminz Roles for this User = Groups
Attendee Administrator = 2

Attendee Administrator [Read Only] Madify =

Suthorization Request &dministratar #+ Remove

Authorization Request Approver
Central Recondiliation Processor
Cligbook User

Concur Mobile User
o v

5. Select the role you wish to delete in the Roles for This User field.

Travel | Expense | Travel Request | Invoice || Reporting

Save Cancel

Stepl. Modify Roles By Stepd, Search Text: Search What

|ser Namne 7 adm Mame, Email, Log-in ¥ | Learch
Stepd, User Mame to Assign Roles Showe Users in Only This Employee
a2, admin2 - Group Configuration:

All Users T Can Access ¥

Available Roles -~ Roles for this User -«

Groups
Attendee Administrator = Rl Company Info Administrator
Attendee Administrator [Read Only) Modify = [ConcurMobiIe ser ]
Authorization Request Administratar < REMOVE e oyee Administrator *i5labal
Authatization Reguest Appraier Expense Cash Advance Administrator *Global
Central Reconciliation Processor

Expense Company Card Administratar *Global
Cligbook User
) . . ) "
Employee Administrator (Read Only) Expense Configuration Administrator [Restrick.,  *Global
r f PRI & Fermansa Dracasomr o lmhal
6. Click Remove to remove the role from the user; click Save.
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Section 4: User Permissions
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Travel Expense Travel Request Invoice Reporting

Stepl. Modify Roles By: Step2. Search Text: Search What:

User Name RS adm Mame, Email, Log-in ¥ | Search

Stepd, User Mame to Sssign Roles: Shiowe Users in Only This Employes

adminZ, admine i Group Configuration:
)
All Users I Can Access R

Available Roles - Roles for this User « Groups
Attendee Administrator 5 Ad Company Info Administrator
Attendee Administrator [Read Only) M Cancur Maobile User
Authotization Request Administratar S IR0 Ermployee Administratar *Global
Autharization Request Spprover Expense Cash Advance Administrator *Glabal
Central Reconciliation Processar

Expense Company Card &dministrator *Glabal

Clighook User

: . o - w
Employee Administratar [Read Cnly] Expense Configuration Administrator [Restrict.., Glabal

. . PR Euvmamca Dercascne L] P21 PPN

Managing Roles by Role

The Permissions administrator can select roles by name, view all users with the role,
and assign users to the role.

P To add a role by role:

1. On the User Permissions page, select Modify Roles By: > Role from the
available drop down menu.

Stepl. Modify Roles By: Step3. Search Text: Search What: AI
[ |Ro\a ‘v Name, Email, Log-n || Search ‘

Step2. Reole to Assign to Users: Show Users in Only This Employee Group
Select One v Configuration:

All Users T Can Access W |

Users without this Role Users with this Role Groups . |
[v]
[« 2
2. In the Role to Assign to Users area, select the desired role.
3. Click Search.
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Trawvel Expense Travel Request Imvoice Reporting

stepl. Modify Roles By: step3. search Text: Search What: e’
Role i Mame, Email, Log-in ™ || search
Step2. Role to Assign to Users: Show Users in Only This Employee

|| |L Group Configuration:

‘Authorization Request Administrator o All Users I Can Access R

Autharization Request Approver
Central Reconciliation Processor Users with this Role Groups
Clighook User

Company Info Administrator

Concur Mobile User

Employes Administrator

Emplayes Maintenance

Expense Approver

Expense Cash Advance Administrator

Expense Campany Card Administrator

Expense Configuration Administrator {Restricted]
Expense Processor

Expense Processar (Audit) e

Qense Processor Manager J >

4. The Users without this Role and Users with this Role fields populate.

Select the desired user(s) in the Users without this Role field. More than
one user can be selected when assigning the role.

5. Click Add to assign the role to the user(s).

/ Users without this Role
Arnold, Jeff

Users with this Role Groups
Add >> Abercrombie, William A

T 3 /

Bickers, Rebecca L Abraham, Janna C

Caldwell, Jared & Al-Treky, Yasser &
Cowan, Cecil G Allen, James M
Haollis, Paul € Almand, Joseph §

Hoover, Charles M Amaos, Dominic D

\[(Irihr“nn hric | — l[)\@ ;h\ndle.rson, Ch-rist.inz\lf\ [v]

6. Click Save at the top of the permissions window.
P To remove a role by role:

1. On the User Permissions page, select Modify Roles By: > Role.
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TTE Local Administration:

Stepl. Modify Roles By:
Role

Step3. Search Text:

TR, T ey T

Select One .,

Users without this Role Users with this Role

Section 4: User Permissions
Shared User Administration Handbook

Search What:

Name, Email, Log-n ¥ || Search
Show Users in Only This Employee Group

Configuration

All Users T Can Access ¥

Groups

<] l
2. In the Role to Assign to Users field, click the drop down and select the
desired role to be removed.
Travel Expense Travel Request Irvvoice Reporting
Sawve Cancel

Stepl, Modify Roles By
Role

Step3. Search Text:

Step2, Role to Assign to Users:

[
EAttendee Administrator
Attendee Sdministrator [Read Only)

Authorization Request Administrator Users with this Role

o Add ==
Authorization Request Apprower
Central Reconciliation Processor el

Clighook User < Remove

Company Info Administrator
|ConcurMobiIe User '
Employee Administrator

Employee Administratar [Read Only)

Employer Maintenance

Expense &pprover

Expense Cash Adwance Administrator

Expense Company Card Administrator

Expense Configuration Adrinistrator (Restricted)
Expense Processar

Search What:
Mame, Email, Log-in v | Search

Show Users in Only This Employee
Group Configuration:

Al Users T Can Access

Groups

3. Click Search. The Users without this Role and Users with this Role

fields are populated.

TeamWorks Travel
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Trawel Expense Travel Request Invoice: Reporking

Sawe Cancel
Stepl, Modify Roles By Step3, Search Text: Search YWhat
Raole B3

Marme, Email, Log-in ¥ | Search

Step?, Role to Assign to Users: Showe Users in Only This Employee

Concur Mobile User w Group Configuration:

Al Users T Can Access e

f Users without this Role \ Gels writh this Role Groups \

add ==

4, approver

ADMIN, CA = rodify =

|

3, approver

Aaron, Patricia F < Remove
Abaidoo, Samuel
Abhbott, Terry L

Abbott, Tyrone H
Abbott, Gregory

| £

(o

4. Select the user(s) you wish to delete this role from in the Users with this
Role field; click Remove.

Travel Expense Trawel Request Invoice Reporting
Sawe Carncel

Stepd, Modify Roles By Step3, Search Text: Search What:

Rale 2 Mame, Email, Lag-in v | |search

Stepd, Role to Assign to Users: Shiowe Users in Only This Employee

Concur Mobile User - Group Configuration:

Al Users I Can Access >

Users without this Role Lisers with this Role Groups
4, approver
ADMIN, CA = i

Aaron, Patricia F | #= Remove

>
=

3, apprower

Abaidoo, Samuel
Abbott, Terry L

Abbott, Tyrone H
Abbott, Gregory

5. Click Save at the top of the permissions window.
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Section 4: User Permissions
TTE Local Administration: Shared User Administration Handbook

Trawvel Expense Travel Request Inwoice: Repaorting
Cance'
Stepl, Modify Roles B Step3, Search Text: Search What:
Role B2

Mame, Email, Log-in ~ || Search

Step2, Role to Assign to Users: Showe Users in Cnly This Employee

Concur Mobile Liser - Group Configuration:
all Users I Can Access B3
Users without this Role Users with this Role Groups
4, apprower S R e 3, apprower
ADMIN, CA radify =
Aaron, Patricia F <= Remove

Abaidoo, Samuel
Abbott, Terry L

Abbott, Tyrone H
Abbott, Gregorny
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Section 1: Permissions

The GTE Local Travel Administrator is given permission to use this feature. The
administrator may have limited permissions, for example, he/she can affect only certain
groups and/or use only certain options (view but not create or edit).

If a Local Travel Administrator needs to use this feature and 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].

Also, the Local Travel Administrator should be aware that some of the tasks described in
this guide can be completed only by Concur. In this case, the client must initiate a service
request with 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: Overview

The Expense Proxy Logon tool allows an employee, assigned the role of Expense Proxy
Logon, to act as a proxy (stand-in) for another employee, to perform tasks for either
centralized data entry or Helpdesk support. Using the Expense Proxy Logon tool, the proxy
may sign on to the system as any employee that is assigned the role of Expense User. The
proxy and the employee(s) must belong to the same agency in order for the proxy to
perform expense-related tasks on behalf of the employee(s).

What is an Expense Proxy?

An Expense Proxy may perform these tasks:
e Create an expense report and cash advance request
o View, edit, and delete expense reports
e Submit an expense report and cash advance request
e Print an expense report
e Modify an employee's information within Profile

The role is restricted to the features and tasks that the employee for whom the proxy is
acting, can perform.

NOTE: The Expense Proxy cannot approve reports or requests regardless of permissions or
role assignment.

Before You Begin

Before the proxy can work on behalf of another employee, the following steps must occur:

e Employees are entered into the system through the Employee Import process in
nightly proceeding.

e The Employee administrator must assign the Expense Proxy Logon role to the
employee, and select the group(s) for which the employee can act.
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NOTE: Any employee that belongs to a specific agency only has access to that agency’s
employee profile information.

What the Employee Administrator Sees

The Expense Proxy Logon role is granted to the Local Travel Administrator by the Global
Travel Administrator. The Local Administrator may grant permission to other users at their
discretion in User Permissions.

L ‘Welcome, Terry Brown

My Concur  Travel Expense Inwoice  Reporting | Administration | Profile Help Log Out

Company Admin  Travel System Admin Report Admin Expense Admin  Invoice Admin

Company Administration
Travel Expense Ireeoice Reporting

Company Admin Home

Company Admin Stepl. Modify Roles By: StepZ. Search Teut: Search What:
Approval Queles User MName X miller Narme, Email, Log-in >
Biling Administr stor Step3d. User Mame to Assign Roles: Show Users in Only This Employee
Company Locations " — Group Configuration:
Org Unit Admin Miller, Chris
) Global =7
Report Admin
Text Customization
Password Administratar Available Roles < Roles for this User Groups
Import Data Expense Configuration Administratar v Add = g Clichsoak User
flapacelelstan Fledlds Expenise Processor Expense Configuration Administra... Global
Direckary Server Admin
Expense Processor (Aucdt) Expense Receipt Processor
Expense Processor Manager
User Administration Expense User
User Administration S e Travel and Expense User
Add User Fringe Benefits Tax Administrator B

Self-Registration Setup
User Permissions [} Modify

(EEITETY (e Groups to be Assigned to User(s) for the Selected Role(s)

Travel Administration (SEELe]

Corporate Ghost Cards
E-Receipt Admin
RideCharge

| For more information on how to add, edit, or delete user roles by using User
Permissions, refer to the Shared: User Administration User Guide or contact your
Expense administrator.

Section 3: Proxy Logon Tool

Multiple employees may be assigned the Expense Proxy Logon role, with each employee
assigned to all employees within a group or several groups. The only limit on who an
Expense Proxy can act for is that the employee must exist in that Agency.

