Chapter 11:  Folder – Fraud 


Chapter 11:  Folder – Fraud

Table of Contents

11-1Chapter 11: Folder – Fraud


11-1Report: Duplicate Company Meals


11-1Available to:
( Analysis             ( Intelligence


11-1Uses:
( Expense Data      Travel / TripLink Data


11-6Report: Duplicate Expense Items


11-6Available to:
( Analysis             ( Intelligence


11-6Uses:
( Expense Data      Travel / TripLink Data


11-11Report: Duplicate Hotel Stays


11-11Available to:
( Analysis             ( Intelligence


11-11Uses:
( Expense Data      Travel / TripLink Data


11-15Report: Duplicate Meal Attendees


11-15Available to:
( Analysis             ( Intelligence


11-15Uses:
( Expense Data      Travel / TripLink Data


11-21Report: Expenses Near Receipt Limit


11-21Available to:
( Analysis             ( Intelligence


11-21Uses:
( Expense Data      Travel / TripLink Data


11-25Report: Submitted Ticket Charges with Unsubmitted Refunds


11-25Available to:
( Analysis             ( Intelligence


11-25Uses:
( Expense Data      Travel / TripLink Data




Revision History 

	Date
	Notes / Comments / Changes

	January 21, 2022
	Updated the copyright year; no other changes; cover date not updated

	February 20, 2021
	Updated the copyright year; no other changes

	January 8, 2020
	Changed copyright; no other content changes

	February 9, 2019
	Removed references to Insight Premium from the guide

	January 12, 2019
	Changed copyright and updated the images of the Duplicate Expense Items and Duplicate Meal Attendees reports

	December 14, 2018
	Added additional information about report prompts and reports to the reports in the Fraud folder

	January 13 2018
	Changed copyright; no other content changes

	December 15 2016
	Changed copyright; no other content changes

	November 7 2016
	Updated report images to match the current application

	October 25 2016
	Updated the guide content to new corporate style; no content changes

	March 23 2016
	Changed the text under the heading from Travel Data to Travel / TripLink Data; no other content changes

	August 14 2015
	Moved from single book to individual "chapters" – no content changes


Chapter 11:  Folder – Fraud

Report: Duplicate Company Meals

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data
This report identifies cases where on the same day: 

· One employee enters an entertainment expense claiming the second employee as an attendee
 – and – 

· The second employee submits a regular meal expense

This could be a legitimate situation if two employees are on the same trip and one pays for dinner for both and each pays for their own lunch. However, it could also be fraud if one employee claims that they took another employee out for the same meal for which the second employee was reimbursed.

Report Prompts
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Date Range Prompt
· Transaction Date: Used to filter the report by the date range that the transactions were incurred

Expense Types Prompts
· Attendee Expense Types: Used to filter the report by the expense type assigned to the expense for the attendee (employee no. 1)

· Employee Expense Types: Used to filter the report by the expense type assigned to the expense for the employee (employee no. 2)

Options Prompt
· Attendee Match Tolerance: Used to select whether the employee name should be an “Exact Match”, “Calculated Last & First”, or “Calculated Last & First Initial”

Report Output
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Transaction Date
	ParamDisplayValue('tranDateParam')
	Displays the date range from the Transaction Date prompt on the Prompts page

	Attendee Expense Types
	ParamDisplayValue('atnExpTypeParam')
	Displays the expense type(s) from the Attendee Expense Types prompt on the Prompts page

	Employee Expense Types
	ParamDisplayValue('empExpTypeParam')
	Displays the expense type(s) from the Employee Expense Types prompt on the Prompts page

	Match Tolerance
	ParamDisplayValue('matchFuzzParam')
	Displays the match tolerance parameter selected from the Attendee Match Tolerance prompt on the Prompts page

	N/A
	AsOfDate()
	Displays the date the report was run

	N/A
	PageNumber()
	Displays the page number of the corresponding page

	N/A
	AsOfTime()
	Displays the time the report was run


Report Data Items

	Data Item Label
	Data Item Name
	Data Item Expression
	Data Item Description

	Transaction Date
	Transaction Date
	[Expense].[Entry Information].[Transaction Date]
	Date that the expense was incurred by employee no. 1 and employee no. 2

	Employee
	Employee1
	[Expense].[Report Header Information].[Employee]
	Last name, first name, and middle initial of employee no. 1

