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Section 1: Overview

This document presents an overview of the TeamWorks Travel and Expense (TTE) Reporting
System, TTE customized reports for the State of Georgia Accounting Office and other
information relevant to TeamWorks Travel and Expense (TTE) Local Travel Administrators.
This document also provides information to assist in the reconciliation of data extracted
from TTE and imported into TeamWorks related financial products.

This document is intended to be an overview and not a process document.

Additionally, this document assumes the Local Administrator, or other assigned accounting
personnel, have sufficient training, experience, and functional knowledge of TeamWorks
Travel and Expense, TeamWorks Financials, Mobius Luminist, Microsoft Excel, as well as
functional Windows operating system expertise. It is the responsibility of each agency to
insure the TTE Local Administrators (or other assigned accounting personnel) have sufficient
training, work experience and functional expertise necessary to act as a TTE Local
Administrator.

The primary TTE Local Administrator is granted permission to access TTE Reporting. If the
TTE Local Administrator does not have the proper permissions, he/she should contact the
TTE Global Administrator.

Access is restricted to data for your agency only. Agencies cannot create new reports or
modify existing reports. Questions, issues or requests for reporting changes should be
referred to the SAO Customer Service Center.

Contact the TTE Global Administrator or the SAO Customer Service Center at 404-657-3956
Option 3, or 1-888-896-7771 Option 3 or via email at Sao_Travel@sao.ga.gov.

Section 2: General Settings and Icons

Header Icons - (in order of display)

Log Off — to log off reporting

Refresh — to refresh the screen

Search field - options for search on dropdown arrow next to icon

Home — to go to the Reporting Home page or set a specific page (such as State
Accounting Office) as your home page.

Personal Preferences — to set personal preferences (see Set Personal
Preferences section).

PONE

o

- Q. bl:' Launch . (7).

[& concur

L 4
[r PublicFolders My Folders c{

Public Folders > State Accounting Office '
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Tab Icons - (in order of display) State Accounting Office

Cut - available where functionality is allowed

Copy — available where functionality is allowed

Paste — available where functionality is allowed

10. Delete — available where function is allowed

11. Set Properties for (State Accounting Office) — view only
12. Order — not active in State Accounting Office

1. List View — toggle to view reports in a list format
2. Details View — toggle to view list and details

3. New Folder — create a new folder

4. New Job

5. New URL

6. New Page

7.

8.

9.

[ concur

Log Off & &~ iy~ &+« Launch.

@ -

&
O PublicFolders My Folders f

Public Folders > State Accounting Office

Tab Icons — (in order of display) My Folders

List View — view reports in a list format

Details View — view list and details

New Folder — create a new folder

New Job

New URL

New Page

Cut

Copy

Paste

10 Delete

11. Set Properties for My Folders- can change folder name
12.0rder — allows you to change the order reports display in the folder

©CENOORBNR

[::7 Public Folders My Folders Concur E{ -ard

My Folders

of & 15 X

N
i, -
lf.’.-/ ue

Set Preferences

1. Log into Concur and select the Reporting tab.
2. Select Intelligence.

3. Select State Accounting Office.

4

Scroll to the far right of the window and click on preferences icon. 8-
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5. Click on My Preferences.

CONCUR oo -
fir Public Folders My Folders  Concur D Concur D Persena Dashboard ‘1
Public Falders > State Accounting Office = % & [
Entries: |1

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

Set preferences Help @

General Personal  Portal Tabs

Specify your settings.
Number of entries in list view: Report format:
73 HTML v

Separators in list view:
Mo separator v

#! Show the Welcome page at startup

¥ Shaw a summary of the run options
Style:

Corparate ¥ | Preview Enable accessibility support for reports T run or schedule

Portal

Default view:
® List
Details

Regional options

Product language: Content language:
# Use the default language # Use the default language
Use the Following language: Use the Following language:
English v English v
Time zone:

11l

# Use the default time zone
Use the Following time zone:

(GMT-08:00) Pacific Time: Los angeles, Tijuana, Yancouver v

Enable bidirectional support
Base text direction for content:
Left-to-right

Cance'

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
a) HTML — display on screen
b) PDF — PDF formatted output
c) Excel 2007 — Excel 2007 formatted output
d) Excel 2007 Data — Excel 2007 unformatted output
e) Excel 2002 — Excel 2002 formatted output
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f) Delimited text — CSV format output
g) XML — XML formatted output
iii. Separators in list view — click on the dropdown for separator options for
lists
iv. Portal:
a) Default view: Select the view you prefer — list or details
v. Regional Options, Time Zones — defaulted options should be fine
vi. Click OK.

B. Click on the Personal tab at the top of the Set Preferences box.
i. Email: enter the email address you want the system to use for notification
of new report versions.
ii. Click OK.

Set preference Hetp @

rour o ormation and manage your crodentisls. You con alzo view the groups and roles whose BCoERS PermEREns you have in

arwd the copanities mvaiable 1o you

Prirnary logon
The primary iogon represants 1he namezpace thal you Trst logeed on 1o in this Sesson and The crsdentisty thal you uted

Harnespace:
Concur

Ueer
P00 35T Scas_D0SET1 360500 o o0y_2633

Given name:

Surname:

Emaik:

Alerts
Specity the sl acdres 10 use for your serts about Mee varsions

Ermait:
Credantiale
Spacify the Lsers, Groups o roles that Can LSS the Credentins to i sctvilles Vou Can slsd rensw the crecentisls. Renew the credentials
‘ Entries: 1 -z (+]
= Name
EE . DRestoey Adimdrestrtors
& ¥
Agd.. Remve
Grouos and roles =
Cancel

C. Click on the Portal tab at the top of the Set Preferences box.
i. The system defaults to all entries.
ii. To select individual items, click on the checkboxes in the Name box to show
only the tabs you select.
iii. Click OK to save.

Set preferences Help G
General Paersonal Portal Tabs
Select the entries to Include as tabs In your portal.
Entries: |1 - s L=
| | o= MName
[ Public Folders
==}

Add... Remove Modify the sequence...
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Override Default Number of Reports set for a list View:

Log into Concur and select the Reporting tab.

Select Intelligence.

Select State Accounting Office.

Scroll to the far right of the window.

In the Entries boxes you can override the default number 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., 64) in the second box

ahoONE

C. Click o to make the change.
i. NOTE: If you want the list to always display a specific range of reports
such as 3 through 9, enter 3 in the first box and then 9 in the second box.
Viewing in display mode does not use this field.
6. To access any reports exceeding 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.

[ concur Qe B &~ Launch. @-

LE‘- Public Folders My Folders Concur Dashboard Concur Dashboard Persona Dashboard

SE%NEE

Entries: |1

Public Folders > State Accounting Office

Switch from List to Details view

1. Click on the Details view icon

E po0013879cq9r_00982196(@s00.0a.gov_2633 Log OFf & QG ~ ~ & - Launch- (@ -

B Public Folders My Folders Concur Dashhoard Concur Dashboard '

Fublic Folders = State Accounting Office £ 5T ¥ Gy @ of = ® oIE
Entries: [1 -7 L+]
- P —
e Y

Switch from Details to List view

1. Click on the List view icon

Launch -~ (3 -

Do
¢

E po0d3879cqIT_00982196(@s0g.g0a.gov_2633 Log OFf & T - -
oall

IEP' Public Folders My Folders Concur Dashboard Concur Dashh

Fublic Folders = State Accounting Office FEERN= oe £ B x Irs
Entries: [1 B o
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Order items in My Folders

1. Navigate to My Folders or a My Folder sub-folder

i)
2. Select the Order icon Nk

[ir Public Folders  MyFolders  Concur Concur D; Persona D
My Folders
| | Mame = | Actions

] My Sub Foater I more
1] Fiepost Wew 0f 196040 Hotel Reconciiation (Company Paid) 0 & > 8 Mo
Eob 156040 Hotel Reconcikation (Company Faid) 21 > B B moee
I ArFs invosce Reconciation O > B ol more
[ =] Concur Dastinoand 1 08 vore
E>  Copyof Emplayee Detals O > B ol rore
= Employes Emasis (Acthe Usors) I more
Ee Expense Reports by Business Unit (Conour Invoice Recon) bl =T
| 1 Report View of Empioyee Exceptions - Detass O & = B e
2 Shorcut to Employes Detals > B o more
-

Shorcut to 156040 Hotel Reconcliaton (Company Pai)

3. The Order folders and entries dialogue box opens
4. You may re-order the Folders and/or the Entries (report list).

Ordher Toliders amd entries - My Folders

- e @

Up Down To top Te bottam

arger,
Sl hin ittt erddarrs vt
iy Subs Foldar {Falden)

E i ATt e A first

5 M 1RGO0 Hotol Recoss illation (Coemps
Rt View of Hotel Reconsiliation (Cor
1BL040 Hotel Reconclllation (Company Paid) (R
AlrFhus Irwvolcs HReconciliation {Report)

Concur Dashboard (Page)

Copy of L4 Details (Report)

Cnployes Crads (Active Users) {Shortcut)
Expanse Reports by Business Unit (Concur Invol
Fuaport View of Emgloyes L 18 - Dwtails (1
Shortout ta Lmgloyes Detalls (Shortout}

A. Use the available icons to move individual items between Shown in default
order and Shown first as needed

iv

B. Use the single arrows to insert items to Shown first in the order you want them

to appear

C. The object is to specify the folders and entries to be shown at the beginning of

the list and to specify their d

isplay order.

i. The default displays all items in ascending order by Name.

