Time and Expense System Reports

Exception Report

This report is for use in monitoring warning and errors on Expense Reimbursement requests.  It can be used to determine if there a consistent pattern of exceptions for an agency, TKU or employee.

1. If an employee has a warning on an Expense Reimbursement request it can be submitted, approved and will process.

2. If an employee has an error on an Expense Reimbursement request it can not be submitted*, approved* nor will it process*.

a. *If the Dept and Agency has elected to allow Coding Block errors, an Expense Reimbursement request with coding block errors will be able to be submitted, approved and processed. Any other error will stop the progress. 

3. The My Employees box can be checked to include only employees assigned to the supervisor on the report.

4. The Errors radio button may be selected to include only Expense Reimbursement requests with errors (and not warnings) on the report.

5. Error codes between can be used to narrow the search to specific errors.
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Receipts Required
This report is used to identify expense reports that have not been audited.  This report can be used to select Expense Reimbursement requests for post audit.  

An Expense Reimbursement request is marked audit complete by clicking the “Audit Complete” button on the expense tab.  An expense request is noted audited on the History tab (“AUD”).  Expense Reimbursement requests that have been audited will not appear on the receipts required report.

For information regarding required documentation and related retention, as well as conducting post audits and pre audits of employee expense reimbursements, refer to Financial Management Guide Part IV, Chapter 6, Section 400 – Employee Expense Reimbursements: Documentation, Retention, and Audit.
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Routine Traveler
This report assists in identifying “missing” Expense Reimbursement requests for employees who are considered routine travelers. This report identified routine travelers that have not submitted expense reimbursement requests within the specified timeframe.

1. If the employee has no expense reports in the date range entered, the report will display the last Expense Reimbursement request that has been, submitted, approved or processed for that employee, along with the status of the report. 

2. The routine traveler designation is assigned in DCDS using the Params, Personnel Data, Employee Expense Profile menu.
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The report shows the last time this routine traveler traveled. This helps to show if an expense reimburse report may be needed. 

Non-Routine Travel Requisitions

This report facilitates the management of all non-routine travel requisitions, allowing users to request requisitions by Department, Department/Agency, Department/Agency/TKU, Employee ID, or My Employees (for supervisor).  Users must select from the travel options of In State, Out of State, or Both, and can further refine the report to include travel requests in Saved, Submitted, Fully Approved or Proc status, or any combination thereof. 
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Below is a sample of results returning requistions in any status:
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Transaction Ledger

This report has multiple uses.  It is helpful for review of processed expense reports and where they were charged.  It can be run to list only expense or advance requests that have been paid.  In addition, it can be run to list all expense or advance requests that have not yet processed

1. This report can be used to find Expenses, Advance, Adjustment individually or all three at once.

2. This report can be used at fiscal year end for finding unpaid expenses that may need to be recorded as an accrued liability.

3. The report can be run to include coding block information, omit coding block information, or provide coding block totals only (without Expense Reimbursement request details).

4. After payroll runs this report can be run to show all of the expenses and advances processed during the pay period. This is done by entering the Pay Period Paid Date in both of the Payment Dates boxes.
5. There are two options for running reports: the Batch Run button and the Run Report button.

a. The Batch Run button allows users to run large reports and/or multiple reports to completion without affecting system resourcing. Multiple reports can be submitted by an individual user. For each desired report, parameters are selected, the Batch Run button is selected, and each report is given a different name. The reports are processed on a batch schedule on an hourly basis, Monday through Friday from 8 a.m. to 5 p.m. Any reports submitted after 5 p.m. Friday will be processed the following Monday. The Batch Run button is recommended for running large reports. Reports completed via the Batch Run process are available in PDF format for two weeks under Employee-Reports Manager (reports can be saved to local computer if needed longer).

b. The Run Report button will function similar to how the Select button functioned previously. Reports will process in real-time. The Run Report button is not recommended for running large reports, as any previous issues related to a report having long run-times or failing to complete would still exist. 
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The message “Report parameters added to the queue” appears when Batch Run is selected (see below).
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Reports Manager is selected from Employee menu to retrieve reports when Batch Run is used (see below).
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Completed reports will appear in Reports Manager (see below).
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This is the Print CB details screen. 
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This is a picture of the omit CB Details
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This is a picture of the Print CB totals only

[image: image15.png]Run Date: 08232010

ALL EMPLOYEES TOTAL

REPORT
SELECTION
PARAMETERS:

Transaction Ledger Report

Agency:
THU:

Emp 1d:

Supervisor Emp Id:

Pmt Date Range:

Exp Date Range:
Exp/AdviBoth:

Include Long Term Adv:
Adjustments Only?:
Unpaid Expense Only?:

0110172009

Page 24 0f24

Liquidation ~ Advance  Outstanding
byExpense  Amount Advance Amount

0610172009

$56.00 04 15008 §1400003





At the end of each report is the summary page. It also shows which items were selected.