NOTE: Any employee that belongs to a specific agency only has access to that agency’s
employee profile information.

Accessing the Expense Proxy Logon Tool
The Expense Proxy Logon tool is accessed from My Concur.
P To access the Expense Proxy Logon tool:

1. On My Concur, click You are administering for: Yourself.
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Welcome, Erin z Fletcher [ You are administering for: XDurself] e Help | Log Out
Select User to Administer i |
|
My Concur  Travel | Expense | Central Reconciliation  Invoice  Administration  Profile

Then click Proxy Search: the proxy search field appears:

Welcome, Erin z Fletcher [ You are administering for: Yourself | 9 Help | Log Out
Select User to Administer |

Search by employee name, email address or logon id

[ Choose Proxy ][ Cancel ]

My Cq

2. Type in the name or email address of the employee for whom you are to act on
behalf of. A list will automatically populate with matching names:

Select User to Administer x|

Search by employee name, email address or logon id | Terry Rl 0T Tel W]y BER (11000

TerryLBrown@LenDev.com - Terry Brown
TerryLBrown @Leﬁ&x—'.com

3. Click on the name of the user you want to proxy for and you will be logged in as a
proxy for that person.

a. Note that the selected person’s name will now appear after “You are
administering for:”

Creating and Submitting Expense Reports or Cash Advance Requests

As an Expense Proxy, you have the ability to create and submit expense reports and
cash advance requests for another employee within the company. This is useful in
locating problems or working in a centralized data entry situation. Once you access
the employee's account, you will be able to perform the following actions:

e Create expense reports or cash advance requests
e View, edit, and delete expense reports

e Submit expense reports or cash advance requests
e Print expense reports

e Modify an employee's information from the Profile area

Creating an Expense Report or Cash Advance Request

This process behaves the same as when you create a personal expense report
or cash advance request. The information appears in the following areas, for
the employee you are acting on behalf of:

e The created expense reports appear for the employee you are acting on behalf of
on both the Active Work section of My Concur and the View Reports page.
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| For more information about creating an expense report, refer to the Quick
Reference Guide available on the SAO website, the GA Training Portal (see
link on Company Info section of My Concur) or your local Intranet.

e The created cash advance requests appear for the employee you are acting on
behalf of, on the Cash Advance List page.

R For more information about creating a cash advance request, refer to the
Quick Reference Guide available on the SAO website, the GA Training Portal
(see link on Company Info section of My Concur) or your local Intranet.

Viewing, and Editing Expense Reports or Cash Advance Requests

e This process is the same as viewing and editing personal expense reports or cash
advance requests.

| For more information about viewing, editing, or deleting expense reports,
refer to the Quick Reference Guide available on the SAO website, the GA
Training Portal (see link on Company Info section of My Concur) or your local Intranet.

| For more information about viewing or editing Cash Advance Requests, refer
to the Quick Reference Guide available on the SAO website, the GA
Training Portal (see link on Company Info section of My Concur) or your local Intranet.

Submitting or Resubmitting Expense Reports or Cash Advance
Requests

This process behaves the same as when you submit or resubmit a personal expense report
or cash advance request. The information appears in the following areas, for the employee
you are acting on behalf of:

e The submitted or resubmitted expense reports appear for the employee you are
acting on behalf of, on both the View Reports page and the Active Work
section of My Concur.

| For more information about submitting or resubmitting an expense report,
refer to the Quick Reference Guide available on the SAO website, the GA
Training Portal (see link on Company Info section of My Concur) or your local Intranet.

e The submitted or resubmitted cash advance requests appear for the employee
you are acting on behalf of, on the Cash Advance List page.

L] For more information about creating a cash advance request, refer to the
Quick Reference Guide available on the SAO website, the GA Training Portal
(see link on Company Info section of My Concur) or your local Intranet.

6|Page TeamWorks Travel & Expense Version Date: 11/06/13
State of Georgia


http://sao.georgia.gov/00/channel_createdate/0,2095,39779022_173982064,00.html
http://sao.georgia.gov/00/channel_createdate/0,2095,39779022_173982064,00.html
http://sao.georgia.gov/00/channel_createdate/0,2095,39779022_173982064,00.html
http://sao.georgia.gov/00/channel_createdate/0,2095,39779022_173982064,00.html
http://sao.georgia.gov/00/channel_createdate/0,2095,39779022_173982064,00.html
http://sao.georgia.gov/00/channel_createdate/0,2095,39779022_173982064,00.html

Printing an Expense Report

This process behaves the same as when you print a personal expense report. You have the
option to print a Detailed Report or Receipt Report for any of the expense reports listed
within the employee's View Reports page.

| For more information on how to print an expense report, refer to the Quick
Reference Guide available on the SAO website, the GA Training Portal (see
link on Company Info section of My Concur) or your local Intranet.

Modifying Profile for an Employee

This process behaves the same as when you modify your own Profile. The only differences
are that you will be unable to change the password on behalf of the employee, and certain
fields may be read-only depending on how the Global Travel Administrator configured the

fields for the Employee form you are viewing.

| For more information on how to modify the information in Profile, refer to the
Quick Reference Guide available on the SAO website, the GA Training Portal
(see link on Company Info section of My Concur) or your local Intranet.

Changing the Employee for Expense Proxy Logon

An Expense Proxy may need to act on behalf of several employees.
P To change the employee for proxy:

1. On My Concur, click You are administering for: <name=>

Welcome, Donna Fitzgerald [ You are administering for: Kristi D, Bayford ] :

2. To change the employee you are a proxy for, click on Proxy Search.

Welcome, Donna Fitzgerald [ You are administering for: Kristi D. Ravford ] @ Help | Log Out
Select User to Administer x|

You are acting as proxy for Kristi D, Rayford | Stop Proxying FL Proxy Search

My Concur | TTavel  EXPeNnse  Reporing  ACMINSTanon  PToie

3. Type in the name or email address of the employee for whom you will now act on
behalf of. A list will automatically populate with matching names:

Welcome, Donna Fitzgerald [ You are administering for: Kristi D, Rayford | (7] Help ‘ Log Out
Select User to Administer x|
Search by employee name, email addrass peffgon id PERGmI] [ Choose Proxy ] Cancel

My Comcar TTAVET — CXPENSE  REPUTONY — AUNTITTS )

PERGL, PATRICIA
ppergl@sao.ga.gov

4. Click on the desired person in the list and you will be automatically logged in as

Proxy.
Welcome, Donna Fitzgerald [ You are adr‘ninist
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Log Out of Expense Proxy Logon Tool

1. Click on the name after “You are administering for:”

Welcome, Donna Fitzgerald [ You are@dministering for: PATRICIA A, PERG

2. Click on Stop Proxying.

Welcome, Donna Fitzgerald [ You are administering for: PATRICIA A, PERGL ] (7] Help | Log Out

Select User to Administer .|

You are acting as proxy for PATRICIA 4, PERGL [__Stop Proxging [ DProxy Search |

LONCUr T Travel  CXPense  Reporung __ AGMINISTanon _ Frofie

3. You will exit the Proxy Mode.

Welcome, Donna Fitzgerald [ Yiou are administerfag for: Yourself

Auditing Proxy Actions

While an Expense Proxy is acting on behalf of another employee, Expense provides

a data trail of the actions being performed. The following actions are permanently
recorded:

e The name of the person who last modified the expense report, cash advance
request, or expense

e The name of the person who submitted the expense report or cash advance
request, in addition to the time it was submitted

8|Page TeamWorks Travel & Expense Version Date: 11/06/13
State of Georgia



TeamWorks
Travel and Expense

Powered By Concur Technologies

TTE Local




Table of Contents

ST=Toau [o) o I i o =T g 0 0 3= To] i 1 P 1
ST Tt 0T T2 @ LV =T Y T = P 1
Receiving Email Notifications of a Cash Advance Pending Issuance ............ccooiiiiiiiiiiia.n. 2
Section 3: Cash Advance AdMIiN TOO ... e aes 2
7= ot AT 0T 10 S o o Yo =T o [ 51 g = PP 2
Accessing Cash AdvanCe AdmMiN. ... ... e 2
Y=Y (ol a1 T I {0 gl =15 ] 0] Lo ) Y=L 3
Viewing an Employee's Balance and the Cash Advance Details.........ccooviiiiiiiiiiiiiiiiiinnn, 4
Issuing or Not ISsuing & Cash AAVANCE ......cueiiiiiii e aen 6
Entering and Issuing a Cash Advance in ONE STeP ......viiiiiiiiiii i e e 7
Creating and Issuing the Cash AQVANCE .......cciiiiiiiiii e e e aaneeeas 7
Recording Cash Returned Manually by the EmMployee ..., 8

L LY Ta T T o [T 1= 1 1 9

WAt The USEr S ..t ettt ettt ettt e e ne e enes 10

Revision Histor
Date ‘ Notes / Comments / Changes

November 7, 2013 Made branding corrections; updated reference names but no functional
changes.

April 3 3012 Removed all references to the legacy Authorization Request feature in Concur
Expense

Changed any references to Concur's Travel Request service to either Request or
to Authorization Request, depending on the situation

No other content changes

Sept 14 2012 The Cash Advance administrator can now:
¢ Issue a cash advance on behalf of an employee

¢ Record the amount of cash returned by an employee using the Cash
Advance Admin tool

January 20 2012 Added note that Cash Advance admin can receive email notifications for pending
cash advance issuance via the User Admin setup for this role
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Section 1: Permissions

Cash Advance Admin

Section 1: Permissions

You may or may not have the correct permissions to use this tool. You may have
limited permissions, for example, you can affect only certain groups and/or use only
certain options (view but not create or edit).

If you need to use this tool, are eligible for the tool and do not have the proper
permissions, contact the TTE Customer Care Center (404)657-3956 Option 9 or
(888) 896-7771 Option 9 or email sao_travel@sao.ga.gov.

Section 2: Overview

l1|]Page

If your Agency allows Cash (Travel) Advances, you may be able to request a Cash
Advance before going on a trip or incurring an expense. The Statewide Cash
(Travel) Advance Policy from OPB is available via link on the SAO website Travel
Policy Page (http://sao.georgia.gov/state-travel-policy)

Requesting a cash advance is typically a three-step process:
1. The employee creates and submits the Cash Advance request in Expense.
2. The request is routed to the employee's Cash Advance Approver, who may or
may not be the employee's manager and can be different from the

employee's expense report approver.

3. Once approved, the Cash Advance Request is sent to a Cash Advance
Administrator who reviews it and then either declines or issues it.

NOTE: In this case, the term "issue" means final approval in Expense.

Once the Cash Advance Administrator "issues" the cash advance, the request is
extracted and sent to the agency accounting system and payment is sent directly to
the employee via ACH or check. Eventually, the employee must create an expense
report to account for the Cash Advance

Note the following about the Cash Advance workflow:

e Like Expense, there may be more than one cash advance approver identified
in a cash advance workflow.

e Workflow is determined for the agency during the TTE Implementation
Process. Not all agencies offer Cash (Travel) Advances. If there is no approval
step, then the request goes directly to the Cash Advance administrator.
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Section 3: Cash Advance Admin Tool

Receiving Email Notifications of a Cash Advance Pending Issuance

The Cash Advance Administrator can be configured to receive emails of pending cash
advances they need to issue. This is done in Company Admin > User Admin by
selecting the Send Cash Advance Pending Issuance Emails check box after selecting
the Expense Cash Advance Administrator role.