TeamWorks Travel
State of Georgia
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ii. Folders and entries whose display order is not specified or are added after
the order is specified are shown at the end of the list in the default order.
D. When complete. Select Done at the bottom of the page.

Section 3: Reporting System Navigation

Accessing the Reporting Tool
The Reporting tool is accessed from the Concur home page.

1. Log in to Concur, select the Reporting tab and then Intelligence.

Adminisiration ~ |
CONCUI! Requestis Travel Expense Apprcvals Reporiing ~ App Center

Profile -

Intelligence
Intelligence - BI Manager 00 00 04 U]

Required Authorization Available Cpen
Approvals Requests Expenses Reports

2. The Public Folders tab opens.

Tabs and folders

1. A series of tabs displays: Public Folders and My Folders are generally used for
TTE. Click on the tab name to switch tabs.

2. Click on the State Accounting Office folder in the Public Folders tab.. The reports
customized for TTE are listed in this folder. Other folders may have reports you can
access, but they have not been customized for TTE data.

' ' Log Off . Q- iy~ &+ Launch. (@-.

OF Public Folders My Folders Concur Dashboard Concur Dashboard Persona Dashboard

Public Folders S U%EE =i
Entries: |1 TS [+)
| | Name ¢ Modified ¢ | Actions
4y Concur Data Warehouse April 13, 2017 11-58:50 AM ] More
o] Dashboard Metrics June 28, 2016 3:26:51 PM 1 More...
=] Intelligence - Standard Reports January 5, 2017 4:11:49 PM E More...
[ =] State Accounting Office February 9, 2017 10:06:40 AM ﬁ More... ]
=] State Accounting Office (p0013879cq9f) December 22, 2016 9:54:52 AM ﬁ More...
o] University System February 11, 2013 10:08:11 AM ﬁ More_ .
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Accessing SAO Custom Reports

1. Once you access the State Accounting Office folder, a list of available reports
customized for State of Georgia appears.

B ey e e e Log OFf &P Q- - &~ Launch. @~
OF Public Folders My Folders  Concur Dashboard Concur Dashboard Persona Dashboard

Public Folders > State Accounting Office EE OREE 4B 7=
Entries: |1 - 64 (4]
( ) [ Name ¢ ) Modified ¢ (_ Actions )
=] Concur Support June 10, 2015 9:08:54 AM E More...
[~ Managed Reporting January 22, 2017 8:46:16 AM ﬁ More...
(] SAQ Reports February 13, 2017 11:58:39 AM [ More
@b 196040 Hotel Reconciliation (Company Paid) March 17, 2017 11:44:09 AM [ = p_é More... ]
bl 196060 Extracted Reconciliation December 1, 2016 7:29:48 AM i ©= More
196060 Pending Transactions May 3, 2017 12:45:14 PM B By > B Lé More._..

The icon to the left of the report name indicates the default output selected for all
reports in (see Section 2: General Settings/Set My Preferences).
The Actions column provides access to available actions for the individual item

listed.

Report Actions

S —— Y e Qv v &~ Launch. @~
O Public Folders My Folders  Concur Dashboard Concur Dashboard Persona Dashboard
Public Folders > State Accounting Office =5 C%YE =
Entries: |1 - 64
| Name ¢ | Modified ¢ | Actions
= Concur Support June 10, 2015 9:08:54 AM E More. .
] Managed Reporting January 22, 2017 8:46:16 AM E More...
= SAO Reports February 13, 2017 11:58:39 AM E More...
[ firnacl_d 196040 Hotel Reconciliation (Company Paid) March 17, 2017 11:44.09 AM =g 5 p_é More... ]
g 196060 Extracted Reconciliation December 1, 2016 7:29:48 AM ErH p_é' More_..
196060 Pending Transactions May 3, 2017 12:45:14 PM B = > E L:' More...

NOTE: For our example, we chose 196040 Hotel Reconciliation (Company Paid)
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O fiuLL g 196040 Hotel Reconciliation (Company Paid) March 17, 2017 11:44:09 AM D [ 3 E % More. ..

1. Each listed item has several icons indicating some available actions after the

=1 » B ez [More).
date/time indicator.

2. Click on More in the Actions column to display all the options for the item selected.
Options may vary depending on the list item selected.

Each action is selected by clicking on the name of the action.

Perform an action - 196040 Hotel Reconciliation (Company Paid) Help °

Avallable actions:

71 set properties

View report output versions
View my permissions...

Run with options...

View the schedule

_| View run history

= Alert me about new versions

B Y @E

P
o o

Copy...
Create a shortcut to this entry...
Create a report view of this report...

B &EE

i ezt

A. D Set Properties
i. General tab View only)
a) Close to exit.

| Set properties - 196060 Pending Transactions Help °

General Report

Specify the properties for this entry.

Type:  Report Location: Public
Owner:  Unavallable Folders > .
State iill View the search path, ID and URL
Contact: Mone Accounting
Office
M pisable this entry Created: Apdl 3, 2012 7:27:45 AM
Modified: May 3, 2017 12:45:14 PM
feon:  [r Standadd

The name, screen tip and description are shown for the selected language.

Language:
English

Nama: Description:
196060 Pending Transactions.

Screen tip:

Package:
Concur Data Warehouse

|

b) Report tab (View only)
1) Close to exit.
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Set properties - d Help 0

General Report

Salect the default options to use for this entry.

Default action:

View most recent report

Report options:

[ Override the default values
Format:
HTML
Accessibility:
[T Enable accessibility support

Language:

PDF options:
Mo options saved

Prompt values:
Mo values saved
[ Prompt for values

Advanced options¥

B. “= View report output options — Select the Current or Archived versions tab

to see and select available versions. Click Close to exit the open item or use
back arrow in the selected browser to reverse navigate.

View report output versions - 19604Q Hotel Reconciliation (Company Paid) Help @
- Current Archived versions
Double-click to select an output version and then select the format

Entries: \ | - |° 4| |4 pp| b Entries: | ‘ - \ |° 44|

‘ D Verslons &

| Formats ;Languages - - Actlons

No entries. No entries.

(==

C. E’ View my permissions — select to view permission for the selected entry
(item). Click Close to exit the open item or use back arrow in the selected
browser to reverse navigate

View my permissions - 196040 Hotel Reconciliation (Company Paid) Help @

View the access permissions you have for this entry.
i_Fermissions_|

| Execute

[ IRead

!5\_L Traverse|

D. .' Run with options — choose how to run the report. Choose options such as

Format, Language, Delivery and values prompts (date range, etc.)

12| Page TeamWorks Travel & Expense Revision Date: 06/07/2017
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i. Adjust options if necessary from the Run with options dialogue box that
displays, then select Run to execute the report with those options.
a) Options may vary by the report or item selected.
b) Cancel returns you to the Available Options window.

Run with options - 196040 Hotel Reconciliation (Company Paid) Help @
Selact how you want to run and receive your report,

Format: [ w) To specify a time to run the report, or for additional formats, ]

HTML L languages, or delivery options, use advanced options.

Accessibility:
Enable accessibility support

Language:
English A\

Delivery:
& View the report now

Send me the report by email

Prompt values:
No values saved

# Prompt for values

ii. If you select advanced options, a Run with advanced options dialogue
box appears.
a) Options may vary by the report or item selected.
b) Adjusts any options necessary and click Run to execute the report
with the displayed options.
Cancel returns you to the Available Options window.

Run with advanced options - 196040 Hotel Reconciliation (Company Paid) [T -

Sedect RoW yOU Want o FUN and receive your report. If you produce 3 Sngke (eport GUpUE, you can vies It TF you produce multiphe report outputs, you can save tham, print them, o send an

Tinse and mode:
i View the report now
R i the backaround.

Honw
Later
May 4, 2017 Ei~
[12 : 34 Pm =
Options.
Format:
HTML .
HMumber of rows per Welr pages
20
¥ Enable selection-based interactnity
Accessibility:
Enable accessibiity support
Language:
Endglish b

Prompt values

Mo valses saved

@ Prompt for values

0=
E. View the Schedule — If a schedule has been configured for this report it will
display.
i. Select Close to close the dialogue box.
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Schedule - 196040 Hotel Reconciliation (Company Paid)

Help @

Schedule this entry to run at a recurring date and time. You can run using the default values or specify the options. You can disable the schedule without losing any of its details.

This entry does not have a schedule.

F. L—'I View run history — If the report has been run previously, you the history will

display. Click on the dropdown arrow for Status to view the information by a
specific report status

View run history - 040 Hotel 1 (C Paid)

T - ]

Refresh

Wiew thee run history for this entry.

Status:
»
All statuses
| Canceled

Entries: |1 - la {+] 4l e

Executing | Starttime | Completion time | status | Actions
;:L'fidtng ;11:43:48!\!’4 March 17, 2017 11:43:48 AM March 17, 2017 11:44:09 AM Succeaded (= 11]
Succeeded %11:42:531\1\1 March 17, 2017 11:43:12 AM March 17, 2017 11:43:32 AM Succeeded om
I_SUSWW 16 F122:46 AM December 1, 2016 7:22:48 AM December 1, 2016 7:22:52 AM Succeaded on
October 18, 2016 7:14:30 AM October 18, 2016 7:14:36 AM October 18, 2016 7:14:40 AM Succsaded oa

Close

G. Alert me about new versions — click to be notified via email if a new
version of the report is available. The email will be sent to the email address
specified in preferences. Click OK to set the alert.

reportingZ2.concursolutions.com says:
This report will be sent to you by email every time a new version becomes

available, All your alerts will be sent to i ifmginBess go g . You
can change this email address by changing your preferences.