	Employee ID
	Employee ID1
	[Expense].[Report Header Information].[Employee ID]
	Unique number or code that identifies employee no. 1

	Report ID
	Report ID1
	[Expense].[Report Header Information].[Report ID]
	Unique system-assigned code that identifies the expense report of employee no. 1

	Report Name
	Report Name1
	[Expense].[Report Header Information].[Report Name]
	Employee-entered name of the expense report for employee no. 1

	Expense Type
	Expense Type1
	[Expense].[Entry Information].[Expense Type]
	Expense type assigned to employee no. 1’s expense

	Purpose
	Purpose1
	[Expense].[Entry Information].[Purpose]
	Employee-entered business purpose or description of the expense entry for employee no. 1

	Vendor
	Vendor1
	[Expense].[Entry Information].[Vendor]
	Vendor associated with the expense for employee no. 1

	City/Location
	City/Location1
	[Expense].[Entry Information].[City/Location]
	City or location where the expense was incurred for employee no. 1

	Expense Amount
	Expense Amount (reimbursement currency)1, Reimbursement Currency1
	[Expense].[Entry Information].[Expense Amount (reimbursement currency)], [Expense].[Entry Information].[Reimbursement Currency]
	Amount of the expense, converted as needed to employee no. 1’s reimbursement currency, Currency in which employee no. 1 is reimbursed

	Attendee Name
	Attendee Name
	[Expense].[Expense Attendees].[Attendee Name]
	Last Name, First Name of the meal attendee claimed with employee no. 1’s expense

	Title
	Title
	[Expense].[Expense Attendees].[Title]
	Job title of the meal attendee claimed with employee no. 1’s expense

	Company
	Company
	[Expense].[Expense Attendees].[Company]
	Company employing the meal attendee claimed with employee no. 1’s expense

	Attendee Amount
	Approved Amount (Reimbursement Currency), Reimbursement Currency1
	[Expense].[Expense Attendees].[Approved Amount (Reimbursement Currency)], [Expense].[Entry Information].[Reimbursement Currency]
	Amount of the expense approved for reimbursement, converted as needed to the employee no. 1’s reimbursement currency, Currency in which employee no. 1 is reimbursed

	Employee
	Employee
	[Expense].[Report Header Information].[Employee]
	Last name, first name, and middle initial of employee no. 2 who was claimed as a meal attendee by employee no. 1

	Employee ID
	Employee ID
	[Expense].[Report Header Information].[Employee ID]
	Unique number or code that identifies employee no. 2 who was claimed as meal attendee by employee no. 1

	Report ID
	Report ID
	[Expense].[Report Header Information].[Report ID]
	Unique system-assigned code that identifies the expense report of employee no. 2

	Report Name
	Report Name
	[Expense].[Report Header Information].[Report Name]
	Employee-entered name of the expense report for employee no. 2

	Expense Type
	Expense Type
	[Expense].[Entry Information].[Expense Type]
	Expense type assigned to employee no. 2’s expense

	Purpose
	Purpose
	[Expense].[Entry Information].[Purpose]
	Employee-entered business purpose or description of the expense entry for employee no. 2

	Vendor
	Vendor
	[Expense].[Entry Information].[Vendor]
	Vendor associated with the expense for employee no. 2

	City/Location
	City/Location
	[Expense].[Entry Information].[City/Location]
	City or location where the expense was incurred for employee no. 2

	Expense Amount
	Expense Amount (reimbursement currency), Reimbursement Currency
	[Expense].[Entry Information].[Expense Amount (reimbursement currency)], [Expense].[Entry Information].[Reimbursement Currency]
	Amount of the expense, converted as needed to employee no. 2’s reimbursement currency, Currency in which employee no. 2 is reimbursed


Report: Duplicate Expense Items

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data
This report identifies expenses that might have been submitted for the same employee more than once, across multiple reports.