[ Refer to the TTE Local Administrator: Shared User Administration Handbook
for more information.

Section 3: Cash Advance Admin Tool

The Cash Advance Admin tool is used by a client user/administrator with the Cash
Advance Administrator role. With the Cash Advance Admin tool, the administrator
can:

e Review cash advance history of employees

e Issue cash advances

e Cancel cash advance requests

e Record manually-returned cash amounts from an employee

e View employee balances

Section 4: Procedures

Accessing Cash Advance Admin
» To access Cash Advance Admin:

Select Administration > Expense Tools > Cash Advance Admin (left menu). The
Employee Balance tab of the Cash Advance Admin page appears.
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Section 4: Procedures

Cash Advance Admin

Employee Balance Pending Issuance

Find employees where: Employee First Mame ¥  Begins with n2 m
And belong to Group: = Al Groups I Can Access 7 Employee has: | All N
Employee Name . Email Address Employee ID Oldest Cash Advance Date Cash Advance Balance

Page 1|of1 [ Mo Records Found

Cash Advances
iew Detail Create & Issue Show Only: Active Cash Advances X Issue Do Mot Issue Record Return Amount

Cash Advance Name Balance From = Request Date ~ Status Request Amount R... Exchange ... Starting B... Unsubmit... Available ...

Use the Employee Balance tab to search for employees with cash advances, with or
without outstanding balances, and to create and issue a cash advance.

Use the Pending Issuance tab to search for cash advances that have not yet been
issued.

Searching for Employees

You can search for employees by group and by specific employee information, such
as employee name — with or without an outstanding balance.
Note the following about groups:

e The group that you (the Cash Advance Administrator) have permissions to
issue cash advances for is the default group.

e To find an employee from another group, use the Groups search area.

e If you do not have permissions to other groups, you may not be able to make
any changes.

Cash Advance Admin

Employee Balance Pending Issuance

Find employees where: Employee First Mame ¥ | Begins with >
And belong to Group: Global v [ only with outstanding balances Search [
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Section 4: Procedures

Viewing an Employee’s Balance and the Cash Advance Details
P To view cash advance details:

1. Search for an employee, using the steps described in the Search for
Employees section in this guide.

2. Click the name of the employee. The employee's active cash advances appear
at the bottom of the page.

Cash Advance Admin

Employee Balance Pending Issuance

Find employees where: Ernployee First Name v | Begins with M berry m
And belong to Group: * all Groups 1 Can Access v Emplayee has: | Al £d

Employee Name Email Address Oldest Cash Advance Date Cash Advance Balance
Brown, Terry L. TerryBrown@ coffeedrips.com $0.00
Page 1 ofl :J Displaying 1- 1 of 1

Cash Advances: Brown, Terry L.

View Detail Create & Issue Show Only: Active Cash Advances v Issue Do Mot [ssue Recerd Return Ameount
Cash Advance Name Report ID Request Date Status Amount Requ... Starting Balance Available Bala...
Training, Jakarta 09/27/2012 Pending Approval $350.00 $0.00 $0.00

3. Use the Show Only area to change the results.

Cash Advances: Brown, Terry L.

View Detail || Create & Issue Show Only] Active Cash Advances |+

Ehctive Cash Advances ;

Cash Advance Name ReportId - ,{F_r.}
Approved Cash Advances

Training, Jakarta Issued Cash Acdvances "

Cancelled Cash Advances
Completed Cash Advances
All Cash Advances

Field Description ‘

Active Cash Advances All cash advances that are not Cancelled or Completed

Approved Cash Advances All cash advances with the status of Approved

Issued Cash Advances Cash advances that have been marked as Issued

Cancelled Cash Advances All cash advances which you have chosen not to issue

Completed Cash Advances | All cash advances which have been approved, issued,
fully utilized or returned

All Cash Advances All cash advances
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Section 4: Procedures

To view the details, either:

¢ Select the desired cash advance and then click View Details.
- Or -

¢+ Double-click the desired cash advance.

The Cash Advance Details window appears.

Cash Advance Details: Cash for London Trip

Employee Mame: Brown, Terry L, Comrnent:
Amount Requested: $500.00

Exchange Rate:

Starting Balance: $500.00

Ending Balance: $500.00

Date Issued: 04/07 /2011

Comments History Expenses Audit Trail

Comments History
Date Entered By Comment Text

Cancel

The Cash Advance Details page displays the following fields:

Field Description

Employee Name The name of the employee requesting the cash advance.

Amount Requested The amount of the cash advance request.

Exchange Rate The exchange rate at which the cash advance was issued if
the amount requested was in a currency other than the
employee's reimbursement currency.

NOTE: This field does not appear unless it is required.

Starting Balance The original balance of the cash advance in the employee’'s
reimbursement currency.

Available Balance The unused amount in the employee’'s reimbursement
currency. This is based on all submitted reports.

View the tabs:

+ Comments History: Comments entered by all approvers, the employee,
and the administrator for this cash advance. You can add additional
comments to a cash advance when you issue or cancel it. The
administrator cannot add comments to a cash advance once it is issued.
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Section 4: Procedures

+ Expenses: Expenses (if any) associated with this cash advance.

¢ Audit Trail: Activity associated with this cash advance.

Issuing or Not Issuing a Cash Advance

Cash advances can be created in three ways:

A Cash Advance Request comes from an employee via the approval process.
If a Cash Advance is requested by an employee, it goes through an approval
process and then on to the Cash Advance Administrator. At that time, the
administrator can issue or not issue the cash advance (meaning it has been
cancelled for some reason, such as the trip was cancelled and the cash
advance was not needed).

A Cash Advance may be included as part of a Request (formerly Travel
Request), this then initiates the cash advance workflow and subsequently
arrives in the Cash Advance administrator’s queue for review and issuance.
Note: This is currently NOT configured for TTE Agencies.

A Cash Advance Administrator may enter and issue the cash advance directly,
bypassing the cash advance approval process.

NOTE: If the company uses Concur's Request service (formerly Travel
Request) and users can request cash advances in Request, then
request information may appear in Cash Advance Admin.

P To issue or not issue a cash advance:

1.

6|Page

Locate the desired Cash Advance as described in Viewing an Employee's
Balance and the Cash Advance Details in this guide.

Select the desired Cash Advance.

Cash Advance Admin

Employee Balance Pending Issuance

Find employees where: Employes First Mame v | Begins with v

And belong to Group: * Al Groups I Can Access ¥ | [] Only with autstanding balances Search

Employee Name « Email Address Oldest Cash Advance Date Cash Advance Balance

Brown, Terry L. TerryBrown@langSlayer.com 07/24/2012 $200.00
- . .
Page 1 ofl (o Displaying 1-1of 1
Cash Advances: Brown, Terry L. [

View Detail Show anly: Active Cash Advances ¥ Issue Do Mot Issue Record Return Amount
Cash Advance Name Repoit ID Request Date Status Amount Reques... Starting Balance Available Balance
Cash Advance Test Two a7/24/2012 Pending Approval $200.00 $0.00 $0.00
Cash Advance Test 07/24/2012 Issued

$300.00 $200.00 $200.00
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Section 4: Procedures

3. Click Issue or Do Not Issue. If you select Do Not Issue, you are required
to provide a reason.

If you issue the Cash Advance, the information will be passed to the Agency

Accounting System during the nightly extract for payment to the employee. Later,
the employee must create an expense report to account for the cash.

Entering and Issuing a Cash Advance in One Step

The Cash Advance administrator can use options in Employee Balance to search for
an employee and then create and issue a cash advance on their behalf. This

bypasses the workflow used for approval when the advance is requested by the user,
allowing for a simplified process.

Creating and Issuing the Cash Advance

This feature is available only to the Cash Advance Administrator, and this role is
prevented from generating advances to themselves.

P To create and issue the cash advance:

1. The Cash Advance administrator first searches for the employee they will

issue the cash advance to using options in Employee Balance:

Cash Advance Admin

Employee Balance Pending Issuance

Find employees where: Employee First Name ¥ | | Begins with v | chris

And belong to Group: = Al Groups I Can Access i Employee has: | Al 7 jg

Employee Name = Email Address Oldest Cash Advance Date Cash Advance Balance

Miller, Chris A, ChrisMiller@LangSlayer.com

50.00

2. With the employee selected, click Create & Issue:

Cash Advances: Miller, Chris A.

Create & [ssue shoy

Cash Advance Name Report I

3. The Create and Issue Cash Advance dialog box opens - using options in
this dialog box, the administrator then names the advance, specifies the
amount and currency, and adds a comment as needed:

7]|Page TeamWorks Travel & Expense Version Date: 11/07/13
State of Georgia




Section 4: Procedures

Create and Issue Cash Advance

Employee Mame:  Miler, Chris

Cash Advance Request Mame Amount

Training and on site visit, 350.00 ush | v
Comment

For Jakarta trip.

Cancel

4. Click Issue causes a confirmation message to appear:

Cash Advance Issued

o Return Trip to NYC. has been issued
succassfully.

In this example, Chris Miller will now see the cash advance in the My Profile
view, under Cash Advances (shown below), and in Expense > View Cash

Advances:

Active Work

Mew Cash Advance WView Cash Advances

Travel Requests (1) || Expense Reports (0) || Cash Advan%j (2)

Cash Advance Name Status Request Date
Return Trip to MNYC, Issued 09/05/2012
Issued 09,/05/2012

Training and on site visit,

Recording Cash Returned Manually by the Employee

8|Page

If all or part of a cash advance is turned in to the cash advance administrator by the
employee, this information can be recorded against the cash advance. The
outstanding balance of the cash advance is immediately updated to reflect this return
of funds. This is done using the Record Return Amount button.
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Section 4: Procedures

The cash advance must be in the following state to use this feature:
e The cash advance is in an Issued state
e The cash advance balance is above a balance of zero

e The Payment Type value is Cash
Using the Feature
When receiving a return of funds from the user, the Cash Advance administrator

searches for the employee in the Employee Balance tab, clicking the name directly
to populate rows in the Cash Advances section:

Cash Advances: Brown, Terry L.

View Detail Showe Only: Active Cash Advances v Issue Do Mot Isue Recard Return Amaount ]

Cash Advance Name Report ID Request Date ~ Status Amount Requ... Starting|Balance @ Available Bala...
Cash Advance Test Two 07,/24/2012 Pending Approval $200.00 OO0 OO0
Cash Advance Test 07/24/2012 Issued $300.00 $300.00 $300.00

Selecting the row under Cash Advance Name, the administrator clicks Record
Return Amount (this button is activated) to display the Cash Advance Details
window.

Cash Advance Details: Cash Advance Test

Employee Name: Browwn, Terry L, Comment:

Amount Requested: $300.00

Exchange Rate: 1.00

Available Balance $300.00

Amount Returned: 100.00 usD |
Date Issued: 07f24/2012

Comments History Expenses Audit Trail

Comments History

Date Entered By Comment Text
07/24/2012 Brown, Terry Test of Record Return Amount manually returned by issues
07/24/2012 Filler, Chris Approved for Terry Brown,
Save ﬂ: Cancel
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Section 4: Procedures

The amount is entered in Amount Returned, and an optional comment is added.
If the cash advance was originally issued in a currency other than the user’s
reimbursement currency, the amount returned may be recorded in either currency.