‘ OK H Cancel |

H. = Copy — Make a copy of the report by selecting one of the following:
i. Save to My Folders and select OK
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Help &

Save as a copy

Specify a name and location for this entry.

MName:
|bopy of 196040 Hotel Reconciliation (Company Paid)

Location:
My Folders
Select another location...

a) Select another location to create a new folder in My Folders to

save it in.
1) Select New folder link to open the new folder wizard.

Select a [ ) - Copry of Haotel Wit (s Paid) Holp @
Search

Nawigate the fokders of Search to Nind WHere you wWant to place the entry,

) Cognos - My Foldars

Entries: | - o

I | Mame ©

2) Complete the Specify a name and description — New Folder

Wizard to add a new sub folder in My Folders.
3) Enter the Folder name. You may add a description and a screen tip.

4) Select Finish to add the sub-folder.

Specify a name and description - New Folder wizard Help e

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

Name:

Description:

Screen tip:

Location:

My Folders

Cancel < Back Next >

5) Select the radio button next to the folder you added
6) Select OK.
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Select a location (Navigate) - Copy of 196040 Hotel Reconciliation (Company Paid) Help @

Navigate the folders or search to find where you want to place the entry. Search
@ @ Cognos > My Folders

Entries: - 0 4[4 ][>

-

| | Name #
‘ [ My Sub Folder

Mew folder...

7) Click OK again to copy the report to the new sub folder in My
Folders.

Save as a copy Help €

Specify a name and location for this entry.

Name:
‘b:)py of 196040 Hotel Reconciliation (Company Paid)

Location:
My Folders = My Sub Folder

Select another location... Select My Folders

Cancel

8) The new sub folder is added and contains the report you copied to
it:

CONCUR

E?r Public Folders My Folders Concur Dashboard Concur Dashboard Persona Dashboard

» My Folders N
() CONCUR ’
” (F Public Folders My Folders Coneur D: Coneur D Persona D

o | | Name & 5
Wy Fokters > My Sub Folder

= My Sub Folder

S
@

| | Name © | Modified © | Actions

AirPlus Invoice Rect —
b g Copy of 196040 Hotel Reconcikiation (Company Paxd) March 17, 2017 11.44.09 AM 1 » B ol More.

Dashboard

Create a shortcut to this entry — to create a shortcut to the report

i. Edit the default name if needed
a) Enter a description and a Screen Tip if desired
b) Choose Select another location to choose a sub-folder or My
Folders to place the shortcut.
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1) See section H above for Select another location or Select
My Folders.
c) Select Finish or OK (depending on option chosen) when done.

Specify a name and description - New Shortcut wizard Help @

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

Name:

||Sh0rt::ut to 196040 Hotel Reconciliation (Company Paid)

Description:

Screen tip:

Location:

# Select another location... Select My Folders -

Cancel

< Back Next > Finish

, H

Create a Report View of the Report — create “snapshot” of the report data

iv.

Edit the Name for the report view if desired

Add a description and Screen tip is desired

Choose Select another location or Select My folders to add it to My
Folders or to a sub folder. See Section H for navigation.

Select Finish or OK (depending on location option chosen) when done.

Specify a name and description - New Report View wizard Help @

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

Name:

|Report View of 196040 Hotel Reconciliation (Company Paid) ‘

Description:

Screen tip:

Location:
- Select another location... Select My Folders -

Cancel

< Back Next > Finish

Running Reports

1. Log in to Concur, select the Reporting tab, then Intelligence.
2. The Public Folders tab opens. Select the State Accounting Office folder.
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Log Off |:|Qv i+ &+ Launch. @

Or Public Folders My Folders  Concur Dashboard Concur Dashboard Persona Dashboard
CYFYE cBEX BT

Entries: - Do 4[] [m][»

Public Folders

o | | Name < | Modified ¢ | Actions

()] # Concur Data Warehouse April 13, 2017 11:58:50 AM ] More...
()] (=] Dashboard Metrics June 28, 2016 3:26:51 PM = More__
()] (=] Intelligence - Standard Reports January 5, 2017 4:11:49 PM = More__
(m] (=] l State Accounting Office l February 9, 2017 10:06:40 AM = More. .
()] = State Accounting Office (p0013879cq9f) December 22, 2016 9:54:52 AM E More...
()] = University System February 11, 2013 10:08:11 AM =] More. .

3. Choose a report by clicking on the name or selecting an option under the Actions
column. See Section 3: Report Actions for more information.
A. For our example, we are selecting 196040 Hotel Reconciliation (Company

Paid)
PSRRI
CONCUR
i* Public Folders ers  Concur Dashboard  Concur Dashboard  Persona Dashboard
Public Folders > State fice

| | Name ¢ | Modified < | Actions
= Concur Suppart June 10, 2015 906:54 AM [T rore
© Managed Reporting January 22, 2017 846,16 AM O mare
= SAD Reports Fanruary 13, 2017 11/58:39 AM [T more
g 196040 Hotel Reconciliation {Company Paid) March 17, 2017 11.44.09 AM 1 » B oF more

196060 Exiracted Reconciiation December 1. 7016 7:79:48 AM ] > B o mor

B. If you click on the name of the report, any prompts available will appear. Enter
the data for the prompts and then select Finish.

196040 Hotel Reconcilation (Company Paid)

Prompts
Date Range
From:
May 8, 2017 m-
Sent for Payment Date: o
May 8, 2017 m-

C. If youselect P from the Actions column, you will be prompted for available
options for that specific report. Options vary by report. Change any options
necessary and select Run to run the report.
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Run with options - 196040 Hotel Reconciliation {Company Paid)

Farmat:

T = § 7o spectya tme to run the report, or for addmional formats, languages, or deivery options, use advanced options.

Acramaibility:
Enable socessibiity support

Languae:

HTML M
i. You may change the output format to ——w___
Excel 2007
ii. Select a delivery option — view or email Eﬁ: ggg; Data
iii. Prompt for any values available. Delimited text (CSV)
iv. Select Run to start the report. XML

v. Enter any prompts required for the report selected
vii. Click Finish to continue

Hotel Stays Expensed Not Booked in Concur Travel

Prompts

Date Range

From:

Jul 10, 2016 E-

To:
Jul 14, 2016 -

viii. The report will run utilizing the prompts entered and the output type
selected.

D. The report displays with the default output selection previously set in Preferences
(See Set Preferences in Section 2)
i. In our example, the default report is HTML.
ii. Additional navigation and options may be available for the report.
iii. Page to page navigation, if applicable, is located at the bottom left of the

page.
- . @ About
CONCUR w‘
[ Expmsvasenr | B | s B[ D '*.-\mmrmr'].
196040 Hotel Reconcilation (Company Paid)
Sent for Payment Date Between May 1, 2017 and May 5, 2017
Business Unk Enployes Eraphayes I Fepert Hare Report ID TrawactinDate | Hotel  Cty/Locaion Payment Type  Approved Amount
a2 Sate of the &1t Corference MARITOEAMMOZABING  Mov 30, 2618 MydzRegincy  Farfix Ot of Pocket. 5.0
LT Sate of the &t Corference MAKITOENNMOAEIG  Ded 1. 2006 Myt Regmey  Farfin Ot of Pocket, 15.m
May 8§, 2017 1 12:50:57 PM
= Top & Fagewo ¥ Fage down T Bottom
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E. Click the a icon to return to the Report Listing.

: B

PO g AR A e | T - Log fo Qﬂ About

Changing the output format of an open report

1. With the report open click on the current format icon.

p0013879uy91_00982196@svy.ya.yov_2633 Log' fﬁ & About

Ekepthisvesone | b s o [ o Paddthisrepon v |

196040 Hotel Reconcilation (Company Paid

. . View in HTML Format
2. Select the new format desired from the dropdown list. |:E!

= View in PDF Format
e View in XML Format
Bty View in Excel Options b

3. If you select Excel, there are additional options: &3 View in Excel 2007 Data

ks View in Excel 2007 Format
B View in Excel 2002 Format
¥ View in CSV Format

Create a Shortcut for a report — Report Open
1. With a report open, click on the dropdown arrow next to the Add this report lin

pO013879cq9f_00982196@s0g.0a.00v_2633 Log OFf i) ut

P keepthisversion> | B | 5 o5 ER v | mp > ®addthisreport v |

196040 Hotel Reconcilation (Com

2. Select the Add to My Folders option.
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|| C. Co N C U R p0013879cq9f_00982196@s0g.ga.gov_2633 Log Off

(= Keepthiswersion~ | B} of of EE - Fr I e

Employee Exceptions - Details (50 Add to My Folders -
Sent for Payment Date Behwess ec 1, 2014 and Dec 22, 2014

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 nanse and description - New Shortost wizard wiy @

‘Sgecy @ rame and locEon for (1 entry, You can s speely 3 desTiption and scrom tip.