Report Prompts
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Date Range Prompt
· Transaction Date: Used to filter the report by the date range that the transactions were incurred

Options Prompts
· Minimum Amount: Used to filter the report using a defined minimum amount of the expense entries; for example, to only show expenses greater than $50, enter 50
· Expense Types: Used to filter the report by the expense type(s) assigned to the expenses

· Highlight Payment Type Mismatch: Used to select if a mismatch in the method of payment for the duplicate expenses should be highlighted by choosing Yes or No
Report Output
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Transaction Date
	ParamDisplayValue('tranDateParam')
	Displays the date range from the Transaction Date prompt on the Prompts page

	Minimum Entry Amount
	ParamDisplayValue('tranAmountParam')
	Displays the minimum expense amount entered from the Minimum Entry Amount prompt on the Prompts page

	Expense Types
	ParamDisplayValue('expTypeParam')
	Displays the expense type(s) selected from the Expense Types prompt on the Prompts page

	N/A
	AsOfDate()
	Displays the date the report was run

	N/A
	PageNumber()
	Displays the page number of the corresponding page

	N/A
	AsOfTime()
	Displays the time the report was run


Report Data Items

	Data Item Label
	Data Item Name
	Data Item Expression
	Data Item Description

	Employee
	<Employee>
	[Expense].[Report Header Information].[Employee]
	Employee last name, first name, and middle initial who submitted both expense reports

	Employee ID
	<Employee ID>
	[Expense].[Report Header Information].[Employee ID]
	Unique number or code that identifies the employee who submitted both expense reports

	Report ID
	<Report ID>
	[Expense].[Report Header Information].[Report ID]
	Unique system-assigned code that identifies the expense report of the employee's first expense report

	Report Name
	<Report Name>
	[Expense].[Report Header Information].[Report Name]
	Employee-entered name of the employee's first expense report

	Transaction Date
	<Transaction Date>
	[Expense].[Entry Information].[Transaction Date]
	Date that the expense was incurred by the employee

	Expense Type
	<Expense Type>
	[Expense].[Entry Information].[Expense Type]
	Expense type assigned to the expense

	Purpose
	<Purpose>
	[Expense].[Entry Information].[Purpose]
	Employee-entered business purpose or description of the employee’s first expense report

	Payment Type
	<Payment Type>
	[Expense].[Entry Information].[Payment Type]
	Method by which the employee paid for the expense, such as cash or a credit card

	Vendor
	<Vendor>
	[Expense].[Entry Information].[Vendor]
	Vendor associated with the expense

	City/Location
	<City/Location>
	[Expense].[Entry Information].[City/Location]
	City or location where the expense was incurred

	Expense Amount
	<Expense Amount (reimbursement currency)>, <Reimbursement Currency>
	[Expense].[Entry Information].[Expense Amount (reimbursement currency)], [Entries 1].[Reimbursement Currency]
	Amount of the expense, converted as needed to the employee's reimbursement currency, Currency in which the employee is reimbursed

	Report ID
	<Report ID1>
	[Entries 2].[Report ID]
	Unique system-assigned code that identifies the expense report of the employee's second expense report

	Report Name
	<Report Name1>
	[Entries 2].[Report Name]
	Employee-entered name of the employee's second expense report

	Transaction Date
	<Transaction Date1>
	[Entries 2].[Transaction Date]
	Date that the duplicate expense was incurred by the employee

	Expense Type
	<Expense Type1>
	[Entries 2].[Expense Type]
	Expense type assigned to the duplicate expense

	Purpose
	<Purpose1>
	[Entries 2].[Purpose]
	Employee-entered business purpose or description of the employee’s second expense report

	Payment Type
	<Payment Type1>
	[Entries 2].[Payment Type]
	Method by which the employee paid for the duplicate expense, such as cash or a credit card

	Vendor
	<Vendor1>
	[Entries 2].[Vendor]
	Vendor associated with the duplicate expense

	City/Location
	<City/Location1>
	[Entries 2].[City/Location]
	City or location where the duplicate expense was incurred

	Expense Amount
	<Expense Amount (reimbursement currency)1>, <Reimbursement Currency1>
	[Entries 2].[Expense Amount (reimbursement currency)], [Entries 2].[Reimbursement Currency]
	Amount of the duplicate expense, converted as needed to the employee's reimbursement currency, Currency in which the employee is reimbursed


Report: Duplicate Hotel Stays

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data
This report identifies cases where two different hotel expenses have occurred on the same day for the same employee.

This could be a legitimate situation if the employee has a late check-out in one city and checks into a new hotel in a new city later that same day. However, it could also be fraud if the traveler is reserving a second hotel in the same city.