What the User Sees

The user can review the status of the cash advance by clicking View Cash
Advances > Expense List. The Cash Advance Expenses window shows the
returned amount and the balance amount.

Cash Advance Expenses

Drate Report Name Expense Amount Claimed Amount Utilized Balance
07/24/2012 Starting Balance $300.00
07/25/2012 Returned To Company $100.00 $200.00

=

The user receives an email notification (if configured) when the system notes the
change in cash advance balance due to the returned cash amount.

Note the following when using this feature:

e The currency of the returned amount is of cash advance or cash advance
request currencies only

e This data is recorded with a status of Reverse Issuance in the accounting
extract file
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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

-

o @

Ga,-.';rgrr:
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 TR ER iy
Entries: |1 - |3 o

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

Accessing SAO Custom Reports

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

3|Page TeamWorks Travel & Expense Version Date: 02/14/14
State of Georgia


mailto:sao_travel@sao.ga.gov

p0013879cq9f_00982196@sog.0a.gov_2633 Log OFf [ @~ {o~ 8~ Launch~ ¢~

EE | Public Folders My Folders Concur Dashboard Concur Dashboard
CTEEEE X bR X

Public Folders iE=

Entries: |1 - |5 o
= | Name | modified < | Actions
I:| @@ Cconcur Data Warehouse October 10, 2013 1:44:40 PFM More...
[l i~ Dashboard Metrics October 18, 2013 2:43:18 AN More...
vl 3 Inteligence - Standard Reports October 19, 2013 2:45:59 AM More...
|:| 1 State Accounting Office October 3, 2013 9:59:25 AM More...
Il (] ' More...

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

L i s, L1 Lk T g S
B | Public Folders My Folders  Concur Dashboard Concur Dashboard
Public Folders = State Accounting Office En TEEEE X B2 X F3 H
Entries: |1 - |53 °
[ | | Hame < | Modified 2 | Actions
|:| i} Managed Reporting COctober 29, 2013 10:04:47 AW More...
B a3 SA0 Reports May 25, 2012 7:49:24 AM Mare...
= b 196060 Extracted Reconcilation February §, 2013 1:11:24 Pl B bl BY E3 More..
= P 195080 Pending Transactions July 2, 2012 2:08:24 AM " [ 3 & B . More. ..

Running SAO Custom Reports

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

R, P - s s
b= Public Folders | My Folders Concur Dashboard Concur Dashboard
Public Folders = State Accounting Office EECTEBEEE X 2 X = 55
Entries: |1 - |53 o
= | | name < | Modified < | Actions
B £ Managed Reporting October 29, 2013 10:04:47 AM More...
|:| [:l SAOQ Reports May 25, 2012 7:45:24 AN More..
= 195050 Extracted Reconciliation February §, 2013 1:11:24 PM B p &E;. """ & More...
= . 185080 Pending Transactions July 2, 2012 8:09:24 AM -' » &E; """ EE More...
=[Sk 195050 Ugascicors e o0 P = | -

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.
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Employee Exceptions - Details
Prompts
Date Range
From:
Apr 10, 2013 o:
To:
Apr 10, 2013 E-
Options
Keywords:
Type ane o rore keywords separated by spaces,
Searchldl
Cptions
Results: Choice:
-
-
Select all Desalact all Select all Creselect all
Cancel F

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

Ermployee | Employes | Report
I

C Crate
Anadu, 00497354 | Apr &,
Uzoma 2013
Jane
Artese, 0202821 Mar
Erian P 27,

2012

Eattles, 00201026 Apr 1,
‘areco R 2012
Gardner, | O07E323%  Apr 2,
Alice <& 2013

Feport Mame

Wieek of April
1, 2013

Louizille, K

2f21-2 2z 2013
Marich Trawel

February &
March 2013

pO013879cq9f_00982196@sog.9a.90v_2633 Log Off <&+ < About

E~ Keep thizs version = E& - El - 3Add thiz report =

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

Purpose Exception | Exception | Exception
Event Lewvel Code
Site Wisits Report 1 UINUSEDCC
Submit

Louizville Repart 1 TRIF4S
Conf, on Lit  Submit
2 Culk
Draily Wiork  Repart c1 MILEFLEL
Trawvel Submit
Clienk Feport g1 MILEFLUEL
intakes, Submit

Exception Text

‘fou have unassigned AirPlus or Wiright Express transactions that
exceed 30 days,

Expenze reports should be subritted within 45 days after the trip
is complete, Plzaze be more timely in completing wour expense
reports,

Pleaze review to ensure report should contain both Milzage and
Fuel expenses, Mileage amount includes fuel reimbursement,

Please reviews to ensure report should contain both Milzage and
Fuel expenses, Mileage amount includes fuel reimbursement.,

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

& 196060 Extracted Reconciliation - IBM Cognos Viewer - Google Chrome

| 5 https://reporting2.concursolutions.com/cognos/cgi-bin/cognosisapidlTb_action=cognosViewer&ui.aCtion=rum

-~
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ﬂ.—"; Keep this version -

Extracted Airplus
196060 Reconciliation

[F [ ~  [Z Add this report ~
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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 {f—j 1 About

E\ Keep this wersion = b E& - El - j.ﬂ.dd this tepart =
Employee Exceptions - Details g
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.

& Expense Version Date: 02/14/14
State of Georgia
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0 p0013879cq9f_00982196@s0q.9a.90v_2633  Log Off ﬁ & Ahout

E\ Keep this version +

[ § Add to My Foldets

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

Employee Exceptions - Details

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 Shortout wizard Help (%

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

MName:

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 Mt = 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
Keep thi ion v
icon eep 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 wersion » i !& - E - 3F\dd this repart =
Emplovee E OIEmail Repart i
Sent for Payment Date Be G T
@Save &t Fepatt View

Employes | Employee | 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.
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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:

eport Yiew of Employee Exceptions - Details

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
i | | Name %
f
Mo entries.
|
Mew Folder...

1 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
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Specify a name and description - New Folder wizard Help @

Specify a name and location for this entry, Yoo 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.
10| Page TeamWorks Travel & Expense Version Date: 02/14/14

State of Georgia



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:

eport YWiew of Emplovee 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

NEHEE

y Folders
Sub- Folder Entries: |1
0 | Name $ | Modified % |
0 O ReportViews Narch 22, 2012 11810 A1
[] &b Al nvoice Reconciiaton February ¢, 2012 9:49:24 Alf

A TN TV NIV Y S AW R P

3. Click on the Report View
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p0013579c8f_00982196@=00.0a.00v_2633 Log Off [ I:

EZ Public Folders My Folders | Concur Dashboard

My Folders = Exception Details Reports
Report Views

| Name £

Beport View of Employee Exceptions - Details

4. The report will display in the format you have defaulted.
® | p0013879cq9f_00982196@s0g.0a.00v_2633 Log Off f;} A About
1
Keep this version « '3 & - + [ add this report +  [5 Watch new versions + ¥ Add comments |
ol
Employee Exceptions - Details —
Sent for Payment Date Between Nov 22, 2011 and Dec 31, 2011
Employee Employee | Report Report Mame Purpose Exception Exception Exception Exception Text 1
o] Date Event Level Code
Anderson, 00273839 | Nov 1, Macon Interview | Interview for Agent Positon | Report 51 CROSSCH This report andfar entry allocation has been charged to anather
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 Dec3d, Monthly General Report 51 MILEFUEL Please review to ensure report should contain both Mileage and Fuel
Marlene L 2011 Expenses Submit expenses, Mieage amount incudes fuel reimbursement.,
Barnes, 003563422 |Decl, Caps Training Training/Court/Shadowing | Report 51 CROSSCH This report andfar entry allocation has been charged to another
Antonia 2011 Submit department. If applicable, prior to approving add an additional approval
Teresa ’ I' r step for the chiiead Apirover b; using the 'Appriva &Foi'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.

.
|pex

Fublic Folders

Public Folders

pO01287 9003 _00922196@s0g.02.00v_2632 Log OFf  [3) |

My Folders

» State Accounting Office

Concur Dashhoard

@~ @~ 8~

Concur Dashhoard

MO EEE X me X o

Entries: D - E@
1 | Hame < | Modified < | Actions
I:l (=] 540 Reports by 25, 2012 7:49:24 A ﬁ fdore...
I:l F 106060 Extracted Reconciligtion February &, 2013 1:11:24 P e Q | 2 Ei’ T More...
[ b 196060 Fending Transactions July 2, 3013 5:09:24 A 5 b BY 3 more..
D F 196060 Unassigned Transzactions March &, 2013 10:24:39 A 5 b E']' TE Mare..
O P 196061 firPlus Invoice Reconciliation February 20, 2013 12:39:03 PM P BES 3 nore...

Launch ~

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: "~y To specify a kime to run the report, or For additional Formats, languages,
J or delivery options, use advanced options.

[HTML ~

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.
Formak: . 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

F walues

| 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

Qpen

Al B5-0 tvpe
< | 2
@]w - ¥ showal downioads... %
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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 Edikt Wi Fawvaorites Tool=s Help '1.
) s 3 ‘m‘ [ -

| < ] \_/,l = o Search | Folders

Address | L) <i\Documents and Settingsidfitzgeraldi My Documentsi\Dovwnloads s | So

Size Twpe
File and Folder Tasks = sbions ] 1 KB MicrosoFt O

3
Rename this File

Mowe Ehis File

Copyr Ehis File

Fublish this file to the web
E-mail this File

Frink this File

Drel=k= Ehis File

Other Places

IC Myw Documents

-_,a My Campukber
-_':; My Bletvsork Places

Details

Employee Exceptions —
Details.xls

Microsoft OFfice Excel 97-2003
Wlarkshesk

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

Size: 2534 bykes

| >
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.
® PO013579009F 009521 96rEson ga.gow 2633 Log OFf [ | |E~ &~ 8~ Launch~ ¢~

[ﬁ- Public Folders | My Folders Concur Dashboard Concur Dashboard

Public: Folders » State Accounting Office ENCRBRSE % EE:'I" X =

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 o 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.
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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.

° PO 367903 _00952196s0g ga.gov_2653 Log OFfF [ | |E~ ¢~ 8~ Launch~ ¢~

|£L-'- Public Folders | My Folders Concur Dashhoard Concur Dashhoard

Public: Folders > State Accounting Office ENCBRBSE % B X =in

Errtries:-E@ < il >

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~

icon.

° P00 367903 00952196000 ga.gov_2653 Log OFF [B | | @ - {Er Launch~ F ~

|£':' Public Folders | My Folders Concur Dashboard Concur Dashboard

Public Folders » State Accounting Office ENCOBEE % B X =

G| O

4. Click on My Preferences.

My Wistch kemns
| My Preferences
My Activities and Schedules

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

General Personal Portal Tabs

Spedfy your settings.

