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Date ‘ Notes / Comments / Changes

05/17/12 Document Release

06/18/13 Added How to Edit TTE Vouchers in TeamWorks Financials and updated Custom Report Catalog;
updated cover graphics

06/21/13 Added Generic Year End Procedures

11/08/13 Added Travel Payments Reconciliation section

11/15/13 Added Hotel Reconciliation

01/06/14 Updated GLXXX0902 and APXXX0855 and Detail Report Extracted Reconciliation Report in Section 8;

Added Section for Departing Employees; moved Year End Financial information to end of manual and
renumbered sections 7-9 for better flow.

1/8/14 Added a section for Determining Taxability of Employee Expenses including the IRS report and
instructions. Made this as section 9 and renumbered General Year End Procedures to Section 10

1/17/14 Updated Reconciling Transactions Extracted from TTE into TeamWorks for new Detail Report-
Extracted; updated formatting

02/04/14 Updated doc for name change of Detail Report-Extracted and minor date changes

02/10/14 Added IRS report to Report Catalog List

12/31/14 Updated for new Ul

06/30/15 Added new report: Unassigned CC and ltineraries and other new report variation to Section 4:Report

Catalog; updated Section 7 Travel Payments and Reconciliation

09/23/15 Minor formatting adjustments
11/19/15 Updated for new Direct Bill Clearing Accounts
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Section 1: Who can Access Reporting

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

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

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

Section 2: Reporting

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

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

Administration = | Help =

Home Requests Travel Expense Reporting - App Center

Intelligence

+ a0

Upload Authorization Available
RECejot e St

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

CONCUR p0013079cq9f_00962196s0g.ga.gov_2633 Log OF o Q. fv &+~ Launch~ @~
G Public Folders My Folders  Concur Dashbhoard Concur Dashboard
Public Folders EIT OB %Y £ B =2
Entries: |1 -5 [+]
Name < Maodified < Actions
EE Concur Data Warehouse Movember 26, 2014 10:39:18 Ak ﬁ More...
=] Dazhhoard Metrics July 23, 2014 11:32:22 AW ﬁ Moare...
[0 Inteligence - Standard Reports December 1, 2014 11:03:58 &b =] More
October 28, 2014 8:53:15 AM =] More
=] Universty System Februaty 11, 2013 1000511 Ak ﬁ Moare...
Accessing SAO Custom Reports
1. Select State Accounting Office in the Public Folders tab.
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p0013879cqsf_00962196@sog.ga.gov_2633 Log OFf [ B~ 4@~ 8~ Launch~ ¢~

Iﬁ Public Folders My Folders Concur Dashboard Concur Dashboard
ICEEEE L Bm B I

Public Folders

Entries: |1 - |5 o
| Hame & | Modified < | Actions
Caoncur Data Warehouse Octaber 10, 2013 1:44:40 PM More...
|:| ] Dashboard Metrics Cctober 19, 2013 2:43:18 AN More...
[ [ Inteligence - Standard Reports COctober 15, 2013 2:45:55 AM Maore...
] State Accounting Office Cctober 3, 2013 5:39:25 AN More...
P 5 More...

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

Py e, [ WY s Pt o ey find,
EE | Public Folders My Folders  Concur Dashboard Concur Dashboard
Public Folders = State Accounting Office En T EEEER X 2 X g
Entries: |1 - |53 o
[ | | Hame ¢ | Modified < | Actions
|:| =] Managed Reporting Octeber 29, 20132 10:04:47 &AM Meore...
B 3 SAOQ Reports May 25, 2012 7:49:24 AN More...
[ P 195060 Extracted Reconciliation February &, 2013 1:11:24 PM 2 bk BY EH vore..
[ P 195080 Pending Transactions July 2, 2012 8:09:24 AN " 3 k B B3 . More...

Running SAO Custom Reports

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

e P,

Ty

-

b Public Folders | My Folders Concur Dashboard Concur Dashboard |
T EEEE X BB X E

PR SR Y

Public Folders = State Accounting Office 2

Entries: |1 - |53 o
0= | | Name < | modified < | Actions
|:| = Managed Reporting October 29, 2013 10:04:47 AN More...
B SAD Reports May 25, 2012 7:49:24 AM More...
[7] [@l» 195050 Extracted Reconciliation February &, 2013 1:11:24 PM bl EJ & More...
= . vw July Z, 2012 8:09:24 AM P . B EY
] [Elp  Sems Uoaeciooe o b

2. Prompts for criteria selection may appear depending on the report selected. Enter
the appropriate requested information for the prompts and click OK or Finish.
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Employee Exceptions - Details
Prompts
Date Range
From:
Apr 10, 2013 -
To:
Apr 10, 2013 5:: 0
Options
Keywords:
Type one of rore keywords separated by spaces,
Searchldl
Cprions
Results: Cheices
-
-
Selecr all Dreselacr all Selact all Dezelact all
Cancel F|

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

Ernplayee | Employes | Report
I

(8] Crate
Anadu, 00397384 | Apr 8,
Uzorna 2013
Jane
Artese, 0202821 Mar
Erian P 27,

2012

Eattles, 00201026 Apr 1,
Greco R 201z
Gardrer, | OO0FE383%  Apr 2,
Alice & 2013

Feport Marne Purpose Exception
Ewent
Whaek of April | Site Wisits Report
1, 2013 Submit
Louizwille, KY | Louisville Repart
2/21-2f232013  Conf. on Lit | Submit
2 Culk
March Travel  Daily Wiork  Report
Travel Submit
February & Client Report
March 2013 intakes, Subrmit

p0013879cq9f_00982196Fs0g.9a.g0v_2632 Log Off {a Al About

Esception
Level

t1

&1

E\ keep this version = [p Eé - E - 3 Add this report =

Employee Exceptions - Details
Sert for Fayment Date Between Apr 10, 2013 and Apr 10, 2013

Exception
Code

UNUSEDCC

TRIR4S

MILEFUEL

MILEFUEL

Esxception Text

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

Expensze reports should be submitted within 45 days after the brip
is complete. Please be more timely in completing your expense
reports,

Please review to ensure report should contain both Milzage and
Fuel expenszes, Milzage amount includes huel reimbursement,

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

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

& 196060 Extracted Reconciliation - IBM Cognos Viewer - Google Chrome

-

| & https://reporting2.concursolutions.com/cognos/cgi-bin/cognosisapidllTb_action=cognosViewer&wui.a

ion=rumn

pO013879cq9f_00982196@sog.ga.gov_2633 Log OFf {fF <@ About

3

- - BAdd this report «

L ]
E!—; Keep this version -
Extracted Airplus
196060 Reconciliation
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Changing the output format of an open report

1. With the report open click on the current format icon
CONCUR p0013879cq9f_00962196@s00.0a.00v_2633 Lugl % About
(B Keen this version = | B g g BB~  m~ EEﬂ'.\’uddthisreport'

Employee Exceptions - Details

P L aa Sent ;Qr Parment I)'ate BsMgen Dec 1, 2014 and Des 22, Zigl _ o L

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

@'-.-'iew in HTML Formak
iz Yiew in POF Formak

e views in =ML Format

7 View in Excel Options b

Create a Shortcut to a Report in My Folders

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

CO NCU R p0013879cqaf_00982196@so0g.ga.gov_2633 Log Off I About

[ Keep this version » | B S g BB~ @mh v ;‘}'.\’uddthisrenortv

Employee Exceptions - Details

2. Select the Add to My Folders option.

Co N C U R p0013879cq9f_00982196@s0g.9a.00v_2633 Log Off
[ Keep this version = | B | S g BB~ m v ?E-"Add this repart ¥
Employee Exceptions - Details (5 add to My Folders |
Sent for Payment Date Between Dec 1, 2014 and Dec 22, 2014 _
A . a5 - et o p N A il

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.
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Specify a name and description - New Shortout wizard Help [

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

Mame:

Shortcut to Employee Exceptions - Details

Description:
Details the employee exceptions on expense reports,

Screen tip:

Expense report exceptions

Location:
My Folders
Select another location...