Report Prompts
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Date Range Prompt
· Transaction Date: Used to filter the report by the date range that the transactions were incurred

Expense Types Prompt
· Hotel Expense Types: Used to filter the report by the hotel expense type(s) assigned to the expenses

Options Prompt
· Highlight Payment Type Mismatch: Used to select if a mismatch in the method of payment between the duplicate expenses should be highlighted

Report Output
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Transaction Date
	ParamDisplayValue('tranDateParam')
	Displays the date range from the Transaction Date prompt on the Prompts page

	Expense Types
	ParamDisplayValue('expTypeParam')
	Displays the expense type(s) from the Expense Type prompt on the Prompts page

	N/A
	AsOfDate()
	Displays the date the report was run

	N/A
	PageNumber()
	Displays the page number of the corresponding page

	N/A
	AsOfTime()
	Displays the time the report was run


Report Data Items

	Data Item Label
	Data Item Name
	Data Item Expression
	Data Item Description

	Employee
	Employee
	[Expense].[Report Header Information].[Employee]
	Employee last name, first name, and middle initial

	Employee ID
	Employee ID
	[Expense].[Report Header Information].[Employee ID]
	Unique number or code that identifies the employee

	Report ID
	Report ID
	[Expense].[Report Header Information].[Report ID]
	Unique system-assigned code that identifies the expense report

	Report Name
	Report Name
	[Expense].[Report Header Information].[Report Name]
	Employee-entered name of the expense report

	Transaction Date
	Transaction Date
	[Expense].[Entry Information].[Transaction Date]
	Date that the expense was incurred

	Expense Type
	Expense Type
	[Expense].[Entry Information].[Expense Type]
	Expense type assigned to the expense

	Purpose
	Purpose
	[Expense].[Entry Information].[Purpose]
	Employee-entered business purpose or description of the expense entry

	Payment Type
	Payment Type
	[Expense].[Entry Information].[Payment Type]
	Method by which the employee paid for the expense, such as cash or a credit card

	Vendor
	Vendor
	[Expense].[Entry Information].[Vendor]
	Vendor associated with the expense

	City/Location
	City/Location
	[Expense].[Entry Information].[City/Location]
	City or location where the expense was incurred

	Expense Amount
	Expense Amount (reimbursement currency), Reimbursement Currency
	[Expense].[Entry Information].[Expense Amount (reimbursement currency)], [Expense].[Entry Information].[Reimbursement Currency]
	Amount of the expense, converted as needed to the employee's reimbursement currency, Currency in which the employee is reimbursed

	Report ID
	Report ID1
	[Expense].[Report Header Information].[Report ID]
	Report ID of the employee’s second expense report with the same hotel check-in date

	Report Name
	Report Name1
	[Expense].[Report Header Information].[Report Name]
	Report name of the employee's second expense report with the same hotel check-in date

	Transaction Date
	Transaction Date1
	[Expense].[Entry Information].[Transaction Date]
	Date the duplicate hotel expense was incurred

	Expense Type
	Expense Type1
	[Expense].[Entry Information].[Expense Type]
	Expense type assigned to the duplicate hotel expense

	Purpose
	Purpose1
	[Expense].[Entry Information].[Purpose]
	Employee-entered business purpose or description of the duplicate hotel expense entry

	Payment Type
	Payment Type1 
	[Expense].[Entry Information].[Payment Type]
	Method by which the employee paid for the duplicate hotel expense, such as cash or a credit card

	Vendor
	Vendor1
	[Expense].[Entry Information].[Vendor]
	Vendor associated with the duplicate hotel expense

	City/Location
	City/Location1
	[Expense].[Entry Information].[City/Location]
	City or location where the duplicate hotel expense was incurred

	Expense Amount
	Expense Amount (reimbursement currency)1, Reimbursement Currency1
	[Expense].[Entry Information].[Expense Amount (reimbursement currency)], [Expense].[Entry Information].[Reimbursement Currency]
	Amount of the duplicate hotel expense, converted as needed to the employee's reimbursement currency, Currency in which the employee is reimbursed


Report: Duplicate Meal Attendees

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data
This report identifies cases where two different expense items on the same day claim the same person as an attendee.

This could be a legitimate situation if the same person is taken out to multiple meals. However, it could also be fraud if two different employees claim the same person as an attendee for the same meal.