Bhortcut to 196040 Hotel Reconcilistion (Company Paid) J
Description:

Screen ty:

Location:
My Friders

Select another location...

4. Click Finish.

Create a Shortcut for a report — Report Closed

1. Locate the report in the State Accounting Offices folder.
2. Click on the More icon for the report you want to create a shortcut for

iy Public Folders My Folders Concur Dashboard Concur Di Dy

Puthe Folders ~ State Accounting Office I

| | Mame & | Modified = | Actions
& Coneur Support June 10, 2015 50853 AM [ mare
Managed Reparting January 22, 2007 54615 A T more.
SAG Reports Febuary 13, 2017 11:58:39 AM 1 mare

= 156040 Hotel Reconcilation (Comparny Paid) May 8, 3017 §:42 34 AN 1 > B B8 nioee

= 196060 Extracted Reconciliation Decernbet 1, 2016 725,48 Al 1 = BY 8F moce

3. Select ﬁj Create a shortcut to this entry

Perform an action - 196040 Hotel Reconciliation (Company Paid)  pelp .

Available actions:

[ Set properties

<= View report output versions

" Copy...
» P Create a shortcut to this entry...
B Create a report view of this report...

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

5. Select the location for the shortcut. Use Select My Folders to place the shortcut in
My Folders, in a sub-folder of My Folders or create a new sub-folder; use Select
another location to select the State Accounting Office folder.

Specify a name and description - New Shortcut wizard Help @

Spedly a name and locstion for this entry. You Gn sso specly o description and saeen tip.

Naane:
E,F-hnr['rut ter 196040 Hatel Reconcillation (Company Pald) |

Description:

screen Hp:

Location:

‘ Select another location... Select My Folders _

Cangel < Baxk MNext = I Finish I

6. Click Finish.
7. The shortcut will display at the bottom of the list in the selected folder.

-k
. . . of'm
A. You may re-order My Folder or any of its subfolders using the order |con7,_.
{ir Public Felders My Folders Concur Dashboard  Concur Dashbeard  Persona Dashboard
My Folders El CYWWH X &
Entries: 1 -1 o
| | Mame o | Modified © | Actions
= My Sub Fokler May B, 2017 1:31:06 PM 1 mare
E‘p Repart View of 195040 Holel Reconciliation {Company Paid) May 8, 2017 54223 AM O & P & More
S 196040 Hotel Reconciliation (Company Pakd) Mareh 17, 2017 11:44:09 AM =1 » B 8l more
=k AlrFius Invoice Reconciiation February 22, 2014 11:44:07 AM 1 » B s More
B Concur Dashboard January 10, 2011 3:55.35 PM 1 £ More
s Copy Of Employee Details May 2. 2017 6:36:01 AM T > [ eE more
= Employas Emass jActive Uisers) May 14, 2012 S10.05 AM ] Mare
Ep*  Expense Reports by Business Unil {Concur Invoice Recon) February 22. 2014 11.44.28 AM O » B & More
-2 Fiepart View of Empioyee Exceptions - Details December 22, 2014 6:45:12 AM O & > B more
F Shortout to Empioyes Detalis Agrd 9, 201561730 AM 1 » B o5 More
—
I 2™ Shoricut to 196040 Hotel Recontiliation (Company Paid) May 9, 2017 7.17:03 AM O » H el Moe ]

Save Report View or Email Copy of a Report

1. With the report open click on the dropdown arrow next to the Keep this version

keep this version -

icon

2. Select Email Report or Save as Report View
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B2196@s00.00.00v_2633 Log Off (i1 < About

(@ CONCUR 00138790

£ Keep thi ne | ® | d5 ds BB | m - Paddthisreport = |
196040 Hotel R ilation (Company Paid)

Sent for Payment Date Between May 8, 2017 and May 8, 2017

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

Set the email options - 196040 Hotel Reconciliation (Company Paid) Help e

—
.
.

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

To:
T O TEE Sha T UREL L JEEL L[ e FUCTER e T

Subject:
‘Report: 196040 Hotel Reconciliation (Company Paid)

Body:

+ Attach the report

l 0K I Cancel

11

Your email will default from preferences.

The subject defaults to the report name.

Use the Body: section to add a note to the email.
Click OK.

oow>

4. If you selected Save as Report View the Save as a report view dialog box opens.
A. The name defaults, but you may change it.
B. Select a location for the report
i. Use Select My Folders to add the view to your My Folders or Select
another location to save to an existing folder or add a new folder in My

Folders.
C. Click OK.
Save as report view Help ° I

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

Name:
|Peport View of 196040 Hotel Reconciliation (Company Paid) |

Location:
None

Select another location... Select My Folders

[ oK ] Cancel
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To View Saved Report Views

1. Click on the My Folders tab.
2. Select the item or Sub-Folder that contains the Report View you wish to open.
3. Locate the Report View you wish to view and click on the name.

..... “ LogOff & Qv v &+ Launch. @+

r_ﬁ',* Public Folders = My Folders Concur Dashboard  Concur Dashboard  Persona Dashboard

My Folders EFCYSYE RO B
Entries: |1 -1 O
| | Name ¢ | Modified ¢ | Actions
o= My Sub Folder May & 2017 1:31:06 PM Z More_.
ﬁ?" ggi%r;tcut o 196040 Hotel Reconciliation (Company May 9, 2017 7:17-03 AM ’—:i > E .Hé More...
E_m Eaei%?rt\ﬂew of 196040 Hotel Reconciliation (Company May 9, 2017 54223 AM =] i > Hé More...
mm» 196040 Hotel Reconciliation (Company Paid) March 17, 2017 11:44:09 AM £ » [ o2 more...

AirgJ nciligti 4

4. The report will display with the data saved when the view was created.

piled | W PRyt il ) L SLEag e M1 Log OFf (ﬁ About
CONCUR 9
(= Keep thisversion v | B | e s BB mh v -’;-Q'Add this report = Watch new versions = % Add comments ¥
196040 Hotel Reconcilation (Company Paid)
Sent for Payment Date Between May 1, 2017 and May 5, 2017 ||
Business Employee Employee Report Name Report ID Transaction Hotel City/Location | Payment = Approved
Unit D Date Type Amount
42800 NCSHA TRAINING 9FFC212C8DAC46388DAR  Jan 10, Marriott Washington | Out of 282.00
2017 Hotels Pocket
42800 NCSHA TRAINING 9FFC212C8DAC46388DAE  Jan 11, Marriott Washington | Out of 282.00
2017 Hotels Pocket
42800 NCSHA TRAINING 9FFC212C8DAC46388DA8  Jan 12, Marriott Washington | Out of 282.00
2017 Hotels Pocket
42800 Training Teach Back 4238D91A773F43219853  Feb 6, 2017 Comfort Forsyth Company 77.00
Inns Paid

Output data into Excel — W/Report Open

1.|.LI_:E -
1. With the report you wish to export to Excel open, click on the HTML icon — at the
top of the page.
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E\?‘ﬁ Il:.i' lm_mv Ig.ﬂ.ddthlsreput'

(<1}

196040 Hotel Reconcilation (Company Paid)
Sent for Payment Date Between May 1, 2017 and May 5, 2017

Business Unit Employee Employee ID Report Name Report 1ID Transaction Date Hotel
01038585 NCSHA TRAINING 9FFC212CBDAC46388DAB | Jan 10, 2017 Marriott Hotels | Wi
01038585 NCSHA TRAINING SFFC212CBDAC46388DAB  Jan 11, 2017 Marriott Hotels | Wa:

1038585 NCSHA TRAINING 9FFC212C8DAC46388DA8  Jan 12, 2017,

2. Select View in Excel Options then select the desired Excel option.

e oo cof EE v | omm o [ZFadd this report -
mmView in HTML Format

tm| View in PDF Format
e View in XML Format

& View in Excel 2007 Data Bz View in Excel Options b
EH View in Excel 2007 Format

B View in Excel 2002 Format

/¥ Miew in C5VW Format

3. When the report is complete, your browser will show the downloaded document.

BM Cognos Viewer - Google Chrome

& Secure | https://reporting2.concursolutions.com/cognos/cgi-binf/cognosisapi.dll

@ CONCUR

ﬂ Your report is ready and will download to your Web browser in a few moments.

Log Off About

[ 196040 Hotel Rec...xlsx < ] Show all >

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

i. This example uses the Google Chrome browser, so the report name
appears at the bottom; the display location of the report is browser
dependent.

B. Click on the Excel report name to open the report in Excel.

A L} & o E E (3
a Hotssl [ = Pail)

Sent for Payment Date Between May 10, 2017 and May 10, 2017
iy I L T

it

|

Aewaun v
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Output data into Excel — W/Report Closed

1. Locate the report you wish to export to Excel and click on the Run with Options

icon P next to the report or report shortcut you want to export to Excel.

Ll g

A. In our example the default file output is HTML

B. Select the Run with Options icon > from the actions column or you may click
on More in the Actions column and then select it.

“ LogOff . » Q- W+ &~ Launch. (@.