Number of entries in list view:

o

Report format:
HTML

Separators in list view: — Show the Welcome page at startup
Mo separator h
T Show a summary of the run options
Style:
Corporate |%| Preview [enable 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.

oo hwNPE

b. Click on the Personal tab.
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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 w2 Directory Administrators
[ a . > p0013879cqf_00982196@s0g.qa.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

Puklic Folders » State Accounting Office M OS5 By & BES EE BE % Ha Wy X

) 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.

Car Rental Expensed Not

Shows detail of Car Rental Expenses not booked through Travel.
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Booked in Concur 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 including date release by Back
Office and Concur Extract dates. The report runs by Extract date.

Detail Report — Extracted (sent
for payment date)

For a specified date range, this report includes chart-field details for
expense reports extracted to TeamWorks including date release by Back
Office and Concur Extract dates. This report runs by Date Submitted for
Payment. This report is used for reconciling AP and GL data extracted
from TTE into 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)

Chart field 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 Chart field 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.
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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 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.

IRS Report

Identifies if employee has any taxable expense reports

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.
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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 unsubmitted expense reports from oldest to newest,
with amount.

Unsubmitted Expense Reports
with Cash Advances

Sorts the list of unsubmitted 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: TeamWorks Financial Reports

GL Reports:

GLXXX0902 | GL Offline Travel Interface | The Local Travel Administrators will
Report need to review the GLXXX0902 (GL
Offline Interface) report daily to
ensure all transactions have posted
into TeamWorks. This report will
provide General Ledger Journal
Entries created for Company Paid
transactions that were extracted
from Concur.

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.

APXXX0855 | Offline Travel Voucher This report will provide Accounts
Interface Report Payable vouchers created for

employee travel reimbursements
that were extracted from Concur.
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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

Fle Edit “iew Histary Bockmarks Tools  Help

| [ Query Viewer | -+ |

€ | @ hitps:{fsacfntst.state. ga.usfpsp/fscmist/EMPLOYEEERP/C/QUERY_MANAGER QUERY_YIEWER. GELFRORTALPARAM_PTCHAY= ¢ |[B - cuoge 2 ¥ f

Home:

I Customers &) Mew Window | Help | Customize Page | B
[ lterns .

I vandors Cluery Viewer

[+ Procurement Contracts . .

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

[> eProcurement = .

[: Semices Procurement Search By: hegins with ‘U’L\Pl

I Sourcing Search | agvanced search

[> 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
uery fananer

— Schedule Query

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

=

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 Query viewer | +

| (' @ https:ffsacfrist, state.ga, us/pspyFscmtst EMPLOYEESERP, ¢/ QUERY_MANAGER QUERY _WIEWER, GELFPORTALPARAM_PTCHAY= c | " Googls ‘ﬁ*
) ED

|>

b Customers Enter any information you have and click Search. Leave fields blank for a list of all values. A

*vanst Search By [ausniiame  ¥]  teginaw
I Yendars ¥ Guery Mame ~|  begins with DAP
[» Procurement Contracts Search |Advanced Search

[ Purchasing
[» ePracurement

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

[» Accounis Receivable
[ Accounts Payable

[ Custom Accounts Payable N Run (Run

- Add to
I Salary Travel Per Diem ; Description LA nEI (Luic I Fo g S e
[» Asset Management HTML |Excel | XML

L[> Banking 0APO34B_VOLCHERS _BY_EMPID VOUCHERS_BY_EMPID FPublic
[ ash Management .

I Financial Gateway Bl
[ General Ledger
P Allocations 0AP042Z_YOUCHERS_NOT_POSTED  YOUCHERS_MOT_POSTED Public
Dgitalfnp AL 0AP045_YOIDS_BY_PERIODS vOIDS_BY_PERIODS Public HIML Excel ¥ML Schedule Favarite
> Tree Manager DAPD47_VCHR_WITH_SPLIT_PYMT YCHR_WITH_SPLIT_PYMT Public HTML Excel ¥ML Schedule Favorite
[~ Reporting Taols OAPOST_PAYMENT_CANGELLATION Payment_Cancellation Public HTML Excel ¥ML Schedule Favorite
v?”;” " 0APD52_VCHRS_BY_PAYMENT_REF 0APD52_YCHRS_BY_PAYMENT_REF  Public HTML Excel ¥ML Schedule Favorite B
0AP053_VNDRS_RANKED_BY_PYMNTS 0AP053_WNDRS_RANKED_BY_PYMMNTS Public HTML Excel XML Schedule Favorite
Schedule Query OAPOSE_SINGLEPAY_BY_BL! Single_Payment_BYy-BU Fuhlic HTML Excel #¥ML Schedule Favorite
— Repart Manager OAPOS7E_IMTERUMIT_PAYABLES_CC Interunit Pay_Cust_Cnsoldin Puhlic HTML Excel H¥ML Schedule Favorite
Eﬁjsglgxﬂz R 0APO57C_INTERUNIT_PAYABLES_LOC  Interunit Pay_by_Location Public HTML Excel ML Schedule Favorite
[> 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 Favorite
— My Personalizations . R
iy Systam Profle | |pAPOSS_INVALID_FUNDS_2008 Public HTML Excel ¥ML Schedule Favorite
— iy Dictionary v 0APOB0_PRIOR_BY_EXP_IN_CRMNT_FY  Prior BY Expense in Current FY Fuhlic HThL Excel ¥dl Schedule Favorite
< | > NAPNFE1 WOl EHER DIETRIANTIORMS e kar Dictribntinne Puiklie HThil Ewral ¥MI Crhadila Fawarita :

|~

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

Step 4:
Once the query runs in Excel, filer: Origin “TRV”. The query will show all travel payments
extracted the prior day.
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Agencies may review any of the vouchers listed and edit invoice information, payment
information, or place vouchers on hold.

Section 7: Travel Payments and Reconciliation

Rental Cars

When a traveler books a rental car using TTE, the payment type for the car rental defaults
to “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  Wiew Cash Advances  Mew Cash Advance
Weekly Travel 11/4 t

@ NewBxpense || Detais + |

Delete Report Submit Report

eipts + | Print / Email ~
Expenses Move = || Delete | | Copy | | View »| (| | Expense Recept Sore |

(2} Date - Expense Amount Requested

Expense Type Transaction Date

11/05/2013  Rental Cars Only IREnta\CarsOnlv " |11m5\.’2u13 O

= Hertz, Atlanta, Georgia SN SEIkED

Number of days the vehicle was rented  Purpose of Trip

Site visits

Vendor City
Hertz w2

Atlnta, Georgia
Payment Type Amount
ICompanv Paid > I 60.66 uso ¥

Personal Expense (do not reimburse)  Trip Type

In-State Travel 2

Reservation Number Comment

WMMW

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:

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

Please note that any reservations made outside the TTE system will not follow the same
accounting entries as what is described above. Reservations made outside the TTE system
will result in the invoice being coded to the appropriate travel account, directly, and not the
200006 account.

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

Weekly Travel 11/4 to 8
@ NewEspense || Detais - | Receipts «| Print/Emal |

Expenses Move : Delete 7‘ Copy i’\;\;: « Expense | Nightly Lodging Expenses ;.;c’alipt;toir; |

= Date ~ Expense Amount Requested Total Amount: $275.00 | [temized: $375.00 | Remaining: 50.00

11/05/2013 Rental Cars Only

Expense Ty Transaction Date
Hertz, Atlanta, Georgia $60.66 $60.66 pense Type ransaction Date

|Hnte\ e |11,fns,'zn13 a
11/05/2013 Hotel

v O e Sy B $375.00 $375.00 Purpose of Trip Vendor

|Srte visits La Quinta %

City Payment Type
|Sa\fannah, Georgia N

Amount Qut of Pocket

|375.nn usp v i Company Paid
Had to call to get room.

P I s e W NI IS W BT

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

26 | Page TeamWorks Travel & Expense Version Date: 02/14/14
State of Georgia



Please note that any reservations made outside the TTE system will not follow the same
accounting entries as what is described above. Reservations made outside the TTE system
will result in the invoice being coded to the appropriate travel account, directly, and not the
200006 account.

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

TTE/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
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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.

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.

Reconciling Transactions Extracted from TTE into TeamWorks

Document Direct Reports and the TTE Detail Report — Extracted (sent for payment date) to
Reconcile Accounts

1. Run the Detail Report- Extracted (sent for payment date) from Reporting in
Concur.

Enter the business date or date range you want to reconcile. The Date Sent for Payment is
the date the Back Office releases the items for payment. The Extracted Date is the date
TTE/Concur extracted the data to make it available for processing into TeamWorks.

TTE Entries cut off at 6pm daily. Any transaction after 6pm will not be extracted by TTE until
the next business day.

The report date shown in Document Direct represents the date the items were processed by
SAO and not the date the transactions were released or extracted from TTE. Most times
there is a one business day lag between the Date Extracted in TTE and the Document Direct
report date. There can be exceptions.

e Although TTE extracts data daily, SAO does not process any data on holidays
or weekends
0 The SAO process for Document Direct documents runs
between 7am and 10am Monday through Friday except for
Holidays.
e The Sent for Payment Date and the Extracted Date may not be the same in
the Detail Report-Extracted (sent for payment date).

e The Document Direct report date will generally be the next business day after
the Extracted Date in the TTE Detail Report-Extracted (sent for payment date)
if no holiday was involved.
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o TTE data from Friday’s activity would usually have a Monday
date in Document Direct as long as Monday was not a holiday
and would also contain any Saturday through Sunday data
extracted by TTE.

o Data from Friday, when Monday is a holiday, would have a
Tuesday report date in Document Direct and would also
contain any Saturday through Monday TTE data extracted by
TTE.

o IF SAO is closed for any reason during the normal work week
data is processed the next business day and reports would
have that business date.

0 On very rare occasions the Document Direct report date can
be the same as the Extracted Date in the TTE report.

The Detail Report-Extracted (sent for payment) as displayed in TTE Reporting does not have
subtotals or grand totals.