Cancel = Back Mt = Finish

4. Click Finish.

Save Report View or Email Copy of A Report
1. With the report open click on the drop down arrow next to the Keep this version
Keep this version v
iCOﬂ e2p LNz Yersion

2. Select Email Report, Save Report or Save as Report View

CONCU R pO013879cqIf_00982196@s0g.g9a.90v_2633 Log Off 5 4  About

keepthisversonw | B §oon of [+ | omm v Zaddthisreport v

Employee Exceptions - Dy -1felReeer
Sent for Payment Date Betwaen Dec 1, 2014/ e Rt
%Save as Report View..,

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

7|Page TeamWorks Travel & Expense Revision Date: 11/19/2015
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Set the email options - Employee Exceptions - Details Help @

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

l To:
Subject:
Report: Employes Exceptions - Details

Body:
Attach the report

oK Cancel

a. Enter the email address of the recipients

b. The subject defaults to the report name.

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

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

Save as report view Help @

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

Mame:
"Qer:n:urt Yiew of Ermployee Exceptions - Details

Location:
Public Falders = State Accounting OFfice

Select another location... Select My Folders

(0] 4 Cancel

a. Enter a name for the Report View

8| Page TeamWorks Travel & Expense Revision Date: 11/19/2015
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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 a an existing folder or add a new folder
in My Folders..

Save as report view Help (€3
Specify a name and location For this enkry, A report view shares the same report specification as the source repart,

Mame:
"ern:lrt Yiew of Ermployee Exceptions - Details

Location:
Public Falders = State Accounting OFfice

Select another location... Select My Folders

Ik, Cancel

To View Saved Report Views

1. Click on the My Folders tab.

2+ Launch~ (@~

p0013879cq9f_00952196@s0g.0a.00v_2633 Log Off Q§° Q -

G Public Folders My Folders Concur Dashboard Concur Dashboard

My Folders s G @ EE X o
Entries: |t -4 (+]
| | Name % | Modified < | Actions
@I' AirPlus Invoice Reconciliation Februsry 22, 2014 11:44:07 AW E [ 3 ﬁ E hare...
Concur Dazhhoard January 10, 2011 3:55:35 PM =] A Mare...
‘E—gi Employee Emails (Active Users) Mary 14, 2012 9:10:05 Ak E - ﬁ % Mare...
@D‘ Expense Reparts by Business Unit (Concur Invoice Recon) Februsry 22, 20014 11:44: 28 A0 E| [ 2 E’ E Moare. ..

2. Select the Report View or Sub-Folder that contains the Report View you wish to
review.

3. Click on the Report View
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pO013879cq8f_00982196@s0g.ga.gov_2633 Log OFf o - - &~ Launch- @ -

GX Public Folders My Folders Concur Dashboard  Concur Dashboard

My Folders

S of B & % E I
Entries: [1 s (+]
| | Name ¢ | Modified ¢ | Actions
@P AirPlus Invoice Reconcilistion Fehbruary 22, 2014 11:44:07 A0 El - @ E Mare...
Concur Dashbosid Januaey 10, 2001 355035 PM E ﬁ,ﬁ Mare. ..
EP Employee Emails (Active Users) May 14, 2012 910005 AWM
@I' Expense Reports by Business Unit (Concur Invoice Recon) February 22, 2014 11:44:25 A0
ﬁ.ﬂ_:u Report Wiew of Employes Exceptions - Details

December 22, 2014 64512 A

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

CONCU R pO013879cq9f_00982196@sog.ga.gov_2633 Log Off < About

Ekespthisversionv ¢ B | o5 o ER v |omm e Zaddthisreport v S5 Watch new versions »  £¥add comments v

Employee Exceptions - Details
Sent: for Payment Date Between Dec 1, 2014 and Dec 22, 2014

Employee | Employee | Report Report Marme Purpose
I Date

Exception | Exception | Exception
Ewent Lewel Code

Exception Text

Creating Excel output from a Concur Report

1. Locate the report you wish to export to Excel and click on the Run with Options
icon P next to the report you want to run.

P e T T e N /-JJ—L'—\_\‘{—-«H
Employee Distribution Lines (For Concur Bill) February 22, 2014 11:51:14 AM
Emplovee Emails (Active Users)

February 22, 2014 11:52:55 Al

Employee Exceptions - Details December 22, 2014 645135 oM

Excessive Personal Car Mileage April 1, 2014 910042 A

Excessive Personal Car Mileage 1 April 4, 2014 0644 Ak

2. The Run with options menu appears.
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11| Page

Run with options - Employee Exceptions - Details
Select how wou want ko run and receive your repork,

Format:
HTML hd

Accessibility:
Enable accessibility support

Language:
English v

Delivery:
® View the report now
Save the report

Prompt values:
Mo values saved

+| Prampt for values

Run Cancel

Help @

To specify a time ko run the report, or For additional formats, languages, or
| delivery options, use adwvanced options.

3. Click on the dropdown arrow in the Format field and select the Delimited text

(CSV) report format type and click Run.

Run h options - Employee Exceptions - Details
5 w you wank bo run and receive vour repart,

Formatk:
HTML b
HTL
POF
| Excel 2007
Excel 2007 Data
Excel 2002
| Delirnited text (CSV)
[ | v

ik

Delivery:
# Wiew the report now
Save the report

Prompt values:
Mo s saved

' pk for walues

Run Cancel

Help @

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

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

5. The system will provide information on retrieving your report and your browser

will give you access to the report.

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

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

TeamWorks Travel
State of Georgia

& Expense Revision Date: 11/19/2015



Wiarning x Ermployee Exceptions - De x

<« C it & hitpsy/reporting2.concursolutions.com/cognos/cgi-bin/cognosisapi.dl| =

25 Apps Google [ Imported From IE & Microsoft OneDrive

Co N C U R p0013879cq9f_00982196@sog.0a.00v_2633 Log Off

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

iy < About

-

& Ernployee Exception.xsx 7 ¥ Showasll downloads.., %

c. Save the reportin a location of your choice (outside of TTE-Concur).

Section 3: Setting Preferences

Override Default Number of Reports in a list View:

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

E p0013879cq9f_009821962s0g.ga.gov_2633 Log OFf o Q- « &+ Launch~ (B~

X Public Folders My Folders  Concur Dashboard  Concur Dashboard

Public Folders = State Accounting Office

CEYYE oﬁa:alx AR

el G 0

v R R—— Hame o e St it e, | Modifded —— i_n';tw

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

c. Click O to make the change.

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

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

5. To access any reports in excess of the preferred number use the double arrows to
move forward or backward a single page or the arrow and line to go to the first
or last page of the list.
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° PO 367903 _00952196s0g ga.gov_2653 Log OFfF [ | |E~ ¢~ 8~ Launch~ ¢~

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

Puklic Folders » State Accounting Office ENCOEEERE L BB X =

Eries: 1 |- B0 |© ©

Set Personal Preferences

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

g~
¥ :

E pOD13879cq9f_00952196@s0g.ga.gov_2633 Log OFf Q- v &+« Launch~ @«

iy Wateh tems
My Preferences

icon.