5

|T_E',' Public Folders My Folders Concur Dashboard Concur Dashboard Persona Dashboard
My Folders EFEC%NEE o B x 0

| | Name ¢ | Modifled ¢ |

i iy Sub Folder May 8, 2017 1:31:06 PM
e ggir;r}cut to 196040 Hotel Reconciliation (Company May 9, 2017 7:17:03 AM
E_m E:.ir:ﬁrt View of 196040 Hotel Reconciliation {Company May 9, 2017 5:42:23 AM
= 196040 Hotel Reconciliation (Company Paid) March 17 2017 11:44:09 AM

4

ncilig

Aire

2. The Run with options menu appears.
A. In the Format box , click on the dropdown arrow and select the Excel format you

desire.
B. In the Delivery section, select View the report now, Save the Report or Send

me the report by email
C. Select Run.

Run with options - R iew of 196040 Hotel Reconciliation (Company Paid) Help @
Select how you want’ eceive your report.

Format:

Excel 2007 v
HTML

PDF

| Excel 2007 %
Excel 2007 Data
Excel 2002
Delimited text (CSV) v
XML

? To specify a time to run the report, or for additional formats, languaages,
or delivery options, use advanced options.

Delivery:
View the report now
Save the report

) Send me the report by email

Prompt values:
Mo values saved

«| Prompt for values
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NOTE: While the report is running, you may receive an option to select
a different delivery method. Click on the link to select a different

delivery method.

Your report & running.

Instead of wadting, you can select a delvery
methad to run the report in the background.

Seiegt 2 delivery method,

D. When the report is complete, the following will display:

[} concur ——————— oo ) & At

ﬂ ‘Your report is ready and will download to your Web browser in a few moments.

Open
Always open files of this type

Show in folder

Cancel h

Show all x

Report View of 19..xlsx ™

i. The system will provide information on retrieving your report and your
browser will give you access to the report. We used Google Chrome so the
report name appears at the bottom; the display location of the report is
browser dependent.

ii. Click on the Excel report name to open the report in Excel.

16030 el Reconcilation (Compan
Sevit For Paryrrient Disbe Detveden Mary 10, 2007 e May 10, 2017

1
2 . - x

3 m! ol I L ] | ke | e T | i i |
4 W] Lo o I A A 1, 3017 e s Taa ot ol bcart Fr)
3 T} G TR Biw 4, 3017 Farrut Fkela ] Tad bt A
& Faimy Lt R S i, 31T e ot g Bl it Fraim
i Y Cartearen V0 A N s L Vama

o = i o G
=B e LA W v ) e A TR R A9 My L, 1T B Hatela . e
n" da LD 0k el e E SO A Ty 4, FLF e v e b o it s

E. If you elected email me the report, you will receive an email with the report
attached at the email address in Preferences.

F. If you saved the report it will appear in the location you saved it with an Excel

icon.
i. Click on the report name and it will download.
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Log Off Qv v &+ Launch. (@~
[ Public Folders My Folders Concur Dashboard Concur Dashboard Persona Dashboard
My Folders EE OBEE o ®X i
Entries: |1 - 11 [+
Name < Modified < Actions
My Sub Folder May 8, 2017 1:31:06 PM L More...
g 196040 Hotel Reconciliation (Company Paid) March 17, 2017 11:44:09 AM =1 » B eg More
%I I Egi%t;n\ﬂev.-‘ of 196040 Hotel Reconciliation (Company ] May 9, 2017 9°50'55 AM 2 B More
o Sn_ortcut to 196040 Hotel Reconciliation (Company May 9. 2017 71703 AM B e B BE More

a) The location of the Excel file output on your screen depends on your
browser. This example was done in Chrome.

b) You may click on the file to open it or right click and select open.

Section 4: Custom Reports Catalog

Short Description

196040 Hotel Reconciliation
(Company Paid)

Hotel expenses sent for payment for a specified date range. This report
includes Company Paid and Direct Billed information. Export the report
and sort/filter for Company Paid or Out of Pocket Transactions.

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, or Employee which prevent the transaction from
processing.

196060 Unassigned
Transactions — modified

Shows transactions with missing data such as a Record Locator Number,
Business Unit, or Employee which prevent the transaction from
processing. This report also includes the Leg Departure Date/Time.

196061 AirPlus Invoice
Reconciliation (Details)

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

28| Page TeamWorks

Travel

& Expense Revision Date: 06/07/2017

State of Georgia




agencies with attached agencies to identify which attached agency an
employee belongs to.

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.
Includes Employee, Purchase Date, Departure Date, Airline, Ticket
Status, Record Locator, Ticket Number and Amount.

Airfares Expensed Not Booked
in Concur Travel (detail)

Shows airline tickets expensed but not booked through TTE Travel.

Approval Workflow — Details

Shows details of approval workflow by Manager or Process with
employee details

Approved Travel Requests by
Employee Details

IReport 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) with Program

(

Concur transactions by month included deleted expense reports. This
might be helpful when reconciling Concur per expense report fees.

Car Expense Entry Analysis

(

Run by selected date range by employee or expense type and options
for subtotals and all or selected employees. Select specific car related
expenses.

Car Rental Details

Shows detail of Car Rentals by car rental date range and includes
vendor, record locator, employee detail including email address, booking
rate and other relevant data.
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Car Rental Expensed Not
Booked in Concur Travel
(Details)

Date range option and shows detail of Car Rental Expenses not booked
through TTE Travel. Includes the Employee, Report Name, Report ID,
Transaction Date, City/Location, Rental Agency, Payment Type, Amount
and no subtotals.

Cash Advance Analysis
w/Aging/approver

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. Includes Employee,
Request Name, Request ID, Status, Start Date, Purpose and the Total
Approved Amount.

Concur Dashboard

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 released 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

Internal report title is Detail Report — Non Extracted

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

Detail Report- Non-Extracted
(Email)

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

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)
Details

List of employees and email addresses.

Employee Exceptions — Details

ID all report level exceptions by employee for date range specified.
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Employee Exceptions — Details
w/BU

ID all report level exceptions by employee for date range specified by
business unit

Employee Roles

Report to list employees assigned specific roes. Can be run by
employee or by role.

Excessive Personal Car Mileage
(Extracted Date)

Run by selected date range with prompts for distance units, flexible
break even distance and options for all or selected employees with the
date extracted for payment.

Expense Entry Analysis Details
(grouped by employee)

Run by selected date submitted for payment range with options for all
or selected expense types, all or selected employees and options for
specified approval amount range or for highest to lowest amount.

Expense Entry Analysis Details
1

Run by selected date submitted for payment range with options for all
or selected expense types, all or selected employees and options for
specified approval amount range or for highest to lowest amount.

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

Expense summary by expense type run by selected date submitted for
payment range.

Expense Summary by Expense
Type and Year

his report shows summary of expenses by expense type and year.

Extracted Reports (Employee
vs. Company Paid) Detail
Report

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

Extracted Reports w/detail

Run by date range displaying expense report data such as employee,
payment status, the total amount, sent for payment date and extracted
date and time.

Hotel Expense Entry Analysis

Run by selected date range by employee or expense type and options
for subtotals and all or selected employees. Select specific hotel
expenses.
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Hotel Stays Expensed Not
Booked in Concur Travel
(Details)

Identifies hotel expenses manually entered into an expense report and
not imported from an existing Travel Itinerary (Available Expense).
Report displays Company Paid and Out of Pocket expenses.

IRS Report w/detail

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.

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.

Top 10 Longest to Approve

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

Top Spend by Airline

Internal report name is Spend by Airline.

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

Top Spend by Rental Car
Company

Internal report title is Spend by Rental Car Company.

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

Top Spend by Vendor

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

Top Spenders by Employee

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

Top Spenders by Expense Type

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

Travel Policy Exceptions

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

TTE Cash Advance Analysis

Run by date range, with options for payment type, status and all or
selected employees.
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Unassigned CC & Itineraries

This report contains two tabs when extracted to Excel:
e Unassigned Credit Cards_1 (credit card transactions not
assigned to an expense report),
e Unassigned ltineraries_2 (travel itineraries not assigned to an
expense report)

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.

Voided Air Tickets

Shows voided tickets; date range and other options available.

Workflow Cycle Times—Details

Options of date range and Manager or Processor with options for all or
specific approvers/processors to show workflow process details and
performance. Does not include Org Unit or Trip End Date.

Section 5: TeamWorks Financial Reports

GL Reports:

Report

GLXXX0902 GL Offline Travel Interface | The Local Travel Administrators will

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.
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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.