CONCUR p0013879cq9f_00982196@s0g.ga.gov_2633  Log Off ﬂ'} A About
Cognos 10.2.1 upgrade will occur on Jan 25, 2014
(F keep this version v | B BB~ ! @ v [Faddthisreport~
Business | VendorID | Employee | Employee | Report |ReportMame | Trip  TripEnd Account | ExpenseType | Payment | Fund | Department | Program | Project | Fund | Class | Sentfor Exbacted Payment | Expense
Unit jio Legacy Start | Date | Codel Type | Source Payment = Date | Status | Amount
Key Date Date
41900 | E001001832 01001832 Caldwel, | 102914 | 120113- 013~ 2013 640002 | Fixed Meals cutof |01 4195750002 1073102 12501422 10100 301 Jan8,  JanS,  Extracted 20,90
Kimberly R 121513 1202 12415 Pocket 014 014 for
Payment
41900 | E001001832 01001832 Caldwel, | 102914 | 120113- 013- 2013 640010  ForTravel Agent  AirPlus 01 4195750002 | 1073102 | 12501422 | 10100 301 Jan8,  Jan9,  Extracted 179
Kimberly R 121513 1202 1215 (In-State Travel) 014 2014 for
Payment
41900 | EO01001832 01001832 Caldwel, | 102914 | 120113- 013-  2013- 640003 Hotel outef 01 4195750002 1073102 12501422 10100 301 Jand,  JanS,  Extracted  69.72
Kimberly R 121513 1202 1215 Pocket 014 2014 for
Payment
41900 | E001001832 01001832 Caldwel, | 102914 | 120113- 013~ 2013 640003 | HotelTax cutof |01 4195750002 1073102 12501422 10100 301 | Jan8,  JanS,  Extracted 483
Kimberly R 121513 1202 12415 Pocket 014 014 for
Payment
41900 | E0QI001832 010018324Caldwel, | 102914 | 120113- 13- 2013 890001  Personal Car Mieage Outof 01 4195750002 2073102 12501422 10100 301 | Jans, n9,  Extracted  145.23
r
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2 Extracted Between Jan 9, 2014 and Jan 9, 2014
Business | Wendor D | Employes | Employes | Repart Fepot | TripStait | TrpEnd | Aceount | Expense Type| Fayment Fund | Department| Frogiam | Froject Fund Class Sent for | Extracted Diate] FaymentStatus | Espense
Unit o LegacyKey| Mame Date. Date Code1 Tupe Source Fayment Amount
3 Date
Fitann E001001632 FaI001332 Caldwell, Kin 102904 120113121513 2013-12-02 20131215 "640002 Fized Meals  Outof il Fyas7so00z MoTz0z 2s0mzz  Fotog Pt Jan s, 201 WJan g, 2014 Extracted for 20900
4 Pocket Payment
Fita00 E001001232 "Dioma32 Caldwell, Kin 102814 120113421613 201312-02 20131246 "B40010 For Travel Age AiFlus Wl Fas750002 M073102 FasoMzz  Motoo ] Jan g, 201 Jan 3, 2014 Extracted for 1.74|
5 Payment
Ta1300 E00001232 "DI0ME3Z Caldwell, Kin 102914 120113121513 2013-12-02 | 20131215 640003 Hotel Out of il Faas7s0002 07302 Rzsomzz Moo Tm Jan g, 201 Wan 9, 2013 Extracted for B9.72|
6 FPocket Payment
Fita00 E00i001532 Diooiasz Caldwell, Kin 102914 120113121513 2013-12-02 20131215 "B40003 Hotel Tax Out of il Fas7s0002 MioTs102 Fesomzz Moo Pl Jan s, 201 Jan 3, 2014 Extracted for 455
7 Pockst Payment
Fita00 E001001232 "Dioma32 Caldwell, Kin 102814 120113121613 201312-02 20131246 "B40001 Fersonal Car I Out of Wl Fas750002 M073102 FasoMzz  Motoo ] Jan g, 201 Jan 3, 2014 Extracted for 145.23)
8 Pocket Payment
Fetan0 E00I001232 TD10me3z Caldwell, Kin 102914 120112121513 2013-12-02 20121215 "G40009 Rental Car Fus Out of Wl Fyasrso00z Moo Fzsomzz Moo i Jan g, 2014 WJan 9, 2014 Extracted for 97|
9 Pocket FPayment
Fita00 E00i001532 Diooiasz Caldwell, Kin 102914 120113121513 2013-12-02 20131215 "B40006 Feental Cars 01 Company "1 Fas7s0002 MioTs102 Fesomzz Moo Pl Jan s, 201 Jan 3, 2014 Extracted for 44.42|
10 Paid Payment
Fita0n Enootesz omeaz Caldwell, Kin 102314 12013121513 2013-12-02 | 20131216 G400z Fived Meals  Outof Timoos Frasrsonoz Mooz Fesomzz Mmoo Tm Jan g, 201 Jan 9, 2014 Extracted for 7.2
1 Pocket Payment
Fatann E00io0izzz Miomaaz Caldwell, Kin 102904 120113121513 2013-12-02 2011215 40010 For Travel Ags AirFlus o4 Fyas7sa00z2 MoT02 Fesomzz Moo P Jan s, 201 Jan g, 2014 Extracted for 0.62|
12 Payment
Fi1a00 E00i001232 Diomia3z Caldwell, Kin 102814 120113121613 2013-12-02 20131215 "E40003 Hatel Out of P04 Pyas760002 MioT3102 FgoMzz Moo Pt Jand, 201 Jan 3, 2014 Extracted for 24.07|
13 Packet Payment
Ta1300 E00001232 "DI0ME3Z Caldwell, Kin 102914 120113121513 2013-12-02 | 20131215 640003 Hotel Tax Out of "noos Faas7s0002 07302 Rzsomzz Moo Tm Jan g, 201 Wan 9, 2013 Extracted for 163
14 FPocket FPayment
1300 1) 004 135750002 Mi0; [an 3, 0,

Save the report to your PC or Laptop with the appropriate date.
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2. Obtain Document Direct GLXXX0902 and APXXX0855 reports

Open the GLXXX0902 (GL Offline Travel Interface-General Ledger Report) for a specific
date from Document Direct.

Print or export the report. Then do the same with the APXXX0855 (Offline Travel Voucher
Interface — Accounts Payable Report).

Note: XXX=Agency Business unit number, 404, 419, 427, etc.

You may Print or Export these reports in Document Direct by selecting File.

Note: Generally the Print function should be fine.

DocumentDirect

File JEdit View Script Policy Options Window Help

B [ o 1| | 2 | 2| 5] 9] 5] ol S B[ O[O & A 8] 0 | 5] 2 |

Document Direct - Print or Export option

e Select the Print or Export Option

Edit View Script Paolicy Options Window Help
Open

Close

Docurnent Explorer...

Locate...

Print...
Printer Setup...

Print Manager...

TS

Export...
Set DDE Scope...

Exit

Note: A document must be open or the Print and Export functions are grayed out
and not available.

o To Print the report:
= Select Print
= Verify the Copies and Pages options
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t Print - Iﬁ-‘

167.192.62.18: APAB50410 [01/14/2014 07:14:55 AM]

Frinter: Drell 5330dn bMono Lazer Printer on 10.0.6.240

Copies: |1
Pages & al Cancel
" Current Section
" Current Page Setup...
" From: |1 To [
Help
Oerflow
* Tile Pages I_

" Truncate
" Fit Best

= Click OK or select Setup to use a different printer

r: ™
Print Setup @
Frinter
Name: Dell 5330dn Mono Laser Printer - Properies...
Status:  Toner low; 0 documents waiting
Type: Dell 5330dn Mono Laser Printer
Where:  10.0.6.240
Comment:
Paper Qrientation
Size: |Le’rter ﬂ {* Portrait
Y
Source: |Aul0 Select ﬂ " Landscape
Networle.... 0K | Cancel

= Choose the desired printer
Click OK
Click OK again to print

0 To Export the report:
= Select Export
= Verify the Pages option. If in doubt, select All to ensure you export the
entire report.
= Specify the location to export to in Filename: and alter the name of the
document if desired.
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Export To File X

167.192.62.18: AP4650410 (01,/14/2074 01:14:55 &M)

ages (v A ;

(" Curent Section
" Current Page Cancel

" Fram: |1 Tao |1
\

» Fomat  |ASCII -
-
| =

< |S:"\I:Dmmunicatians‘\1 51- 5A0-DFITZAConcurt T

T e
Help
r

Browsze...

Note: Document Direct exports documents with the file extension .RPT

To manipulate the exported data, import it into Excel.

e Open Excel and then select the GLXXX0902.rpt or APXXX0855.rpt report from the
saved location.

Note: XXX= Agency Business Unit Number 404, 419, 427, etc.

- I Book2 - Microsoft Excel = =
Home Tnsert Page Layout Formulas Data Review View Developer  Acrobat 2@ = 2
% cut ; . Ja s == e = . 1{:[ 7, 7 Fem Tk PR E Autesum - }V
. Calibri 1 A A B S Wrap Text General = ﬂjﬁ _;'ﬂ = of — 7 Ea
Paste . B I U- - | &a-A-|= iE 5E | BMerge & Center~ $ - 9% 3 | %0 .0 | Conditional Format Cell | Insert Delete Format Sort & Find &
 Format Painter = = =3 B Merge & Center ° 0 0 ormatting - as Table - Styles= | - - - (2 Clear~  Fifterv Select~
Clipboard ] Font =) Alignment = Number ] Styles Editing
| [¥] Open 1 v
( J{) [ « 151-SAO-DFITZ » Concur » T&E Guides-Updated » Local Admin b Reconcilistions-DRAFT « [ 2 ][ Search fec B 5 2
1| B et
2 Organize +  New folder
3 :
a + (] Microsoft Bxcel Name Date modified Type Size
5 || AP4D40855 123012 rpt 1/8/20144:44 PM RPTFile TKE
6 > 3¢ Favorites || GL4040902 123013.rpt 1/8/20144:38PM  RPTFile TKE
7 || GL4040302 MMDD.rpt 1/8/2014 4:24PM  RPTFile TKE
a A N L 4 memma s s e e -

e The documents exported from Document Direct will have an extension of RPT.

Example Excel Import process when APXXX0855.rpt (Offline Travel Voucher
Interface — Accounts Payable) is selected

e Click on the report to open the Text Import Wizard
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Text Import Wizard - Step 1 of 3 [

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Next, or choose the data type that best describes your data.
Original data type

Choase the file type that best describes your data:
[ i -Characters such as commas or tabs separate each field.

() Fixed width - Fields are aligned in columns with spaces between each field.

Startimport atrow: | 1 | File grigin: 437 : OEM United States B

Preview of file 5:\Communications'151- SAQ-DFITZ\Concur \TEE Guides-Up...\AP4040855 123013.rpt.

msiness Unit:40400 - Rudits and Ac"counts, Dep"t of &

chrVchrInvoiceEmployeeBeportMonetary
egldinvoice IdDateVendor IdIdEmployee NameFeyReport MNamelfmount

| I k

——
e Click Next
e "
Text Import Wizard - Step 2 of 3 |-
This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
belaw.
Delimiters
Tab
[7] semicolon [] Treat consecutive delimiters as one
Comma
L2 Text qualifier: |~ E
|:| Space
[7] other:
Data preview
Ac fcounts, Dep of &
L
nvoice Ermplovyes Feport Moneta
ate endor Id [Id Employee Name Fey Feport Name Pmount
[l | 1L L
Cancel l [ < Back i
ey

e Click Finish.

The data imports into Excel and you can manipulate the data as you need. You have the full
functionality of Excel once the report is in Excel.