T Public Folders My Folders  Concur Dashboard  Concur Dashboard

Fublic Folders = State Accounting Office B Y 9% @ of [ ® 2 Is
‘-’-"’L’W“JW“— el “-.*—.)‘Mu."kr

4. Click on My Preferences.

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

13| Page TeamWorks Travel & Expense Revision Date: 11/19/2015
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Set preferences

General Personal Paortal Tabs

Specify your settings,

Number of entries in list view:
73

Separators in list view:
Mo separator r

Style:
Corporate ¥ Preview

Portal
Default view:
#) List
Details

Regional options
Product language:
# Use the default language
Use the Following language:

English v

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

Report format:
HTML v

¥ Show the Welcome page at startup

¥ Show a summary of the run options

Enable accessibility support For reports T run or schedule

Content language:
# Use the default language
Use the Following language:

English

(GMT-08:00% Pacific Time: Los Angeles, Tijuana, Yancouver

Enable bidirectional support
Base text direction for content:

Left-to-right ¥

[a]4 Cancel

Help @

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

NoohwnhE

HTML — display on screen
PDF — PDF formatted output

Excel 2007 — Excel 2007 formatted output

Excel 2007 Data — Excel 2007 unformatted output
Excel 2002 — Excel 2002 formatted output
Delimited text — CSV format output

XML — XML formatted output

iii. Separators in list view — click on the dropdown for options

iv. Portal:

1. Default view: Select the view your prefer — list or details
v. Regional Options, Time Zones — defaulted options should be fine

vi. Click OK.

b. Click on the Personal tab.

TeamWorks Travel & Expense
State of Georgia

Revision Date: 11/19/2015



Set preferences Helr @)

General Personal Fortal Tabs -

Wiewy the summary of yvour authentication information and manage your credertialz. You can alzo views the groups and roles whose access permissions you have in
thiz sezsion and the capakilities availakble to you,

Primary logon

The primary logon represents the namespace that you first logged on tointhis session and the crederntizls that you used.

Hamespace:
Concur

User 1D:
pO01 357 9cg3f_009521 96 s0y.ga.gov_2633

Given name:
Surname:

Email:

Alerts

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

Email:

Credentials

Specify the users, groups of roles that can use the credertisls to run sctivities. ¥ou can slso renew the crecertislz. Renew the credentials

Entries: |1 -2 (5]
| | . Name
ﬁa .~ Directory Administrators
& o pO0 387 Scgaf_009521 96i&=0g oa gov_2633 (p001 357 9cq 3 _009521 96@=0g.ga.gov_2633)
Add... Remove

hd
Groups and roles

(8038 | | cancel |

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

Switch from List to Details view

1. Click on the Details view icon

o

&« Launch~ (@«

E p0013579cqdf_00932196@s00.ga.gov_2633 Log Off Q§°

X Public Folders My Folders  Concur Dashboard  Concur Dashhoar

Fublic Folders » State Accounting Office s 9% e of 2 ® s
Entries: |1 -7l 0
————— S - = i e
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Section 4: Custom Reports Catalog

Short Description

196060 Extracted
Reconciliation

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

196060 Pending Transactions

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

196060 Unassigned
Transactions

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

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
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.

Airfare Expensed Not Booked in
Concur Travel

Shows users airline expenses not booked through Concur Travel.

Airfare Expensed Not Booked in
Concur Travel (detail)

Shows users airline expenses not booked through Concur Travel with
added detail.

Approval Workflow - Details

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

Approved Travel Requests by
Employee Details

Report in progress. See Global Travel Administrator.

Attendee Details

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

Authorized Approver List

Shows designated authorized approvers with their agency group.

Billed Transaction
Reconciliation — Detail
(Calendar Month) with Program

Concur transactions by month included deleted expense reports. See
Global Administrator for more detail.
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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 and
other relevant data.

Car Rental Expensed Not
Booked in Concur Travel
(Details)

Date range option and shows detail of Car Rental Expenses not booked
through Travel. Includes City/Location and no subtotals.

Cash Advance Analysis w/Aging

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

Completed Travel Requests
Without Expense Reports

Shows Requests not attached to Expense Reports

Detail Report — Extracted (sent
for payment date)

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

Detail Report- Non-Extracted

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

Detail Report- 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 Exceptions - Details

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

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 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
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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
Employee and Year

This report shows summary of expenses by employee and year.

Extracted Reports (Employee

vs. Company Paid) Detail
Report 1

Reports extracted to TeamWorks by employee, with total amount and
extracted date, grouped and sub-totaled by payment type: AirPlus,
Company Paid, and Out of Pocket with added detail of Record Locator
Number and Ticket ID

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.

Hotel Stays Expensed Not
Booked in Concur Travel
(Details)

Shows hotel expenses with no matching reservation in Concur Travel.

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.

Report View of 196060
Unassigned Transactions

Shows unassigned credit card transactions.

Reports by Approver

List of approved expense reports sorted by approver.

Reports by Approver —
Delegated

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

Top 10 Longest to Approve

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

Top Spend By Airline

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

Top Spend By Rental Car
Company

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

Unassigned CC & ltineraries

This report contains two tabs:
e Unassigned Credit Cards_1 (credit card transactions not
assigned to an expense report),
e Unassigned Itineraries_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:

GLXXX0902
Report

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
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Entries created for Company Paid
transactions that were extracted
from Concur.

AP Reports
APXXX0401 | Budget Exceptions This report lists vouchers and
provides an error description of
each voucher line that did not pass
budget checking.
APXXX0402 | Daily Input Report This report lists vouchers that were

processed through AP including
regular vouchers, PO vouchers,
Labor, Payroll and regular offline
transactions.

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

APXXX0408 | Payment Activity Report This report lists detailed payment
information sorted by Voucher 1D
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
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7] Query Yiewer - Mozilla Firefox

Edt View History Bookmarks Tools  Help

Query Viewer +
€ | @ hitps:fjssofntst.state. ga. ustpsp/fscmtstEMPLOYEE/ERPC/GLUERY _MANAGER GUERY _VIEWER GELTPORTALPARAM_PTCHAY: 77 + C | ‘- Google ‘ +

Home Sign out

I Customers a New Wwindow | Help | Customize Pane | 5]
[+ lterms "

I Wendors Cluery Viewer

[+ Procurement Contracts

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

[ eProcurement - .