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
A. Enter OAP in “begins with” and click Search.
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2 Query Viewer - Mozilla Firefox

Ele Edit Yiew History Bookmarks Tools  Help

Query Viewer +

€ | @ https:fsacfnist, state. ga, us/pspif scmitst EMPLOYEE/ERPIC/QUERY _MAMAGER, QUERY _VIEWER., GBLPPORTALPARANM_PTCHAY= v | v Googls ,":>| 4+ &
FSCMTST
Home | |
[> Customers ] Mew window | Heln | Customizs Page | [,
[+ ltems .
I Wendors Gluery Viewer
[> Procurement Contracts . . . )
> Purchasing Enter any information you have and click Search. Leave fields hlank for a list of all values.
[ eFrocurerment * .
[ Services Pracurement Search By: hegins with |DAF|

[ Sourcing I Search 'Advanced Search

[- Project Costing

[ Accounts Recelvable

[» Accounts Pavahle

[» Custom Accounts Payable

[> Salary Travel Per Diem

[ Asset Management

[ Banking

[ Cash Management

[ Financial Gateway

[ General Ledger

[+ Allocations

[ Set Up FinancialsiSupply
Zhain

L= e hanace

= Reparting Tools

= Query
=

rar

— Schedule Query
— Report Manager
[ PeopleTools
[ Fund Source Distribution
[ Lahor Distribution
— Change by Password
— by Personalizations
— My Systern Profile L
— My Dictionary ol
< 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)
A. Select Excel from the Run to Excel column for this Query
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2) Query Viewer - Mozilla Firefox

Fil= Edit Wiew

History

Bookmarks

Tools  Help

[ Query viewer

[l

"C'H' Google

| €= | @ hittps:[saofntst state.ga,us/psp(fscrtstEMPLOYEE/ERP /cf QUERY _MANAGER QLERY_VIEWER, GBL7PORTALPARAM_PTCHAY:

[ Customers
[ ltems
[ Wendars

[ Purchasing
[» ePracurement

[» Sourcing

[ Project Costing

[» Accounis Receivable
[ Accounts Payable

[ Asset Management
[> Banking

[ ash Management
[» Financial Gateway
[ General Ledger

[+ Allocations

Chain
[» Tree Manager
= Reporing Tools
= Query

— Schedule Guery
— Repart anader
[ PeopleTools

[» Lahar Distribution

— My Personalizations
— iy Systern Profile

— M Dictionary

< 1l

Step 3:

[» Procurement Contracts

[> Services Procurement

[ Set Up FinancialsfSupply

[» Fund Source Distribution

— Change My Password

[ Custom Accounts Payable
[» Salary Travel Per Diem

I3

b

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

*Search By:

Search Results

Searth | advanced Search

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

Home

begins with

[ Al Folders -

*Folder View:

0AF

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

Select View Results

0APD34B_VOUCHERS_BY_EMPID YOUCHERS_BY_EMPID Public HTML Excel ¥ML Schedule Favorite
0APD34_3RD_PRTY_MCHR_W_OPK_ITHM 3rd Party Vehrs wiCpen ltem Fuhlic HThL Excel ¥dl Schedule Favorite
0APO42A_YCHRS_NOT_POSTED_DISTR YCHRS_NOT_POSTED_DISTRE Puhblic HTML Excel ML Schedule Favoﬂr‘e_l
0APO4%Z_VOUCHERS_MOT_POSTED YOLICHERS_WOT_POSTED Fuhblic HTML Excel AWML Schedule Favariie
0APD45_VOIDS_BY _PERIODS YOIDS_BY_PERIODS Fublic HTML Excel XML Schedule Fawvorite
DAPD47_WYCHR_WITH_SPLIT_PYMT YCHR_WITH_SPLIT_PYMT Public HTML Excel XML Schedule Favorite
DAPDS1_PAYMEMT_CAMGELLATION Payment_Cancellation Public HTML Excel ¥ML Schedule Favorite
0APDS2_YCHRS_BY_PAYMENT_REF 0APDS2_WCHRS_BY_PAYMENT_REF  Public HTML Excel ¥ML Schedule Favorite | |
0APDS3_YNDRS_RANKED_BY_PYMWTS 0AP053_VMNDRS_RANKED_BY_PYMMWTS Public HTML Excel XML Schedule Favorite
OAPOSE_SINGLEPAY_BY_BL! Single_Payment_BYy-BU Fuhlic HTML Excel #¥ML Schedule Favorite
OAPOS7E_IMTERUMIT_PAYABLES_CC Interunit Pay_Cust_Cnsoldin Puhlic HTML Excel H¥ML Schedule Favorite
OAPOS7C_IMTERUMNIT_PAYABLES_LOC  Interunit Pay_by_Location Fuhlic HTML Esxcel #¥ML Schedule Favorite
OAPOST_IMTERUMIT_PAYABLES Interunit payables Fuhlic HTML Excel #¥ML Schedule Favorite
0APDSE_INVALID_FUNDS_2007 Public HTML Excel ¥ML Schedule Favorite
0APDSE_INVALID_FUNDS_2006 Public HTML Excel ¥ML Schedule Favorite
OAPOBD_PRIOR_BY_EXP_IN_CRMNT_FY  Prior BY Expense in Current FY Fuhlic HThL Excel ¥dl Schedule Favorite

MNARNRY Wl ICHER NDICTRIALITIORMS nniekhar Dictribintinne Piihlie HThil Fwral ¥kl Crhadila Fawnrita i

|

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

in TW 06/14/13
Agency Business Unit:

42700

Accounting Date From: 06/14/2013
Accounting Date To: 06/14/2013

| @https:,l’,l'saan.state.ga.us,l’psc,l’sao_Z,l’EMPLOYEE,I’ERP,I’... | |

ﬁ - B = @ - Page ~ Safety = Tools ~ @-

0OAPO042A VCHRS_NOT_POSTED_DISTR - VCHRS_NOT_POSTED_DISTRB

Business Unit:

42700 |Q

Accounting Date From: |08/14/2012 [
08142012 W)

Accounting Date To:

Wiew Results
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Step 4:
Once the query runs in Excel, filter: Origin “TRV”. The query will show all travel payments
extracted the prior day.

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

Section 7: Travel Payments and Reconciliation

Rental Cars
Suggested TTE Reports to Run:

e Car Rental Expensed Not Booked in Concur Travel (Details) — includes
City/Location field and no subtotals

e Car Rental Details (includes Record Locator #) — select expense types

e Car Expense Entry Analysis — Select expense types, export to Excel and sort/filter
by Payment type

e Unassighed CC & Itineraries — includes 2 tabs (Unassigned Credit Cards_1 (credit card

transactions not assigned to an expense report) and Unassigned Itineraries_2 (travel itineraries not
assigned to an expense report)

When an employee books a rental car using TTE, and then imports the transaction into an
expense report, 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 import
this expense to his/her travel expense statement in TTE even though the employee is not
being reimbursed for the charge. This is required to ensure that GL Clearing Accounts are
balanced.

Exp Rpt Ba Sept-Oct
i ImportExpenses  Detalls *  Reteipts v Print/ Email v how Except
= S m lew ¥ & | Expense Available Receipts
O Date v Expense Type Amount Requested
0 1140372015 Hotel s0.00 s0.00 Expense Type Number of days the vehicle was rented
00 Ocean Plaza Hotel, Savannah, G IHH—\:\ Cars Only
10402015 Rental Cars Only $110.00 $110.00 Purpose of Trip \/ City
Hertz, Atlanta, Georgia
Training IHsn.; I.Aume Georgia
The Transaction Date is Greater than 30 days old. Please be more timely in your Payment Type Amount Avg. Daiy Rate
sxpense submissions Company Paid Iw- 00 usD I”"-
Missing reguired field: Mumber of days the vehicle was rented, Avg. Daily Rate, Company Faid oo =l =
Miles Driven o
Perscnal Expense (do not reimburse) Car Class Trip Type
| /0512015 For Travel Agent (In-State Tray s4.27 54.27 I Compact I In-State Travel
Travel Inc, Atlanta, Georgia
Reservation Number Comment Total Miles Driven
B3
TOTAL AMOUNT TOTAL REQUESTED > X .
$1 1427 $‘| 14.27 m‘ Itemize: H Attach Receipt || Cancel

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

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)
Credit - 101XXX Cash

Please note that if an employee rents a vehicle from Hertz at Capitol Hill, some of the refuel
card charges may be included on the settlement statement. The employee will need to itemize
the expense on his expense report if any fuel charges appear. The rental portion and fuel
charges will be reflected in 640XXX (see below) and the grand total to 200006.

Debit 640xxx — Travel — Rental Car

e 640006 Travel — In State Rental Car
640025 Travel — Out of State Rental Car
640039 Travel — International Rental Car
640009 Travel - In State Rental Car Fuel
640026 Travel - Out of State Rental Car Fuel
640040 Travel — International Rental Car Fuel

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

If the above scenario, the expense is properly recorded and the clearing account balance for
the transactions 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
e All invoices being paid are coded properly
e Balances in the clearing account are justified

A common problem to be aware of is that employees renting from facilities other than Hertz
at Capitol Hill, often receive a settlement statement that includes a Vehicle License Fee
Recovery amount in the total or subtotal. However, the rental car company does not bill this
fee to the State of Georgia as it is included in the contracted daily rental fee. If the fee is
included in the Rental Car expense from a processed TTE Expense Report, the expense side
of the reconciliation will need to be adjusted to exclude any of these fees.

Please note that any reservations made outside the TTE system may cause reconciliation
issues with expenses, clearing accounts and the Rental Car Statements sent by Hertz or

Enterprise:

o If an employee books a rental car outside of TTE and does not enter it on a TTE Expense
Report, it will affect reconciliation.
0 The expense will not have been charged to the appropriate 640xxx account.
0 The corresponding entry needs to be CASH INSTEAD of the clearing account
for that portion of the vendor payment.
o0 The item will appear on the statement you receive from Hertz or Enterprise
and no information regarding the rental transaction will be in the TTE data.

e If an employee books a rental car in TTE and manually enters it as an expense when
it should have been imported from the reservation, it does not clear the 200006
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account and remains open. It leaves an Unassigned ltinerary that requires the SAO
Global Administrator to correct. It will appear in Unassigned CC & Itineraries.