Note: If there is a large amount of data you will see sections for page headers, you
can simply delete these lines in Excel to make working with the data easier.
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Al Jx | Busine

A B = D E F G H 1 ]
1 |[Busine |lssUnit: 40400 - Aucounts, Dep tof
2
3 \Vchr Vehr Invaoice Employee Report Monetary
4 Seq Id Invoice Id Date Vendor Id Id Employee Key Report Na Amount
5
i]
7 105788 MEXT 105788 11t 11/7/2013 339835 885573 Bibby,Am 105788 Augusta 409.28
8 105791 MEXT 10579111 11/15/2013 339835 885573 Bibby,Am 105791 Milledgev 24.24
3 104221 MEXT 104221120 12/11/2013 482675 970942 Schuenen 104221 Towns Col 100.4
10 104288 NEXT 104288 120 12/12/2013 522437 995448 Morton,Je 104288 Atlanta Pu 10
11 105846 NEXT 105846 12 12/19/2013 E00101128 1011288 Bruder,Eri 105846 KRISHNA 491.5
12 105807 NEXT 105807 12. 12/19/2013 E00101128 1011289 Lam,Victo 105807 COAM AU 442,75
13
14 ====
15 Total Mo netary Arr ount for a Vouchers =
16 |E St ate Of Ge orgia
17 Audits an d Account s, Dept of Report ID: AP4040855
18 Offline Trivel Vouch er Interface Print Date 1/6/2014
19 Account s Payable sReport Page: 2
20 P5ID: APSE055X
21
22 Busine  ssUnit: 40400 - Aucounts, Dep tof
23
24 |Vchr Vechr Invaoice Employee Report Monetary
25 |Seq Id Invoice Id Date Vendor Id Id Employee Key Report Na Amount
26
27
28
29
30 4040 0 TRAMNSA CTION TOTALS
31
32
33 Total Mumber Cf Voucher essed: 6
34 Total Mumber Cf Lines Processed: 6
35 Total Mumber Cf Distribut rocessed: 54
36
37 Total Number Cf Voucher rted: 6
22 [ Tntal Mumbher  flines Insartad- A

Note the Total of the vouchers created. In this example it is $1,508.17 which represents the

total of the AP Vouchers created from the TTE/Concur Extract.

Example Excel Import process when GLXXX0902 - GL Offline Travel
Interface/General Ledger Report is selected:

e The Text Import Wizard — Step 1 opens.
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The Text Wizard has determined that your data is Fixed Width,
If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
() Delimited - Characters such as commas or tabs separate each field.

i - Fields are aligned in columns with spaces between each field.

Startimport atrow: |1 | File origin: 437 : OEM United States E|

Preview of file S:\Communications}151- SAQ-DFITZ\Concur{TEE Guides-Jp... \GL4040902 123013.rpt.

1 State Of Georgia| +
usiness Unit: 40400 budits and hAecounts, D
I edger: ACTUALS GL Offline Trawel Inte

General Ledger Repo
5] .
4 1L} F

) .

Text Import Wizard - Step 10 S -2 S

)
information if you choose.
e Click Next
Text Import Wizard - Step 2 of 3 [P |

This screen lets you set field widths (column breaks).
Lines with arrows signify a column break.

To CREATE a break line, dick at the desired position.
To DELETE a break line, double dick on the line.
To MOVE a break line, dick and drag it.

Data preview
10 20 30 40 50 a0 70
L 1 1 1 1 1 1 1 1 'l 1 1 1 1
State 0f Geocrgi= o
usiness| Tnic: 40400 PBudits and Accounts, Dep
edger: ARCTIURLS EL O0ffline Trawvel Interf
General Ledger Beport
4 L I
[ Cancel l [ < Back l ] [ Finish ]
L "y

You can start the import at row 1 or a lower row to bypass the report header

e Scroll down past the header information and a cross to verify that the columns are
correct. You can add, delete or move (change) a column as detailed in the Text

Import Wizard — Step 2.

e We suggest adding a column between ID and Date, between ID and Employee

name, and between Employee Name and Key.
e Click Next
e Step 3 of the Text Import Wizard appears
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Text Import Wizard - Step 3 of & [ERR

This screen lets you select each column and set the Data Format.

Column data format
@ General , i )

_ General' converts numeric values to numbers, date values to dates, and all
() Text remaining values to text.

e v [1]

() Do not import column (skip)

Data preview

ceneral coneral cneral cpneral eneral S
Id Date Vendor Id Id Employee HName &

TEVE539103 g014-01-0g OQO04E82675( 005705942 Schueneman, Byron, J 10
TEVE5535104 E014-01-0g EQOL0112588( 01011288 Bruder,Eric, G 109 =

L] 2

Cancel ][ < Back

Click Finish

The data is now in Excel and you can manipulate it using any of the Excel functionality as
needed.
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A B 5 D E F G H 1 1 K
1 State OfGa
2 Business Unit: 40400 Audits ant Dept of Report ID: GL4040902
3 Ledger: ACTUA LS GL Offline erface Print Date 1/6/2014
4 General Lt ort Page: 1
5 PSID: GLS9002X
6
7 Bus Journal  Journal Employee Report
g Unit Id Date vendorid Id Employee Key Report Na Monetary Amount
9
10
11 40400 TRV65391 1/6/2014 482675 970942 Schuenen 104221 Towns Col 4.27
12 40400 TRV65391 1/6/2014 E00L0112¢ 1011288 Bruder,Eri 105846 KRISHMA 4.27
13 40400 TRVA53911 1/6/2014 E0010112¢ 1011288 Bruder,Eri 105846 KRISHNA 4.27
14 40400 TRV65391 1/6/2014 E00101128 1011289 Lam,Victo 105807 COAM AU 4.27
15 40400 TRV65391 1/6/2014 E00L0112¢ 1011289 Lam,Victo 105807 COAM AU 4.27
16
17 ============
18 Total Mont forall Passe
15 @ State Of Gia
20 Business Unit: 40400 Audits ant Dept of Report ID: GL4040902
21 Ledger: ACTUA LS GL Offline erface Print Date 1/6/2014
22 General Lt ort Page: 2
23 PSID: GLS9002X
24
25 Bus Journal  Journal Employee Report
26 Unit Id Date Vendor Id Id Employee Key Report Ma Monetary Amount
27
28
29
30
31
32 40400 TRANSAC TOTALS
33
34 Journal Headers= 3
35 Journal Lines = 3
36 Journal Unknown 0
37 - |
38 TotalRe cords = 8

Note the total of the GL Entries made. In this example it is $21.35. This represents Cash
Advance Returns, Air Plus and Company Paid Payment Type items on the expense reports

extracted from TTE/Concur.
3. Open the Excel report you created in #1

After you export the Detail Report-Extracted (sent for payment)

into Excel you can add a

couple of totals that will make reconciliation of transactions from TTE into TeamWorks

relatively easy.

TeamWorks Travel
State of Georgia
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Sample of TTE data viewed in Excel with helpful totals added:

Blsiness
unk

Extracted Between Jan 9, 2014 and Jan 9, 2014
Vendor 1D |Employee D) Empioyes

i

Trip St
Date:

i
i
i
:
{

Report: Fnd Source| Deparment | Program Project Fund Class Sentfor || Extracted Date | Fayment Sats | Expense
Legacy Koy Fayment:

TotalGLon | TL090G RPT || et TTE RFT - AR
TIERgE |#om Documest, (E)
(B+C+D) Divect

:
lit-

Direce

459.04 483,04 5280.90 | 5280.50

14- 201
2014-01-08 EQOL

e
5eq

102

r

[fusiness Usit: 41900 - Communicy Health, Dept. of

Vene
Ia

HEXT

Imvolcs ployes /

Date e : loyes Name 7

Add a total for the Expense Amount column (See A above)
Use the Excel SUMIF function to create totals for AirPlus (See B above), Company
Paid (See C above) and Cash Advance Return (See D above) transactions in the
Payment Type column (column K) in the report.

0 Sumif (Kx:Kxxx,”AirPlus”, Ux:Uxx

0 Sumif (Kx:Kxxx,”Company Paid”, Ux:Uxx

o Sumif (Kx:Kxxx,”Cash Advance Return”, Ux:Uxx

Note: xx= line numbers in Excel Report

Create a total for B,C,D only (See E above)
0 This should be the same total that appears on the GLXXX0902 report from
Document Direct (See F above)
o | created a place to enter the Document Direct total (See E above)
o0 Total E (See E above)and F (See F above) should be the same
Create a total to net the GL totals (See E above) from the Expense Amount Column
Total (See A above)
0 Subtract E (See E above) from A (See A above) to create the total (See G
above)
0 This total should equal the APXXX0855 total (See H above)
o0 | created a place to enter the Document Direct total (See H above)
The GL Total (See F above) in the Detail Report — Extracted (sent for payment) and
the total on the GLXXX and the AP totals

38| Page TeamWorks Travel & Expense Version Date: 02/14/14

State of Georgia



g Home | Insert Page Layout Formulas Data Review  View  Developer  Acrobat « @
== @ Cut s | = = 1 3 Tem T Bl I AutoSum - A
Tahoma 10 v AN = b =¢ Wrap Text General - L B5; | o
= 23 Copy ~ = = = e ] Fin - 7
aste _ B 7 U-~-|i-| M- A-| = EiMerge &iCenter~ | § ~ % 3 %2 ;% Conditional Format Cell | Insert Delete Format Sort & Fin
F Format Painter = - - B . Formatting = as Table = Styles ~ - &2 Clear = Filter = Sel
Clipboard Font Alignment Number Styles Cells Editing
Y126 - F
A B c D E F G H I ] K L ™M N 5] R 5 T ]
2 Extracted Between Jan 9, 2014 and Jan 9, 2014
Business | Wendor D | Employes | Employes | Repart Fepot | TripStait | TrpEnd | Aceount | Expense Type| Fayment Fund | Department| Frogiam | Froject Fund Class Sent for | Extracted Diate] FaymentStatus | Espense
Unit o LegacyKey| Mame a Date Code1 Tupe Source Fayment mount
3 Date
Fitann E001001632 FaI001332 Caldwell, Kin 102904 120113121513 2013-12-02 20131215 "640002 Fized Meals  Outof il Fyas7so00z MoTz0z 2s0mzz  Fotog Pt Jan s, 201 WJan g, 2014 Extracted for 20900
4 Pocket Payment
Fi1a00 E00i001232 Diomia3z Caldwell, Kin 102814 120113121613 2013-12-02 20131216 "E40010 For Travel Age AirFlus il Pyas760002 MioT3102 FgoMzz Moo Pt Jand, 201 Jan 3, 2014 Extracted for 173
5 Payment
Ta1300 E00001232 "DI0ME3Z Caldwell, Kin 102914 120113121513 2013-12-02 | 20131215 640003 Hotel Out of il Faas7s0002 07302 Rzsomzz Moo Tm Jan g, 201 Wan 9, 2013 Extracted for B9.72|
6 FPocket Payment
Fita00 E00i001532 Diooiasz Caldwell, Kin 102914 120113121513 2013-12-02 20131215 "B40003 Hotel Tax Out of il Fas7s0002 MioTs102 Fesomzz Moo Pl Jan s, 201 Jan 3, 2014 Extracted for 455
7 Pockst Payment
Fita00 E001001232 "Dioma32 Caldwell, Kin 102814 120113121613 201312-02 20131246 "B40001 Fersonal Car I Out of Wl Fas750002 M073102 FasoMzz  Motoo ] Jan g, 201 Jan 3, 2014 Extracted for 145.23)
8 Pocket Payment
Fetan0 E00I001232 TD10me3z Caldwell, Kin 102914 120112121513 2013-12-02 20121215 "G40009 Rental Car Fus Out of Wl Fyasrso00z Moo Fzsomzz Moo i Jan g, 2014 WJan 9, 2014 Extracted for 97|
9 Pocket "ayment.
Fita00 E00i001532 Diooiasz Caldwell, Kin 102914 120113121513 2013-12-02 20131215 "B40006 Feental Cars 01 Company "1 Fas7s0002 MioTs102 Fesomzz Moo Pl Jan s, 201 Jan 3, 2014 Extracted for 44.42|
10 Paid sument
Fita0n Enootesz omeaz Caldwell, Kin 102314 12013121513 2013-12-02 | 20131216 G400z Fived Meals  Outof Timoos Frasrsonoz Mooz Fesomzz Mmoo Tm Jan g, 201 Jan 9, 2014 Extracted for 7.2
1 Pocket ayment
Fetan0 E00I001232 TD10me3z Caldwell, Kin 102914 120112121513 2013-12-02 20121215 "G40010 For Travel Ags AirPlus Fnoos Fyasrso00z Moo Fzsomzz Moo i Jan g, 2014 WJan 9, 2014 Extracted for n.62|
2 Payment
Fi1a00 E00i001232 Diomia3z Caldwell, Kin 102814 120113121613 2013-12-02 20131215 "E40003 Hatel Out of P04 Pyas760002 MioT3102 FgoMzz Moo Pt Jand, 201 Jan 3, 2014 Extracted for 24.07|
13 Packet Payment
Ta1300 E00001232 "DI0ME3Z Caldwell, Kin 102914 120113121513 2013-12-02 | 20131215 640003 Hotel Tax Out of "noos Faas7s0002 07302 Rzsomzz Moo Tm Jan g, 201 Wan 9, 2013 Extracted for 163
Focket Fayment
1300 1) 004 135750002 Mi0; [an 3, 0,

What Do | Do If My Balances Do Not Tie?