> Senvices Procursment Search By: begins with [l

el Search | advanced Search

> Project Costing

[ Accounts Receivable

> Accounts Payahle

[ Gustorn Accounts Payahle

> Salary Travel Per Diem

> Azset Management

[ Banking

> Cash Management

> Financial Gateway

> General Ledger

[ Allocations

> Set Up FinancialsfSupply
Chain

[ Tree Manager

[~ Reporting Tools
= Query

— Schedule Query
— Report Manager
[ PeopleTools
[> Fund Source Distribution

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)

ery Viewer - Mozilla Firefox

Fil= Edit Vew History Bookmarks Tools Help
T Query viewer | +

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

b GRS #| Enterany information you have and click Search. Leave fields blank for a list of all values. ~
[ Items = . ) .
b Vendars Search By: begins with 0aF
[» Procurement Contracts Search |Advanced Search
[ Purchasing
[ eProcurement
[> Services Procurement Search Results
[ Sourcing
[» Project Costing “Folder View: | -- All Folders -- v
[> Accounts Receivahble
[» Accounts Pavahle
[ Custom Accounts Payable
[» Salary Travel Per Diem
[ Asset Management
[ Banking — e
DC_aSh Management MDA 2D DD T LD w D=1 N T
[> Financial Gateway
I General Ledger OAPD428_WCHRS_MNOT_POSTED_DISTR YOHRS_MNOT_POSTED_DISTRE Fublic HTML Excel #ML Scheduls Favorits
I Allocations 0APD42_YOUCHERS_MOT_POSTED YOUCHERS_NOT_POSTED Public HTML Excel ¥ML Schedule Favorite
[» SetUp FinancialsiSupply ] ;
. 0AP045_WOIDS_BY_PERIODS YOIDS_BY_PERIODS Fublic HTML Excel XML Schedule Fawarite
& Tree Manager OAP D47 _YCHR_WITH_SPLIT_PYyMT YOHR_WITH_SPLIT_PYMT Fublic HTML Excel ¥ML Scheduls Favorits
[~ Reporting Tools OAPOS1_PAYMEMNT_CANCELLATION FPayment_Cancellation Fuhlic HTML Excel #¥ML Schedule Favarite
e OARD52_VCHRS_BY_PSYMEMNT_REF 04P052_YOHRS_BY_PSYMENT_REF Public HTML Excel ¥ML Scheduls Favorits L
0AP053_VHNDRS_RAMKED_BY_PYMMTE 0AP0S3_WNDRS_RANKED_BY_PYMMTS Public HThL Excel XML Schedule Fawarite
— Schedule Guery OAPDSE_SINGLEPAY_BY_BLI Single_Payment_BY-BU Fuhlic HTML Excel ML Schedule Favarite
D;_p—LRE|T Mlana L DAPOSTE_INTERUNIT_PAYABLES_CC  Interunit Pay_Cust_Cnhsoldin Public HTML Excel ¥ml Scheduls Favorite
eopleTools
b Fung S B 0APOSTC_INTERUNIT_PAYABLES_LOC  Interunit Pay_by_Location Fuhblic HTML Excel #ML Schedule Favarite
[» Labor Distribution 0APDSY_INTERUNIT_PAMRBLES Interunit payables Public HTML Excel XML Schedule Favorite
- Chande My Password 0AP0SE_INVALID_FUNDS_2007 Public HTML Excel XML Schedule Favorite
— My Personalizations ; ;
_ My Systern Prafile L 0APOSS_IMYALID_FUNDS_2006 Fublic HThL Excel #¥ML Schedule Favorite
— iy Dictionary b 0APOG0_PRIOR_BY_EXP_IN_CRNT_FY  Prior BY Expense in Current FY Fublic HTML Excel ®mL Schedule Favorite
< | > NaPNR1 WOl EHER DISTRIALITIOR S e har Dictribntinne Puiklie HThil  Fwral Wil Crhadila Fawarita \_’

|

jarvascript:submitaction_win0{document . wind, QRY_YIEWERS_WRE$hup$0;
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Step 3:

Enter the Agency’s Business Unit.

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

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

Agency Business Unit: 42700

Accounting Date From: 06/14/2013

Accounting Date To: 06/14/2013

| Qi; ~ Page = Safety  Tools = I@Iv

(2]

'_r,éhttps:,l’,l'saofn.state.ga.us,l’psc,l’sao_Z,I’EMPLOVEE,fERP,l’... & =

0AP042A VCHRS NOT POSTED DISTR - VCHRS NOT POSTED DISTRE

Business Unit: 42700 |Q
Accounting Date From: 08142012 |[w
Accounting Date To: (08142012 [

Wiew Rezultz

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

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

Section 7: Travel Payments and Reconciliation

Rental Cars
Suggested TTE Reports to Run:

Car Rental Detail Report 1 (includes Record Locator #)
Car Rental Expensed Not Booked in Concur Travel

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

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)

When a traveler 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 include
this expense on his/her travel expense statement in TTE even though the employee is not
being reimbursed for the charge.
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Exp Rpt Basics-Sept-Oct

+ se¢ | Import Expenses Details Receipts * Print / Email * Sho c¢ eptio
Expenses Views & | Expense suvsilable Receipts
O Date v Expense Type Amount Requested
—— P P Expense Type Transaction Date Number of days the vehicle was rented
O 11/03/2015 Hotel $0.00 $0.00
00 Qcean Plaza Hotel, Savannsh, G I Rental Cars Only I 10/08/20
10/09/2015 Rental Cars Only $110.00 5110.00 Purpose of Trip Vendor City
0N0 Hertz, Atlants, Georgia " .
Training IHH{: Imzm Georgia
The Transaction Date is Greater than 30 days old. Please be more timely in your Payment Type Amount Avg. Dally Rate
expense submissions ~orpany Paid 000 0
Missing required field: Number of days the vehicls was rented, Avg. Dal I‘-°" pany Paid I Ho.0o uso |3-
Miles Driven. -
4 Personal Expense (do not reimburse)  Cor Class Trip Type
O 10/05/2015 For Travel Agent (In-State Tray 5427 $4.27 | Compact | In-State Travel
Travel Inc, Atlanta, Georgia
Reservation Number Comment Total Miles Driven
IJ:F
TOTAL AMOUNT TOTAL REQUESTED -
$114.27 $114.27 m| temize || 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

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)

Please note that if an employee rents a vehicle from Hertz at Capitol Hill, the refuel card
charges will be included. The employee will need to itemize the expense on his expense report.
The rental portion will be reflected in 640XXX and the fuel charge in the Rental Car Fuel and
the grand total to 200006.

In 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
¢ All invoices being paid are coded properly
e Balances in the clearing account are justified

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

Direct Bill Hotels
Suggested TTE Reports to Run:

e Hotel Expense Entry Analysis
o Hotel Stays Expensed Not Booked in Concur Travel (Details)

23| Page TeamWorks Travel & Expense Revision Date: 11/19/2015
State of Georgia



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 traveler is required to manually enter the hotel
expense in the expense report, deselect the Travel Allowance option, adjust the payment type
to “Company Paid” and itemize the expense.

Expense || Mightly Lodging Expenses Available Receipts
Expense Type Transaction Date Purpose of Trip
I Hotel I 11032015 ITrzir‘ir‘g
“endor City Payment Type
I Ocean Plaza Hotel I Savannah, Geocrgia I Out of Poc ket -
Amount Travel Allowance Trip Type
I 395.00 usD I In-State Trawvel
Comment
add comment if needed

| ltemize | | Aftach 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 — 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: Effective 12/01/15 Direct Bill Hotels no longer clear through 200006

Please note that if there are any taxes itemized for the hotel stay (such as the Georgia
Transportation Bill Tax of $5 per night) they will be debited to the appropriate account and
also be included in the total for 196040 when the employee itemizes the expense.

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 196041 —Clearing Account — Hotel Direct Bill (Undistributed)
NOTE: Effective 12/01/15 Direct Bill Hotels no longer clear through 200006

In the above scenario, the expense is properly recorded and the 196040 and 196041 clearing
accounts net to zero. Each agency should be monitoring their direct bill hotel expenditures
and reconciling their clearing account quarterly (at a minimum) to ensure that:

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

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

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

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

Credit 196060 — Travel Clearing Account (Distributed)

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

Debit 196061 — Travel Clearing Account (Undistributed)

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

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

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

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

TTE/Z/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 once at the moment the initial Submit is
elected by the employee.