Report Prompts
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Date Range Prompt
· Transaction Date: Used to filter the report by the date range that the transactions were incurred

Expense Types Prompt
· Attendee Expense Types: Used to filter the report by the expense type(s) assigned to the expenses

Options Prompt
· Attendee Match Tolerance: Used to select whether the attendee's name should be matched using an “Exact Match”, “Calculated First & Last” name, or “Calculated Last & First Initial”

Report Output
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Transaction Date
	ParamDisplayValue('tranDateParam')
	Displays the date range from the Transaction Date prompt on the Prompts page

	Transaction Date
	ParamDisplayValue('tranDateParam')
	Displays the date range from the Transaction Date prompt on the Prompts page

	Attendee Expense Types
	ParamDisplayValue('atnExpTypeParam')
	Displays the expense type(s) from the Attendee Expense Types prompt on the Prompts page

	Attendee Match Tolerance
	ParamDisplayValue('matchFuzzParam')
	Displays the match tolerance parameters selected from the Attendee Match Tolerance prompt on the Prompts page

	N/A
	AsOfDate()
	Displays the date the report was run

	N/A
	PageNumber()
	Displays the page number of the corresponding page

	N/A
	AsOfTime()
	Displays the time the report was run


Report Data Items

	Data Item Label
	Data Item Name
	Data Item Expression
	Data Item Description

	Transaction Date
	<Transaction Date>
	[Expense].[Entry Information].[Transaction Date]
	Date that the expense was incurred

	Employee1
	<Employee1>
	[Expense].[Report Header Information].[Employee]
	Employee last name, first name, and middle initial

	Employee ID1
	<Employee ID1>
	[Expense].[Report Header Information].[Employee ID]
	Unique number or code that identifies the employee

	Report ID1
	<Report ID1>
	[Expense].[Report Header Information].[Report ID]
	Unique system-assigned code that identifies the expense report

	Report Name1
	<Report Name1>
	[Expense].[Report Header Information].[Report Name]
	Employee-entered name of the expense report

	Expense Type1
	<Expense Type1>
	[Expense].[Entry Information].[Expense Type]
	Expense type assigned to the expense

	Purpose1
	<Purpose1>
	[Expense].[Entry Information].[Purpose]
	Employee-entered business purpose or description of the expense entry

	Vendor1
	<Vendor1>
	[Expense].[Entry Information].[Vendor]
	Vendor associated with the expense

	City/Location1
	<City/Location1>
	[Expense].[Entry Information].[City/Location]
	City or location where the expense was incurred

	Expense Amount
	<Expense Amount (reimbursement currency)1>, <Reimbursement Currency1>
	[Expense].[Entry Information].[Expense Amount (reimbursement currency)], [Expense].[Expense Attendees].[Reimbursement Currency]
	Amount of the expense, converted as needed to the employee's reimbursement currency, Currency in which the employee is reimbursed

	Attendee Name1
	<Attendee Name1>
	[Expense].[Expense Attendees].[Attendee Name]
	Last Name, First Name of an attendee associated with the expense

	Title1
	<Title1>
	[Expense].[Expense Attendees].[Title]
	Job title of the attendee

	Company1
	<Company1>
	[Expense].[Expense Attendees].[Company]
	Company employing the attendee

	Attendee Amount
	<Approved Amount (Reimbursement Currency)1>,< Reimbursement Currency1>
	[Expense].[Expense Attendees].[Approved Amount (Reimbursement Currency)], [Expense].[Expense Attendees].[Reimbursement Currency]
	Amount of the expense approved for reimbursement for the attendee, converted as needed to the employee's reimbursement currency

	Employee
	<Employee>
	[Expense].[Report Header Information].[Employee]
	Employee last name, first name, and middle initial of the second employee claiming the attendee

	Employee ID
	<Employee ID>
	[Expense].[Report Header Information].[Employee ID]
	Employee ID of the second employee claiming the attendee

	Report ID
	<Report ID>
	[Expense].[Report Header Information].[Report ID]
	Report ID of the second employee’s expense report claiming the attendee

	Report Name
	<Report Name>
	[Expense].[Report Header Information].[Report Name]
	Report name of the second employee’s expense report claiming the attendee

	Expense Type
	<Expense Type>
	[Expense].[Entry Information].[Expense Type]
	Expense type assigned to the expense of the second employee claiming the attendee

	Purpose
	<Purpose>
	[Expense].[Entry Information].[Purpose]
	Employee-entered business purpose or description for the expense entry of the second employee claiming the attendee

	Vendor
	<Vendor>
	[Expense].[Entry Information].[Vendor]
	Vendor associated with the expense of the second employee claiming the attendee