Direct Billed Hotels
Suggested TTE Reports to Run:

e 196040 Hotel Reconciliation (Company Paid) — Export to Excel and sort or filter on
Payment Type

o Hotel Expense Entry Analysis - Select Expense types such as Hotel, Hotel Tax, Occupancy
Tax, etc.

e Hotels Stays Expensed Not Booked in Concur Travel (Details) - Export to Excel,
sort or filter by Payment type

e Unassigned CC & Itineraries — includes 2 tabs (Unassigned Credit Cards_1 (credit card
transactions not assigned to an expense report) and Unassigned Itineraries_2 (travel itineraries not
assigned to an expense report)

Although Direct Bill Hotels are not reserved through TTE and the employee is not being
reimbursed for the Direct Bill Hotel, the employee is required to manually enter the Hotel
Expense in the expense report, deselect the Travel Allowance option, enter “Direct Billed
Hotel” (or something similar) in the Comment field, adjust the Payment Type to “Company
Paid” and itemize the expense.

Expense || Mightly Lodging Expenses Available Receipts

Expense Type Transactien Date Purpose of Trip Vendor

I Hotel e I 03/092017 L] ITraining I Ocean Plaza Hotel b

City Hotel Zip Code Payment Type Amount

|T5|r|.:-.3. Florida l 39999 l Company Paid w 395.00 UsD | w
Trip Type Comment

Travel Allowance
~| temize || Allocate || Attach Receipt || Cancel |

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

I Qut of State Travel “ Direct Billed Hotel

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

Credit 196040 — Clearing Account — Hotel Direct Bill (Distributed)

NOTE: If there are any taxes itemized for the hotel stay (such as the Georgia
Transportation Bill Tax of $5 per night, Georgia Occupancy Tax, etc.) or other expenses
(such as wi-fi or parking) they will be debited to the appropriate expense account and
included in the total for 196040 when the employee itemizes the expense.
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NOTE: For hotels outside Georgia, all taxes charged to the room are entered as Room
Tax and are not otherwise itemized. For hotels inside Georgia, State taxes are itemized.

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 196040 — Clearing Account — Hotel Direct Bill
Credit Cash - 101XXX

In the above scenario, the expense is properly recorded and the 196040 clearing account nets
to zero for that transaction. 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

Unreconciled balances in 196040 should be identified.

AirPlus (Airfare)
Suggested TTE Reports to Run:

= 196060 Extracted Reconciliation

= 196060 Pending Transactions

= 196060 Unassigned Transactions

= 196060 Unassigned Transactions — modified

= 196061 AirPlus Invoice Reconciliation (Details)

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

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.
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Each impacted agency receives a copy of the AirPlus invoice, along with supporting
reconciliation 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:

o 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 fees for each expense report
submitted at least once in Concur.

Contractually, expense report fees are initiated the first time an expense report is submitted
by the employee. We encourage you to suggest that expense reports not be deleted if it has
been submitted by an employee at all, but rather that they edit and reused the report as the
process fee is assessed on the initial submission and will not be credited by Concur due to
deletion. Again, the report process fee is triggered when the initial Submit is selected by the
employee. The Concur fee is triggered only at the first Submit; expense reports that are
returned to the employee and then re-submitted do not trigger any additional Concur fees.

Concur also invoices a separate line item for “select access fees” for specific airline access.
This is a contractual process fee and is in addition to the expense report process fee. This
fee is not assessed by the airlines but by Concur.

When SAO pays the invoice in TeamWorks, A/P vouchers are set up for each impacted agency
and A/P vouchers are coded as follows:

Debit 651010 — Per Diem & Fees — Other Fees

SAO uses default chart field information including Department, Program, Fund, Funding
Source, and Project that is supplied by the agency during the TTE onboarding process.
Agencies are authorized to enter Adjustment Vouchers, as needed, if the agency desires to
reallocate Concur expenditures.

Each impacted agency receives a copy of the Concur invoice, along with supporting
reconciliation 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 reports in Concur to assist with the reconciliation process:

196040 Hotel Reconciliation

196060 Extracted Reconciliation

196060 Pending Transactions

196060 Unassigned Transactions

196060 Unassigned Transactions — modified
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e 196061 AirPlus Invoice Reconciliation (Details)

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

Luminist 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.

Format the report for Excel or display it and then convert to Excel by selecting the ML
icon. o

Enter the business date or the 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 Luminist represents the date the items were processed by SAO
TeamWorks 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 Luminist
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 TeamWorks process for Luminist 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 Luminist 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.

o0 TTE data from Friday’s activity would usually have a Monday date in
Luminist, 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 Luminist 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 Luminist report date can be the same as
the Extracted Date in the TTE report.
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The Detail Report-Extracted (sent for payment) as displayed in TTE Reporting does not
have subtotals or grand totals.

Detail Report - Extracted (sent for payment date)

Business Unk | Vender 1D Employee 10

To export a displayed report to Excel format, click on the b icon and select the

appropriate Excel option. You can then open the data in Excel. (Reference Section 3:
Reporting System Navigation/Output open report data to Excel or Output report data to
Excel.)

Save the report to your PC or Laptop with the appropriate date.
2. Run Luminist GLXXX0902 and APXXX0855 reports

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

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.
To manipulate the data from Luminist Reports, export and then import it into Excel.
3. Open the Excel report you created in #1
After you export the Detail Report-Extracted (sent for payment) into Excel you can use
the TTE to TW Extracted Data Reconciliation Template.xlsx Excel Template available

on the SAO website (TTE Travel and Expense Training/Reference Materials/TTE Local
Administrator Reference Materials and Tools).

To use the TTE to TW Extracted Data Reconciliation Template.xlsx:

e Copy the data from the Detail Report-Extracted (sent for payment) Excel format
into column A to U of the TTE to TW Extracted Data Reconciliation
Template.xlIsx and save it with a unique name.

e The document is set to sum the necessary totals from the copied data in columns A
to U into W (labeled A Calculates Expense Amount Column U) to AF (labeled J AP Variance H-
1) though line 9999.

e Manually enter totals from the Luminist report GLXXX0902 into AB 4 (F Enter Total
0902 RPT from Luminist) and APXXX0855 into AE 4 (I Enter Total 0855 RPT from
Luminist).

0 Note, BOTH column headers have Enter in a red font.
e Reconcile any differences in AC 4 (G GL Vvariance [E-F]) and AF 4 (J AP Variance [H-1])

Sample of TTE data viewed in the Excel template:
NOTE: Increase viewing size of image for viewing ease.
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e List of Calculations and Manual Entry Fields on TTE to TW Spreadsheet Template
= SUM for the Expense Amount column (U) called Calculates Expense Amount
Column TOTAL in W4 (See A above)
= Totals for AirPlus (See B above), Company Paid (See C above) and Cash Advance
Return (See D above) using the Excel SUMIF function. The template calculates
from K4:K9999 and U4:U9999.
0 Sumif (K4:K9999,”AirPlus”, U4:U9999
0 Sumif (K4:K9999,”Company Paid”, U4:U9999
0 Sumif (K4:K9999,”Cash Advance Return”, U4:U9999
=  SUM of X4+Y4+Z4 in AA4 under Calculates Total GL sent from TTE Rpt (See
E above)
= AB4 under Enter Total 0902 RPT from Luminist is where you manually enter
data from that report (See F above)
=  SUM of AA4-AB4 in AB4 under GL Variance (see G above)
0 This calculates any difference between data sent from TTE and Received
by the GL
=  SUM of W4-AA4 in Calculates AP totals sent (See H above)
= AE4 under Enter Total 0855 RPT from Luminist is where you manually enter
the total from that report
=  SUM of AD4-AE4 in AP Variance (See J above)
0 This calculates any difference between data sent from TTE and Received
by the AP
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What Do | Do If My Balances Do Not Tie?

Any differences between the data sent from TTE as reported in the Detail Report-
Extracted (sent for payment) and data reported by GL appearing in the GL Variance
column (see G above in the spreadsheet image) must be reconciled. Any differences
between the data sent from TTE as reported in the Detail Report-Extracted (sent for
payment) and AP appearing in the AP Variance column (see J above in the spreadsheet
image) must be identified.
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e Identify the issue by comparing the information in the Detail Report — Extracted
(sent for payment) from TTE and the GLXXX0902 for GL transaction data and
APXXX0855 for AP transaction data from Luminist. You must document the
transactions that did not appear in the GLXXX0902 or APXXX0855 report but were on
the TTE Detailed Report-Extracted.

o If the data is in the Detail Report — Extracted (sent for payment) report
and not in the Luminist GLXXX0902 or APXXX0855 report it is possible the
affected transactions posted on a different date or remain as unposted
transactions in TeamWorks.

e Contact SAO Customer Care via phone at 404-657-3956 (Option 3) or 888-896-7771
(Option 3) or email to sao_travel@sao.ga.gov.

e Have the TTE and Luminist Reports and the detailed documentation of the issue
ready to transmit to SAO immediately when requested or include with the email if
the issue is 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, when the expense report is
submitted. In any event, travel expenses submitted more than 45 days after the last day of
employment will not be reimbursed.

For agencies using the TTE System, employees 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 and the OPB-Payment and Accounting for Travel Advances 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.

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.