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

Debit 651010 — Per Diem & Fees — Other Fees
SAO uses default chart field information including Department, Program, Fund, Funding
Source, and Project that is supplied by the agency during the TTE onboarding process.
Agencies are authorized to enter Adjustment Vouchers, as needed, if an agency desires to
reallocate expenditures for Concur.
Each impacted agency receives a copy of the Concur invoice, along with supporting
documentation for their files.

Queries and Reports

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

e OAPOO5 — VERIFY_EXP
e 0GLO76 —4092X GG REPORT

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

e 196060 Extracted Reconciliation

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

Reconciling Transactions Extracted from TTE into TeamWorks

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

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

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

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

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

e Although TTE extracts data daily, SAO does not process any data on holidays
or weekends
0 The SAO process for Document Direct documents runs
between 7am and 10am Monday through Friday except for
Holidays.
e The Sent for Payment Date and the Extracted Date may not be the same in
the Detail Report-Extracted (sent for payment date).
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The Document Direct report date will generally be the next business day after
the Extracted Date in the TTE Detail Report-Extracted (sent for payment date)
if no holiday was involved.

o TTE data from Friday’s activity would usually have a Monday

date in Document Direct as long as Monday was not a holiday
and would also contain any Saturday through Sunday data
extracted by TTE.

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

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.

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

The Detail Report-Extracted (sent for payment) as displayed in TTE Reporting does not have

subtotals or grand totals.

Unit

41900

41900

41900

41900

[& concur

Cognos 10.2.1 upgrade will occur on Jan 25, 2014

Business | VendorID | Employee

D

E001001832 | 01001832

E001001832 | 01001832

E001001832 | 01001832

E001001832 | 01001832

Repart
Legacy

g
Key

102914
102914
102914

102914

41900 E001001832 | 0100183 Idwell, 102914 120113- 13- 2013- 0001 Personal Car Mileage  Outof 01 4195750002 | 4072102 | 12501422 | 10100 301 | Jan 8, in 9, Extracted = 145.23
r

pO013879cqsf_00982196@sog.ga.gov_2633 Log OFf  {iv <q] About
(F keep this version v | B BB~ ! @ v [Faddthisreport~
Trp  TrpEnd | Account |  ExpenseType | Payment | Fund | Department | Program | Project | Fund | Class | Sentfor | Extracted Payment | Expense
Start | Date | Codel Type | Source Payment | Date | Statws | Amount
Date Date
213 2013 640002 Fixed Meals outef 01 4195750002 | 1073102 12501422 10100 301 Jen§  Jang,  Exwacted  20.90
202 12-15 Packet w14 014 for
Payment
213 2013 640010  ForTravel Agent  ArPlus 01 4195750002 | 1073102 12501422 10100 301  Jan§,  Jang,  Exwacted 179
202 12-15 (In-State Travel) w14 014 for
Payment
213 2013 640003 Hotel outof |01 4195750002 | 1073102 | 12501422 10100 301 | lan8  Jang,  Extracted  69.72
202 1215 Packet 214 2014 r
Payment
013 2013 640003 | HotelTax outof |01 4195750002 | 1073102 12501422 | 10100 301 | Jand,  Jan3,  Extracted  4.33
1202 1215 Packet 214 2014 r
Payment

(@ =

View the report in Excel by clicking on the icon and selecting the appropriate Excel
options.
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it o LegacyKey|  Mame Date Date Code1 Tupe Source Payment mount
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Ftang E001001332 "DI00IB3Z  CaldwellKin  1023M 12013421663 2013-1202 20031215 'G40002  FizedMeals Outoi  'OI Figsesonnz Morainz  Mesotzz  Aoion ot JanB,201  Jand, 2014 Exuactedfor 20300
4 Focket Payment
Tita00 E001001852 "DA00E32  CaldwellKin  1023M 12013421603 20131202 20131245 'B4000  For Travel Age MiFlus 01 %igs7sonnz Morxoz  fiosodzz  %otoo 01 Jan,201  Jan3, 201 Exacted for 179
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Ttang E001001832 "DI00B3Z  CaldwellKin  1023M 12013421603 2013-202 200325 '640003  HowelTaz  Ouwteé 01 Riasesonn: Moraoz  Mimodez  Aoioo el JanB,201  Jand, 2014 Exnacted for 488
7 Focket Payment
71300 E00M00132 "DI00I832  Caldwellkin  1029M 1201302161 2013-1202 | 20131246 'B4000T  PersonalCarf Outof 01 Tgmrsonnz Mornz  Mesomez oo 01 Jan201  Jan3, 20 Exuated for 523
8 acket ayment
Ttang E00M00132 MDI00IB32  Caldwellkin  1029M 12013421562 2013-202 | 2000245 "G40003  FerwalCarFue Ouvod 01 Tigsrsonnz Moroz  Mizmodez  oioo ol Jan8,20K  Jand, 201 Esractedfor 1197]
9 Packet Zyment
Tita00 E001001832 "DI00IE32  CaldwellKin  1023M 120113421663 2013202 201312456 '40005  Rertal Cars i Company 01 Figsrsonnz Morxoz  fmodaz i <l Jan,201 Jan3, 2014 Exnacted for 14.42)
10 Faid ayment
7300 E00M001832 "DI0ME32  CaldwellKin  1029M 1201342161 2013-202 20031245 'G4000Z  FizedMeals  Outof  'OIO04 Tgsrsonnz Morvz  Mzsomzz oo =01 Jan 201 Jan3, 201 Exuacted for 21
11 Pocket Fayment
Ttang E001001832 "DI00IB32  CaldwellKin  1029M 12013421563 2013-202 2001245 'G4000  For Travel Age AirPlus  "OI004 Riasesonn: Moraoz  Mimodez  Aoioo el JanB,201  Jand, 2014 Exnacted for 052
12 Payment
Tita00 E001001852 "DADOE32  CldwellKin  1023M 120113421663 2013-12.02 2013245 'B40003  Hotel Cutof D004 %igs7sonnz Morxoz  fiosodzz  %otoo 01 Jan,201  Jan3, 201 Exacted for 24.07)
13 Facket Fayment
Ta0g E00M00132 "DI00832  CaldwellKin  1029M 1201321612 2013-202 2004245 'G4OODI  Hatel Tax  Outof  'OIO04 Tgszsonnz Mornz  Mizsomez oo 01 JsnB,201  Jan9. 2014 Exwactedfor 159
14 Pocket Fayment
% @““_‘“ Tl 004 135750002 70, jan 9, 0.

Save the report to your PC or Laptop with the appropriate date.

2. Obtain Document Direct GLXXX0902 and APXXX0855 reports

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

date from Document Direct.

Print or export the report. Then do the same with the APXXX0855 (Offline Travel Voucher

Interface — Accounts Payable Report).
Note: XXX=Agency Business unit number, 404, 419, 427, etc.

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

Note: Generally the Print function should be fine.

DocumentDirect

File |Edit View Script Policy Options Window Help

=]

o 11|

Document Direct - Print or Export option
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Edit View Script Paolicy Options Window Help
Open

Close

Docurnent Explorer...

Locate...

Run...

Printer Setup...

Print Manager...

Send Report...

Set DDE Scope...

Exit

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

0 To Print the report:
= Select Print
= Verify the Copies and Pages options

t Print - Iﬁ1

167.192.62.18: AP4B50410 [01/14/2014 07:14:55 AM)

Printer: Dell 5330dn bMono Lazer Printer on 10.0.6.240

Copies: I‘I—
Fages (= al Cancel
™ Current Section
" Current Page Setup...
" From: [1 Te [
Help
Owerflow
* Tile Pages —
" Truncate
™ Fit Best -

= Click OK or select Setup to use a different printer

29 | Page TeamWorks Travel & Expense Revision Date: 11/19/2015
State of Georgia



- ™
Print Setup Iﬁ

Printer

Name: Dell 5330dn Mono Laser Printer - Properties...