	City/Location
	<City/Location>
	[Expense].[Entry Information].[City/Location]
	City or location where the expense was incurred for the second employee claiming the attendee

	Expense Amount
	<Expense Amount (reimbursement currency)>, <Reimbursement Currency>
	[Expense].[Entry Information].[Expense Amount (reimbursement currency)], [Expense].[Expense Attendees].[Reimbursement Currency]
	Amount of the expense for the second employee, converted as needed to the employee's reimbursement currency, Currency in which the employee is reimbursed

	Attendee Name
	<Attendee Name>
	[Expense].[Expense Attendees].[Attendee Name]
	Last Name, First Name of the duplicate attendee associated with the expense

	Title
	<Title>
	[Expense].[Expense Attendees].[Title]
	Job title of the duplicate attendee

	Company
	<Company>
	[Expense].[Expense Attendees].[Company]
	Company employing the duplicate attendee

	Attendee Amount
	<Approved Amount (Reimbursement Currency)>, <Reimbursement Currency>
	[Expense].[Expense Attendees].[Approved Amount (Reimbursement Currency)], [Expense].[Expense Attendees].[Reimbursement Currency]
	Amount of the expense approved for reimbursement for the duplicate attendee, converted as needed to the employee's reimbursement currency


Report: Expenses Near Receipt Limit

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data
This report identifies expense items that were under the receipt limit in effect at the time of submission but were very close to the limit.

Employees who are aware of the receipt limits may submit expenses fraudulently knowing that documentation is not necessary for these expenses. Employees who submit these types of expenses frequently may need to be audited more closely or placed into a limit group with a lower receipt threshold.

Report Prompts
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Date Range Prompt
· Sent for Payment Date: Used to filter the report by the date range that the expenses were paid

Metrics Prompts
· Receipt Limit (reporting currency): Used to set the maximum amount of an expense which does not require a receipt; for example, to set the maximum expense amount to $20, enter 20
· Percent Under Limit: Used to define the maximum percentage that an expense is under the receipt limit; for example, to set the maximum percentage to 5%, enter 5
Options Prompts
· Limit Expense Types: Used to filter the report by the expense type(s) assigned to the expenses

· Limit Payment Types: Used to filter the report by the method(s) by which the employees paid for the expenses

Report Output
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Sent for Payment Date
	ParamDisplayValue('lastSentDateParam')
	Displays the date range from the Sent for Payment Date prompt on the Prompts page

	Receipt Limit
	ParamDisplayValue('limitParam')
	Displays the receipt limit amount entered from the Receipt Limit prompt on the Prompts page

	Tolerance
	ParamDisplayValue('toleranceParam') + '%'
	Displays the tolerance rate from the Percent Under Limit prompts on the Prompts page

	Expense Types
	ParamDisplayValue('expTypeParam')
	Displays the expense type(s) selected from the Expense Types prompt on the Prompts page

	Payment Types
	ParamDisplayValue('paymentTypeParam')
	Displays the payment type(s) selected from the Payment Types prompt on the Prompts page

	Reporting Currency
	[Expense].[Entry Information].[Reporting Currency]
	Displays the currency defined by the client as the corporate, common currency

	N/A
	AsOfDate()
	Displays the date the report was run

	N/A
	PageNumber()
	Displays the page number of the corresponding page

	N/A
	AsOfTime()
	Displays the time the report was run


Report Data Items

	Data Item Label
	Data Item Name
	Data Item Expression
	Data Item Description

	Employee
	<Employee>
	[Expense].[Report Header Information].[Employee]
	Employee last name, first name, and middle initial

	Employee ID
	<Employee ID>
	[Expense].[Report Header Information].[Employee ID]
	Unique number or code that identifies the employee

	Report ID
	<Report ID>
	[Expense].[Report Header Information].[Report ID]
	Unique system-assigned code that identifies the expense report

	Report Name
	<Report Name>
	[Expense].[Report Header Information].[Report Name]
	Employee-entered name of the expense report

	Transaction Date
	<Transaction Date>
	[Expense].[Entry Information].[Transaction Date]
	Date the transaction was incurred

	Expense Type
	<Expense Type>
	[Expense].[Entry Information].[Expense Type]
	Expense type assigned to the expense

	Payment Type
	<Payment Type>
	[Expense].[Entry Information].[Payment Type]
	Method by which the employee paid for the expense, such as cash or a credit card