Reporting imbalances between AP/GL report totals and the TTE Detail Report-Extracted
(sent for payment) report is simple:

e Identify the issue using the TTE Detail Report — Extracted (sent for payment) from
TTE and the GLXXX0902 and APXXX0855 Reports from Document Direct. You must
document the transactions that did not appear in the GLXXX0902 or APXXX0855
report but were on the TTE Detailed Report-Extracted.

e Contact SAO Customer Care via phone at 404-657-3956 (Option 9) or 888-896-7771
(Option 9) or email to sao_travel@sao.ga.gov.

e Have the TTE and Document Direct Reports and the detailed documentation of the
issue ready to transmit to SAO immediately when requested or include with the
email if issue emailed to SAO Travel.

Once SAO TTE Support receives this detailed information, they will investigate and advise
you of any corrective action necessary.

Section 8: Important Information to Consider for
Departing Employees

Per the Statewide Travel Policy, travel_expenses and advances must be reconciled within
the TTE system as soon as possible, but no later than 45 calendar days after the completion
of the trip or event. If your agency allows travel advances, any portion of an advance that
was not used must be returned to the State, via check, within this same timeframe.

For agencies using the TTE System, travelers must submit all expenses in the TTE system,
“matching” the expenses to the approved advance. Refer to the State’s TTE System User
Reference Guide for detailed procedures. To remain compliant with the Statewide Travel
Policy regarding both expenses and travel advances TeamWorks Travel and Expense
agencies have some important considerations to make before any full or part time employee
leaves their agency.

TeamWorks Travel Version Date: 02/14/14
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In order to ensure accurate expense reconciliations, reimbursements of possible travel
advances and to avoid unexpected budget impact, the TTE team recommends the following:

e Encourage Managers and/or HR to notify the TTE administrator before the employee
leaves, when possible.

o Notify Managers and HR that TTE expense submissions must be made before the
employee leaves or transfers out of your agency.

e Consider adding this reminder to your agency exit checklist.

¢ Run the following reports to identify outstanding expenses and unreconciled travel
fees as well as cash advance balances (if applicable) which may be due.

v' 196060 Unassigned Transactions - Detail of all AirPlus transactions not
extracted into TeamWorks.

v Unsubmitted Expense Reports - Detail of expense reports started but not
submitted (no cash advances included).

v Cash Advance Analysis - Identifies outstanding cash advance balances.

v Unsubmitted Expense Reports with Cash Advances - Detail of expense
reports with cash advances attached but not submitted.

v IRS Report — ldentifies if employee has any taxable expense reports.

Section 9: Determining Potential Taxability of Employee
Expenses

Statewide Travel Policy Reference

Pursuant to Section 7: Reimbursement for Travel Expenses of the policy effective 07/01/13:

7.1 General

Employees are expected to exercise good stewardship of funds when traveling on
official business. Any expenditure disallowed by the State is the responsibility of the
employee.

7.2 Expense Reimbursement Timing

Travelers should submit all expenses for reimbursement and reconciliation within 10
days of the completion of the event or trip but no later than 45 calendar days.
However, a reimbursement request will preferably be held (not entered into the TTE
system) until an amount of at least $10 is due.

IRS regulations state the traveler must adequately account to the employer and
submit travel expense reimbursement requests within 60 days of the end of the trip.
Such expenses, if reimbursed after 60 days, become taxable income to the traveler.

All expense reimbursement requests must be submitted as soon as possible, in
conjunction with an employee’s last day of employment, when applicable, but no
later than 45 calendar days after the last day of employment. Outstanding requests
not submitted after this time period will not subsequently be reimbursed. The Office
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of Planning and Budget OPB Policy Memorandum No. 1 (Revision 5, May 2013)
provides further guidance for recovering unrecovered Travel Advances, post-
employment.

TTE IRS Report

The Local Travel Administrator can determine expenses submitted in excess of 60
days from the completion of the trip by running and evaluating the TTE IRS Report.
This report should be run weekly. Also, consider running this report if someone is
leaving the agency as well.

Local Travel Administrators with reporting access to the TTE System should run the
IRS Report weekly as follows:

Log in to Concur and click on the Reporting tab

CONCUR

My Concur | Request Travel Expense | Reporting | Administration  Profile  App Cen

Intelligence

Select the State Accounting Office Folder

pO013879cqaf_00962196@so0g.ga.gov_2633 Log OFf [R B~ {~ &~ Launch~ ¢~

Iﬁ Public Folders | My Folders Concur Dashboard Concur Dashboard

Public Folders ENCCBEEEE X B X =
Entries: |1 -5 0

[ Hame & Modified & Actions
ﬁ Concur Data Warehouse December 11, 2013 2:41:42 PM More...

|:| 1 Dashboard Metrics December 14, 2013 2:01:47 AM More...
™1 Inteligence - Standard Reports December 14, 2013 1:57:11 AM More...
[ sState Accounting Office October 3, 2013 5:55:25 AM More...

[ £33 university System February 11, 2013 10:08:11 &M More...

Scroll down to the IRS Report:

B T L W W I W

|:| 4 IRS Report January 7, 2014 7:25.34 AN

From the IRS (Number of Days to Submit Report) Prompt window:

o Enter the date range to be reviewed
0 Select the Business unit
0 Click Finish
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& https://reporting2.concursolutions.com/cognos/cgi-bin/cognosisapi.d

?b_action=cognosVie

weratu

Laction=run.

Number of Days to Submit Report - Prompts
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Jan 13, 2014 B~
Sent for Payment Date Range : .
o
Jan 13, 2014 BB

Business U s) (Optional) :

Employee(s) (Optional) :

40400 -~
40600
40700
41800
41900
42000
42200
42700
42800
42900
432000 -

m

Select all Deselect all

Keywords:

Tvpe one or more keywords separated by spaces.

Search[Z)

Options
Results:

Select all Deselect all

Choice:

Select all Deselect all

Cancel Finish

—

You can view the report:

& IRS Repart - IBM Cognos Viewer - Google Chrome =NRs X

& https:/,

I’E.‘pO r'tng concursolutions.com/ CC'Q nos/ CQ -bin/ CC'G nosisapi.dll? fiewer8&ui.action=run&u

b_action= cognos 07 ject=

® p0013879cqof_00982196@s0g.ga.gov_2633 4‘@ A About

DKEED this version = [ . BAdd this report =
Number of Days to Submit Report 2‘

. View in HTML Format it
Wiew in PDF Format
by Sent for Payment Dates Between Oct 1, 2013 and Dec 31,
E Wiew in Excel 2007 Formatd
FH| view in Excel 2002 Format

Foal viewy in XML Format
View in CSV Format

Business
Unit

Employee Employee
Name 0]

Date First
Submitted

Report Hame Report

Key

Total Amount
Approved

Eg View in Excel Options &

To view this report in Excel, click the alternate view icon
Options and then select the Excel format desired and then open the report. Where the
report appears to open depends on the browser you are using.

, select View in Excel

The report will export to Excel and you will have the full functionality of Excel to sort or
manipulate the report data as needed. Sorting the data to include the # days to submit will
bring potentially taxable instances to attention.

A | B | € | D | E | F | G | H | [ | ] | K
i Number of Days to Submit Report
7 by Sent for Payment Dates Between Oct 1, 2013 and Dec 31, 2013
3 | Business Unt Employe Name Employee I Report Name Report Key | Date First Submited | Total Amount Approved | Defautt Approver | Trip Start Date | TripEnd Date | # Days to Submit
4 Fno Doe, Jane ﬁ[]gggggg FMC Conference 88239 3ep 26, 2013 54361 Appraver, The Sep22, 2013 Sep25 2131
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It is recommended that you evaluate the trip dates and submit dates. The employee may
have made an error which resulted in a negative number or a HUGE number in the # days
to submit field. Examples would be entering an incorrect year in the start or end dates or
submitting the report before the end date of the expense report which would create a
negative number.

Once you determine that there are one or more taxable expense reports (60 days or greater
listed in the days to submit field), provide a copy of the report to your HR/Payroll office as
soon as possible. The HR/Payroll office will handle the process from this point.

HR/Payroll enters the total amount of the expense report on the employee’s payline in
TeamWorks HCM, using earnings code TAIl. The information will be added to the employee’s

payline during the normal “on-cycle” process. The “on-cycle” process depends on the pay
cycle the agency is using — semi-monthly, weekly, or monthly.

Section 10: 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.

e Unsubmitted Expense Reports: Detail of unsubmitted expense reports with
amounts.

¢ Unsubmitted Expense Reports with Cash Advances: Detail of unsubmitted
expense reports with amounts and cash advances.

e 196060 Pending Transactions: Detail of AirPlus transactions (196060) NOT
extracted to TeamWorks.

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

e IRS Report: Identifies any employees with taxable expense reports.

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’
between June 15t and July 10", 2014 to determine the appropriate accounting
(Dates will vary depending on the fiscal year) | period in TeamWorks.

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

From July 1-11 (Dates may vary for each Agencies will need to determine the
fiscal year) appropriate accounting period and revise
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| | 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 10, 2014. The
date depends on the fiscal year. The dates shown are for Fiscal 2014.

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 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
a reconciliation between TeamWorks and Concur using existing queries in TeamWorks
and reports in Cognos reporting.

Note: The Detail Report — Extracted (sent for payment date) and the Detail Report-
Not Extracted would be helpful here.

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)

TTE Reporting Used to run the report for unsubmitted expense reports
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(196060 Extracted Reconciliation, 196060 Pending
Transactions, 196060 Unassigned Transactions) and Detail
Reports — Extracted (sent for payment date) and Detail
Report -Not Extracted

TTE AirPlus payment detail Used to identify payment detail for payments made to AirPlus
reports (196061 Air Plus Reconciliation)
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