Status: Toner low; 0 documents waiting
Type: Dell 5330dn Mono Laser Printer
Where:  10.0.6.240

Comment:
Paper Orientation
Size: |Leﬂer ﬂ + Portrait
L,
Source; |,'-\uto Select j " Landscape

Netwark... oK | Cancel

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

0 To Export the report:
= Select Export
= Verify the Pages option. If in doubt, select All to ensure you export the
entire report.

= Specify the location to export to in Filename: and alter the name of the
document if desired.

r 5
Export To File S

167.192.62.18: AP4650410 (01/14/2014 01:14:55 AM)]

/
Pages: & Al m‘

(" Current Sechion

" Current Page Lape
| ET S E—

' L =

C Format  |ASCIl Rd

- | =

< Filenarne:
Wﬁuns'ﬂ 51- SAQ-DFITZAConcurt T

[ &ppend Ta File

- Help

[ 4

Note: Document Direct exports documents with the file extension .RPT
To manipulate the exported data, import it into Excel.

e Open Excel and then select the GLXXX0902.rpt or APXXX0855.rpt report from the
saved location.
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Note: XXX= Agency Business Unit Number 404, 419, 427, etc.

& - = Book2 - Microsoft Excel = EY
File Home Insert Page Layout Formulas Data Review View Developer Acrobat & e = =2
& Cut PO = ) D T T PR I AutoSum v
Calibri i - A A S Wrap Text General - = 7 [ |
23 Copy - e B P o i - L
= B J U- | #H- &-A- ] m & Center ~ - o 3 | %9 .00 Conditional Format  Cell Insert Delete Format Sort & Find &
& Format Painter = = =~ Bl Merge & Center = § = % >0 e ormatting - as Table - Styles< |+ B ~ | 2 Cear~  Fifter~ Selact~
Clipboard F] Font = Alignment F] Number F] Styles Cells Editing
[&] Open -
-~ ‘ < 151- SAQ-DFITZ » Concur » T&E Guides-Updated » Ln:aIAdVMIH » Reconciliations-DRAFT B S ol
1| e L
2 Organize » New folder
3 =
7 » (€] Microsoft Excel Mame Date modified Type Size
3 | AP4D40855 123013.rpt 1/8/2014 4:44 PM RPT File TKE
6 b3 Favorites | GL4040902 123013.rpt 1/8/2014 4:38 PM RPT File TKB
7 | GL4040902 MMDD.rpt 1/8/2014 4:24 PM RPT File TKB
E B . smimanarr mann . 4 memne s g e -

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

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

e Click on the report to open the Text Import Wizard

s 5
Text Import Wizard - Step 1 of 3 -2 S

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type

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

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

Startimport atrow: | 1 | File origin: 437 : OEM Urited States B

Preview of file S:\Communicationsl151- SAQ-DFITZ \Concur \T&E Guides-Up. .. \AP4040855 123013.rpt.

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

chrVchrInvoiceEmployeeBeportMonetary
egldInvoice IdDateVendor IdIdEmployee NameFeyBReport Namefmount

1| 1 | 3

)

e Click Next
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Text Import Wizard - Step 2 of 3 L9 [

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.

Delimiters
Tab

] semicalon [] Treat consecutive delimiters as one
D Comma

Text gualifier: |~ |Z|
D Space
[ ather:

Data preview

of

Ac ounts, Dep

-
L

nvoice Employee

ate

Feport
endor Id [Id

Moneta
Ermployese Name Eey

Feport Name PEmount

| 1

Cancel | [ <Back | [ Hex

Einish

e Click Finish.

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

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

A B C D E F G H

1 |[Busine [lssUnit: 40400 - Aucounts, Dep tof

2

3 \Vchr Vehr Invaice Employee Report Monetary
4 Seq Id Invoice Id Date Vendor Id Id Employee Key Report Na Amount
3

i]

7 105788 MEXT 105788 110 11/7/2013 339835 885578 Bibby,Am 105788 Augusta 409.28
] 105791 MEXT 10579111 11/15/2013 339835 885578 Bibby,Am 105791 Milledgev 54.24
9 104221 MEXT 10422112 12/11/2013 482675 970942 Schuenen 104221 Towns Col 100.4
10 104288 MEXT 104288 12 12/12/2013 522437 995448 Morton,Je 104288 Atlanta PL 10
11 105846 MEXT 105846 12 12/19/2013 E00101128 1011288 Bruder,Eri 105846 KRISHNA 491.5
12 105807 NEXT 105807 12 12/19/2013 E00101128 1011289 Lam,Victo 105807 COAM AU 442,75
13

14 ====

15 Total Mo netary Amr cunt for a Vouchers =

16 |E st ate Of Ge orgia

17 Audits an d Account s, Dept of Report ID: APA040855
18 Offline Trivel Vouch er Interface Print Date 1/6/2014
19 Account s Payable s Report Page: 2
20 PSID: APSB053X
21

22 Busine  ssUnit: 40400 - Aucounts, Dep tof

23

24 |Vchr Vchr Invaice Employee Report Manetary
25 Seq Id Invoice Id Date Vendor Id Id Employee Key Report Na Amount
26

27

28

29

30 4040 0 TRANSA CTION TOTALS

31

32

33 Total Number Cf Voucher essed: 6

34 Total MNumber Cf Lines Processed: 6

35 Total Mumber C f Distribut rocessed: 54

36

37 Total Mumber Cf Voucher rted: 6

22 [ Thtal Numher © flinec Incartad- A

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

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

Example Excel Import process when GLXXX0902 - GL Offline Travel

Interface/General Ledger Report is selected:

e The Text Import Wizard — Step 1 opens.
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Text Import Wizard - Stes 1062 [

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

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

9) Fixed width:

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

Startimport at row: |1 = File arigin: 437 : OEM United States

Preview of file 5:\Communications151- SAQ-DFITZ\Concur \T&E Guides-Up. .. \GL4040902 123013.rpt.

Ledger: ACTUALS GL Offline Trawvel
GFeneral Ledger

4 I

State Of Georgia| *
usiness Unit: 40400 Budits and Accounts, D

Inte
Bepo

)|

Fish |

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

information if you choose.
e Click Next

Text Import Wizard - Step 2 of 3 [ %[

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

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

Data preview

c . BT R S0 A B0
State O0f Gecrgis o
usiness| Unit: 40400 Budits and Bccounts, Dep
edger: ACTURALS EL Offline Trawvel Intert
General Ledger EBeport

[ Cancel ][ < Back ]

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

Import Wizard — Step 2.

e We suggest adding a column between ID and Date, between 1D and Employee

name, and between Employee Name and Key.
e Click Next
e Step 3 of the Text Import Wizard appears
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Text Import Wizard - Step 3 of & L2 [

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

Column data format
@ General . . ]

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

o v [1]

() Do not import column (skip)

Data preview

ceneral sneral cneral sner=l ceneral =5l
Id Date Vendor Id Id Employee Hame &

TEVE539103 Eg014-01-0g OP0O0482675( 00570542 Schueneman, Byron, J 10
TEVE539104 E014-01-0g EOL1011288( 01011288 Bruder,Eric, G 109 =