¢ 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).
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v TTE 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.

v Unassigned CC & ltineraries - identifies This report contains two tabs when
extracted as Excel: Unassigned Credit Cards_1 (credit card transactions not assigned
to an expense report), and Unassigned Itineraries_2 (travel itineraries not assigned to an
expense report)

Section 9: Determining Potential Taxability of Employee
Expenses

Statewide Travel Policy Reference

Pursuant to Section 7: Reimbursement for Travel Expenses of the Statewide Travel Policy
currently in effect:

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

Employees 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 (and not entered into the
TTE system) until an amount of at least $10 is due.

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

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
submitted after this time-period will not be reimbursed.

(NOTE: Please see the note at the end of Section 11 of the OPB-Payment and
Accounting for Travel Advances Policy regarding additional procedures for Cash
Advance recovery for terminated employees.)

TTE IRS Report

The Local Travel Administrator can determine expenses submitted 60 days or more 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.
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Local Travel Administrators with reporting access to the TTE System should run the IRS
Report weekly as follows:

Log in to Concur, click on the Reporting tab and select Intelligence.

Administration ~ | Help ~

CONCUR Requests Travel Expense Approvals Reporting ~ App Center

Profile ~ &

Intelligence

Intelligence - BI Manager

Select the State Accounting Office

CONCUR WA M@sog.ga.gov_2633 Log OFf & Q. - &- Launch. @-

[i Public Folders My Folders  Concur Dashboard Concur Dashboard Persona Dashboard

EE CRNYE B =

Entries: |1

Public Folders

| Actions

| Modified ©

| Name ¢

Concur Data Warehouse April 13, 2017 11:58:50 AM = More.

[0 Dashboard Metrics June 28, 2016 3:26:51 PM = More.

Intelligence - Standard Reports January 5, 2017 4:11:49 PM = More.

State Accounting Office February 9, 2017 10:06:40 AM =] More.

State Accounting Office (p0013879¢q8f) December 22, 2016 9:54:52 AM [ More.

ruargdd, 2013 10:08,44 AM

Universi

Scroll down to the IRS Report w/detail:

e A T A A e, P et s P AR e AU e e, T e

IR Report widetai May 17, 2017 1:42:25 PM

i

paLl g

From the IRS Report w/detail Prompt window:

e Enter the date range to be reviewed
e You only have access to your Business Unit
¢ You may optionally search for a specific employee(s) by last name
e Click Finish
47 | Page TeamWorks Travel & Expense Revision Date: 06/07/2017

State of Georgia



IRS Report widetail - Prompts

From:
May 18, 2017
Sent for Paymenf\Date Range :
To:
May 18, 2017
Business Unit(s) (Optional) : Employee(s) (Optional) :

Keywords:

Type cne or mere keywords separated by spaces.
26000 Search[g]
40200 Options %
40300 i
40400 Results: Choice:
40500 Insert s
40600 + Remove
40700
40800
40900
41100
41400 i

Select all Deselect all
Select all Deselect all Select all Deselect all

e The report will display:

g

Bkeeothisvenanr | 0 1 G G B | D Pkl rgete |
W
|RS Report widetall i Viow i HTHL Foomat
T an | T Fem
Ly Seed fon Pgymeent, Diles Between May 18, 2017 and May 18, 2017 sl View in FOF Format
Vi s VI Fumal
BuwessUst  Orladl-Hame  CmplopeeName | Dvploree D Repor Hame they . Dk Meot Subeniies! Toksl Armonsl Approet - el Agprner | Trp B Dake TripCond Dk # Dwio St Traesachion Dok | et Trpe ;E:llﬂ‘ i Erael 2087 Na _=., View im bxcl Optioes 3 |

L L ot 1 u LiPin

15 Vhew i bl 2007 Format
B View n Bt 202 Faeml
¥ View in C5 Fomal

e To view this report in Excel, click the ITY  jcon and select View in Excel

Options and then select the Excel format desired and then open the report. The
Excel document can be downloaded or opened from your browser. Where the
exported report appears depends on the browser you are using. In our example
below, Chrome was used.
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E IBM Cognes Viewer - Google Chrome had - m} X
8 Secure | https)//reporting2.concursolutions.com/cognos/cgi-bin/cognosisapi.dll
Dsog.ga.gov_2633 Log Off {ii About
CONCUR cossmgon 203 L0g
‘ . |You|‘ report is ready and will downlead to your Web browser in a few moments,
[ B3 |RS Report wo62Fd...xlsx ] Show all X

e 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.

) (3 T 3] E 3 H T 1] ]

IRS Report widetail
by Sent for Payment Dates Between May 18, 2017 and May 18, 2017
Diaia al freurd Approved | Dwid Agprove

T:50-02 AM

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 pay line in
TeamWorks HCM, using earnings code TAIl. The information will be added to the employee’s
pay line 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
TTE 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.
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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.

¢ Unassigned CC & Itineraries: Identifies any company credit card expenses and
itineraries not assigned to an Expense Report

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

e 196040 Hotel Reconciliation (Company Paid): Detail of hotel transactions
(196040) sent for payment for specified dates. Extract the report to Excel and sort or
filter for Payment Type Company Paid.

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

IRS Report: Identifies any employees with taxable expense reports.

Processing Travel Reports When Two Accounting Periods are open

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 between June 28t and July 12, 2017
(June 28 provides two days for Concur to interface into TeamWorks):

1. Agencies will need to determine the appropriate accounting period (when period 12
and period 1 are open) and revise the ‘trip end date’ accordingly. All reports
during this time should have a June or July ‘trip end date’.

2. If the employee fails to enter a June or July ‘trip end date’ when period 12 and
1 is open, the program will use the trip end date for the accounting date on the
voucher and the journal date on the TRV GL journal. If the accounting date
defaults to a closed period, the voucher will be created, but will not post. The
TRV GL journal process WILL NOT create any TRV journals.

3. Agencies need to pay special attention to the GLXXX0902 report which will
display any GL interface errors. TRV GL journals that are not created due to an
incorrect accounting date will need to be manually created.

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 12, 2017. The
date depends on the fiscal year. The dates shown are for Fiscal 2017.

A Year End Process communication is sent from SAO with updated specifics every year.
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What Do Agencies Need to Do if Users Receive the Audit Rule Below?

SAO has created an audit rule specifically for year-end processing. The audit rule
does not trigger until the traveler has “submitted” their expense report. If an

approver or back office processor receives an expense report with the following audit
rule:

“Expense reports submitted or extracted in July must have trip end datse 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

Agencies should 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 TTE (Cognos) reporting.

Note: The Detail Report — Extracted (sent for payment date) and the Detail
Report-Not Extracted would be helpful here. If a rental car was booked in TTE travel
and manually entered in the expense report (instead of importing the travel itinerary),
running the Car Rentals Expensed Not Booked in Concur Travel (Details) report
could be helpful in identifying this statement reconciliation issue.

Company Paid Reconciliation for Direct Bill Hotel

Agencies should review account 196040 (Company Paid Hotel ([Direct Billed]) 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 TTE (Cognos) Reporting.

Note: The Detail Report — Extracted (sent for payment date) and the Detail
Report-Not Extracted would be helpful here. If a hotel was booked in TTE Travel
and entered on the expense report manually instead of importing it, you might
identify the difference caused from this scenario by also running the Hotel Stays
Expensed Not Booked in Concur Travel (Details) report could be helpful in
identifying this reconciliation issue.

Review Unposted Travel Journals and Vouchers

TTE agencies should be reviewing all vouchers and journal entries created as a result of
the interface from Concur to TeamWorks. At this time we have several agencies that
have items in an error status or un-posted status. Be sure that all budget errors are
cleared and all items are in a posted status prior to period 12 closing. Items that are
not resolved prior to the period 12 close will be DELETED due to the year-end process.

If you have deleted items, you can enter those items as adjusting journal entries during
the 998 period
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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, at the fund
type level, if the activity will offset over time by agency. Steps should be taken to
ensure that the hotel clearing accounts offset each other over time at the fund type
level. At year-end, the balances are not required to net to zero by agency or fund
type level. However, for financial reporting purposes, the reporting organization must
reclassify the net balance for travel activities to prepaid asset, expenditure/expense,
or accrued liability, at the consolidated fund type level, as appropriate.”

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
TeamWorks

Queries can be used to review general ledger journals
created from the extract from Concur to TeamWorks (196060
account) and used to review payment activity to AirPlus
(196061 account), as well as data extracted for Rental Car
activity and payments to 200006 and data extracted for
Direct Billed Hotel activity and payments to 109040.

TTE Reporting

*Please see Custom Report Library
in this document for more details on
all reports.

196060 Extracted Reconciliation, 196060 Pending
Transactions, 196060 Unassigned Transactions and
Detail Reports — Extracted (sent for payment date),
Unsubmitted Expense Reports, Unsubmitted Expense
Reports with cash advances, Cash Advance Analysis
may be helpful as well.

TTE Reporting — Rental Cars

*Please see Custom Report Library
in this document for more details on
all reports.

Car Expense Entry Analysis, Car Rental Details and Car
Rentals Expensed Not Booked in Concur Travel
(Details) may be helpful as well.

TTE Reporting — Hotels

*Please see Custom Report Library
in this document for more details on
all reports.

Detail Report -Not Extracted, 196040 Hotel
Reconciliations (Company Paid); Hotel Stays Expensed
Not Booked in Concur Travel (Details) may be helpful as
well.

TTE AirPlus payment detail
reports

196061 Air Plus Reconciliation to identify payment detail
for payments made to AirPlus, may be helpful as well.
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