I k

Cancel ][ < Back

Click Finish

The data is now in Excel and you can manipulate it using any of the Excel functionality as
needed.
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A B 5 D E F G H 1 1 K
1 State Of Ga
2 Business Unit: 40400 Audits ant Dept of Report ID: GL4040902
3 Ledger: ACTUA LS GL Offline erface Print Date 1/6/2014
4 General Lt ort Page: 1
5 PSID: GLS9002X
6
7 Bus Journal  Journal Employee Report
8 Unit Id Date Vendor Id Id Employee Key Report Ma Monetary Amount
9
10
11 40400 TRV65391 1/6/2014 482675 970942 Schuenen 104221 Towns Col 4.27
12 40400 TRV65391 1/6/2014 E00L0112¢ 1011288 Bruder,Eri 105846 KRISHMA 4.27
13 40400 TRV653911 1/6/2014 E00101128 1011288 Bruder,Eri 105846 KRISHNA 4.27
14 40400 TRV65391 1/6/2014 EO0L0112¢ 1011289 Lam,Victo 105807 COAM AU 4.27
15 40400 TRV65391 1/6/2014 E00L0112¢ 1011289 Lam,Victo 105807 COAM AU 4.27
16
17
13 Total Mont for all
15 @ State Of Gia
20 | Business Unit: 40400 Audits ant Dept of Report ID: GL4040902
21 Ledger: ACTUA LS GL Offline erface Print Date 1/6/2014
22 General Lt ort Page: 2
23 PSID: GLS9002X
24
25 Bus Journal  Journal Employee Report
26 |Unit Id Date Vendorid Id Employee Key Report Na Monetary Amount
27
28
29
30
21
32 40400 TRANSAC TOTALS
33
34 Journal Headers= 3
35 Journal Lines = 3
36 Journal Unknown o
37 - |
38 TotalRe cords = 8

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

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

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

into Excel you can add a

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

relatively easy.

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

Extracted Between Jan 9, 2014 and Jan 9, 2014
Busnezs | Venor 1D |Employes IDY - Empioyes: | Regort Report | TripSart | TipEnd | Acoowst | Evpense Type | Payment |Func Source| Department||  Program || Project Fund Cass Sentfor || Extraced Dae || Faymens Sane
Unk: Legacy Key | Mame Cate: Cate Code 1 Type Faymert:

TotalGLon | TL0902 RPT || Met TTE RFT - AR
TIERgE |#om Documest, (E)
(B+C+D) Divect

il

Direce

459.04 483,04 5280.90 | 5260.50

rcne
5eq

[fusiness Unsit: 41900 - Community Health, Dept. of

Vene
Ia

Imvoice Id Date Vendor Id Id Erployes Name

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

0 Sumif (Kx:Kxxx,”AirPlus”, Ux:Uxx

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

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

Note: xx= line numbers in Excel Report

Create a total for B,C,D only (See E above)
o0 This should be the same total that appears on the GLXXX0902 report from
Document Direct (See F above)
o | created a place to enter the Document Direct total (See E above)
o0 Total E (See E above)and F (See F above) should be the same
Create a total to net the GL totals (See E above) from the Expense Amount Column
Total (See A above)
0 Subtract E (See E above) from A (See A above) to create the total (See G
above)
0 This total should equal the APXXX0855 total (See H above)
o | created a place to enter the Document Direct total (See H above)
The GL Total (See F above) in the Detail Report — Extracted (sent for payment) and
the total on the GLXXX and the AP totals
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g Home | Insert Page Layout Formulas Data Review  View  Developer  Acrobat « @
== ¥ Cut P = ) o) Cmm T Fef I AutoSum v A? j
Tahoma w0 - - SiwrapTex General - EJ-—J 5 : =
B A A B = wrap = T B | < 7
23 Copy ~ @ Fin -
aste _ B 7 U-~- |- M- Ao EflMerge & Center - | $ = % s | %3 % Conditional Format Cell | Insert Delete Format Sort & Fin
J Format Painter = - - B 77 | Formatting * as Table © Styles ~ - - - &2 Clear ~ Filter = Sel
Clipboard Font Alignment Number Styles Cells Editing
Y126 - e
A B C D E £ G H 1 il K L M N 0 P Q R s T ]
2 |Extracted Between Jan 9, 2014and Jan 9, 2014
EBusiness | Wendor ID | Employee | Employee | Report | Repart | TrpStat | TpEnd | Account | Expense Type| Fayment Fund |Department| Frogram | Project Fund Clas=s Sentfor | Extracted Date| Fayment Statuz | Expense
Unit [is} LegacyKey| Mame jate Date Code1 Tups Source Payment maount
3 Date
Fa1a00 E00I001632 01001832 Caldwell, Kin 02aM 12001321513 20131202 2013-12-15  G40002 Fized Meals  Out of o Faig5750002 K070z 2501422 Moion ] Jan g, 2014 Jan 3, 2014 Extracted for 205008
4 Pocket Payment
Fa00 En0i001z3z Hiontsaz Caldwell, Kin 0231 1201134216513 20134202 20131246 "B40010 For Travel Age AirFlus ] Ta135750002 M07302 Rizotazz Foioo 0 Jan g, 2014 Jan 3, 2014 Extracted for 179
5 Payment
1900 E00001232 100832 Caldwell, Kin 10291 12012121513 2013-12:02 201312415 G40003 Hatel Ot of m 195750002 Ho7a02 fizsoezz . oo i) Jang 201 Jan9, 2014 Extracted for £9.72]
6 Pocket Fayment
P00 Enoioniazz iootsaz Caldwell, Kin 0294 12001321513 201341202 20131215 "B40003 Horel Tax Out of ] Faig5750002 H07302 Fizsoiazz Foioo o Jan g, 2014 Jan 3, 2014 Extracted for 4.86|
7 Pocket Payment
Fa1a00 E00001E32 M10maaz Caldwell, Kin 029W 12013121613 2013-12-02 20131216 40001 Fersonal Car I Out of al Farggzs0onz Mo7a0z Fzsouzz Moo ] Jang 201 Jan 3, 2014 Extracted for M523
s acket ayment
P00 E00M001a3z io0ta3z Caldwell, Kin 0290 120113021513 2013-12.02 201312415 40003 Fiental Car Fus Out of o] 195750002 MoTH02 Rzsozz Moo 01 Jan g 2014 Jand, 2004 Extracted for 1.97|
9 Packet Payment
P00 En0i001z3z Hiontsaz Caldwell, Kin 02aM 120013121613 201341202 201312416 "B40008 Rental Cars O Company ] Fa1g5750002 H07H02 Fizgotazz Foloo ] Jan g, 2014 Jan 3, 2014 Extracted for 44.42]
10 Faid ayment
1300 EQ0001332 "DI001832 Caldwell, Kin 0294 120013121513 2013-12:02 20131215 "B4000z2 Fized Meals  Out of o004 "a135750002 [07302 fizeotazz - 000 =0 Jang z0m Jan 3, 2014 Extracted for .21
1 Pocket Fayment
P00 Enoioniazz iootsaz Caldwell, Kin 0291 120113421513 20131202 2013-12415  "G40010 For Travel Age AirPlus o4 Faig5750002 H07302 Fizsoiazz Foioo o Jan g, 2014 Jan 3, 2014 Extracted for 062
2 Payment
Fa00 En0i001z3z Hiontsaz Caldwell, Kin 0281 120013421613 20134202 20131246 "B40003 Hatel Ot of Thinn4 Ta135750002 M07302 Rizotazz Foioo 0 Jan g, 2014 Jan 3, 2014 Extracted for 24.07]
13 Pocket Payment
1900 E00001232 100832 Caldwell, Kin 10291 12012121513 2013-12:02 201312415 G40003 Hotel Tax Ot of 04 195750002 Ho7a02 fizsoezz . oo i) Jang 201 Jan9, 2014 Extracted for 168|
Pocket Payment
300 {1 1004 135760002 "i0; lan 9, 1]

What Do I Do If My Balances Do Not Tie?

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

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

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

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

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

Section 8: Important Information to Consider for
Departing Employees

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

For agencies using the TTE System, travelers must submit all expenses in the TTE system,
“matching” the expenses to the approved advance. Refer to the State’s TTE System User
Reference Guide for detailed procedures. To remain compliant with the Statewide Travel
Policy regarding both expenses and travel advances TeamWorks Travel and Expense
agencies have some important considerations to make before any full or part time employee
leaves their agency.
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In order to ensure accurate expense reconciliations, reimbursements of possible travel
advances and to avoid unexpected budget impact, the TTE team recommends the following:

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

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

NOTE: Any impact here for the 196040?

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

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

v/ Cash Advance Analysis - ldentifies 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:
Unassigned Credit Cards_1 (credit card transactions not assigned to an
expense report), and Unassigned ltineraries_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 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

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

IRS regulations state the traveler must adequately account to the employer and
submit travel expense reimbursement requests within 60 days of the end of the trip.
Such expenses, if reimbursed after 60 days, become taxable income to the traveler.
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All expense reimbursement requests must be submitted as soon as possible, in
conjunction with an employee’s last day of employment, when applicable, but no
later than 45 calendar days after the last day of employment. Outstanding requests
not submitted after this time period will not subsequently be reimbursed. The Office
of Planning and Budget OPB Policy Memorandum No. 1 (Revision 5, May 2013)
provides further guidance for recovering unrecovered Travel Advances, post-
employment.

TTE IRS Report

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

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

Log in to Concur and click on the Reporting tab

Administration = | Help =

Home Requests Travel Reporting - App Center

Frofile =

Intelligence

+ a0

Upload Authorization
RECejot Bene st

Select the State Accounting Office Folder

CO' pO013879cq9f_00982196@s0g.a.000_2633 Log Off o Q- ~ &+ Launch- (-
[ ]
X Public Folders My Folders  Concur Dashboard Concur Dashhoard
Public Folders EE UE%eE A =
Entries: [1 -5 o
Name < Modified = Actions
# Concur Data Warehouse Movember 26, 2014 10:3%18 &M £ Mare...
| Dashhoard Metrics duly 29, 2014 11:32:22 AM E Mare...
|| Inteligence - Standard Reports December 1, 2014 11:09:59 44 E Mare...
| State Accounting Office Qctober 28, 2014 53315 AM E Mare...
|| University System February 11, 2013 1000811 A E Mare...

Wl DA et i A N i i e A . U ey e A

Scroll down to the IRS Report:

P R S WP NP o e Pt s e A P

P A A
Eﬂb RS Report December 22 2014 7:26:46 A6

}E"__nl' IRS Report weidetail June 6, 2014 5:22:45 A

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

o0 Enter the date range to be reviewed
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0 Select the Business unit
o0 Click Finish

Number of Days to Submit Report - Prompts

—

From:

Dec 22, 2014

Sent for Payment D Range :

To:

Business Unit(s) (Optional) : Employee(s) (Optional) :

Keywords:
Type one of more keywords separated by spaces.

40400 Searchlg)
40600
40700
40800
41400
41200
41900
42000
42200
42700
42800

COptionz %
Results: Choice:
Inger &

 Remaove

-

Select all Deselect all

Select all Deselect al Zelect all Deselect all

Cancel Finish

The report will display:

(@ CONCUR

pO013879cq9f_00982196@s0g.0a.gov_2633 LA‘@ < About

[EKeepthisversion > | B | B~ | mv Faddthisreport~ |

“Em¥iew in HTML Format

Number of Days to Submit Report
by Sent for Payment Dates Between Dec 1, 2014 and Dec 22, 2014

Business Unit | Employes Mame | Employee D

Repart Name

Report iey | Date First Submitted | Total Smourt Approved

Default Approver

x| Wiew in FDF Format
femview in ZML Format
Bz View in Excel Options b

Trip Start Date | Trip ENd| g View in Excel 2007 Data

7. | Em View in Excel 2007 Format
1, | ) View in Excel 2002 Format

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

mn -

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.

TeamWorks Travel
State of Georgia
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A B b D E F G H I ] K
‘ Number of Days to Submit Report

7 by Sent for Payment Dates Between Oct 1, 2013 and Dec 31, 2013
3 | Business Unt Employee Name Employee I Report Name Report Key | Date First Submited | Total Amount Approved |  Defautt Approver | Trip Start Date| TripEnd Date | # Days to Submit
4 fanmoo Doe, Jane ﬁugggggg FMC Conference 88239 Sep 26, 2013 54361 Approver, The Sep22, 2013 Sep25 20131

It is recommended that you evaluate the trip dates and submit dates. The employee may
have made an error which resulted in a negative number or a HUGE number in the # days
to submit field. Examples would be entering an incorrect year in the start or end dates or
submitting the report before the end date of the expense report which would create a
negative number.

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

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

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

Section 10: General Year End Procedures

Reports Agencies can run in TTE

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

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

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

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

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

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

Processing Travel Reports When Two Accounting Periods are open

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

All expense reports that are submitted Should have a June or July ‘trip end date’
between June 15t and July 10", 2014 to determine the appropriate accounting
(Dates will vary depending on the fiscal year) | period in TeamWorks.
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Employees submitting reports with Need to change the ‘trip end date’ to a
expenses prior to June June date on the report header, before the
report can be submitted.

From July 1-11 (Dates may vary for each Agencies will need to determine the
fiscal year) appropriate accounting period and revise
the ‘trip end date’ accordingly.

NOTE: To ensure that expense reports are approved and extracted before TeamWorks year-end
processing, no travel expense reports should be submitted by employees after July 10, 2014. The
date depends on the fiscal year. The dates shown are for Fiscal 2014.

What Do Agencies Need to Do if Users Receive the Audit Rule Below?

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

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

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

Company Paid Reconciliation for Car Rental and Direct Bill Hotel

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

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

Note: Effective 12/1/2015, Direct Bill Hotel will no longer clear through 200006

Company Paid Reconciliation for Direct Bill Hotel (After 12/01/15)

Effective 12/1/2015 account 200006 will no longer be used for Direct Billed Hotels.
Please review account 196040 (Clearing Account — Hotel Direct Bill [Distributed]) and
196041 (Clearing Account — Hotel Direct Bill [Undistributed]) to ensure that the accounts
net a zero balance at year-end. If a balance exists, the agency should prepare a
reconciliation between TeamWorks and Concur using existing queries in TeamWorks and
reports in Cognos reporting.

Note: The Detail Report — Extracted (sent for payment date) and the Detail Report-
Not Extracted would be helpful here.
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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 if, at the
fund type level, the activity will offset over time by agency... At year-end, the
balances are not required to net to zero by agency or fund type level.”

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

Tips for Reconciling Clearing Accounts

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

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

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

TTE AirPlus payment detail Used to identify payment detail for payments made to AirPlus
reports (196061 Air Plus Reconciliation)
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http://sao.georgia.gov/sites/sao.georgia.gov/files/imported/vgn/images/portal/cit_1210/11/62/185960074AM_COA_ControlClearingAccounts.pdf
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