	Vendor
	<Vendor>
	[Expense].[Entry Information].[Vendor]
	Vendor associated with the expense

	Expense Amount
	<Expense Amount (rpt)>
	[Expense].[Entry Information].[Expense Amount (rpt)]
	Amount of the expense, converted as needed to the reporting currency


Report: Submitted Ticket Charges with Unsubmitted Refunds

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data
This report identifies credit card airfare transactions that have been expensed but their subsequent refund is either unassigned or not been submitted. The report matches in one of two ways:

· Matches on exact ticket number, which should be the same for a charge and its refund
– or –

· Matches where the expensed transaction amount equals the unassigned amount but with a negative sign

The type of matching is selectable by the user.

Report Prompts
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Date Range Prompt
· Sent for Payment Date: Used to filter the report by the date range that the expenses were paid
Options Prompt
· Match Type: Used to select if the airfare transactions should be matched using the exact ticket number or amount
Report Output
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Sent for Payment Date
	ParamDisplayValue('sentPaymentParam')
	Displays the date range from the Sent for Payment Date prompt on the Prompts page

	Match Type
	ParamDisplayValue('matchTypeParam')
	Displays the match type parameters selected from the Match Type prompt on the Prompts page

	N/A
	AsOfDate()
	Displays the date the report was run

	N/A
	PageNumber()
	Displays the page number of the corresponding page

	N/A
	AsOfTime()
	Displays the time the report was run


Report Data Items

	Data Item Label
	Data Item Name
	Data Item Expression
	Data Item Description

	Employee
	<Employee>
	[Expense].[Report Header Information].[Employee]
	Employee last name, first name, and middle initial

	Employee ID
	<Employee ID>
	[Expense].[Report Header Information].[Employee ID]
	Unique number or code that identifies the employee

	Report Name
	<Report Name>
	[Expense].[Report Header Information].[Report Name]
	Employee-entered name of the expense report 

	Report ID
	<Report ID>
	[Expense].[Report Header Information].[Report ID]
	Unique system-assigned code that identifies the expense report

	Payment Status
	<Payment Status>
	[Expense].[Report Header Information].[Payment Status]
	Status of the expense report in the payment process 
NOTE: The payment process does not begin until the approval process has completed.

	Sent for Payment Date
	<Sent for Payment Date>
	[Expense].[Report Dates and Statuses].[Sent for Payment Date]
	Date the expense report was extracted from the expense system for payment in another accounting system (such as Accounts Payable or Payroll)

	Expense Amount
	<Expense Amount (reimbursement currency)>, <Reimbursement Currency>
	[Expense].[Entry Information].[Expense Amount (reimbursement currency)], [Expense].[Entry Information].[Reimbursement Currency]
	Amount of the expense, converted as needed to the employee's reimbursement currency, Currency in which the employee is reimbursed

	Ticket Number
	<Ticket Number>
	[Expense].[Credit Card - Air and Travel Information].[Ticket Number]
	Ticket number of the airline ticket that was expensed

	Transaction Date
	<Transaction Date>
	[Expense].[Entry Information].[Transaction Date]
	Date that the expense was incurred

	Payment Type
	<Payment Type>
	[Expense].[Entry Information].[Payment Type]
	Method by which the employee paid for the expense, such as cash or a credit card

	Vendor
	<Vendor>
	[Expense].[Entry Information].[Vendor]
	Vendor associated with the expense 

	Posted Amount
	<Posted Amount (credit card currency)>, <Credit Card Currency>
	[Expense].[Credit Card Transactions].[Posted Amount (credit card currency)], [Expense].[Credit Card Transactions].[Credit Card Currency]
	Transaction amount converted, as needed, from the transaction currency to the credit card's currency, Credit card's base currency

	Status
	<Status>
	Unassigned:

case

WHEN # sq($runLocale )# = 'en' THEN 'Unassigned'

WHEN # sq($runLocale )# = 'zh-cn' THEN '未分配'

WHEN # sq($runLocale )# = 'zh-tw' THEN '未指派'

WHEN # sq($runLocale )# = 'en-gb' THEN 'Unassigned'

WHEN # sq($runLocale )# = 'fr' THEN 'Non affecté'

WHEN # sq($runLocale )# = 'de' THEN 'Nicht zugewiesen'

WHEN # sq($runLocale )# = 'ja' THEN '未割り当て'

WHEN # sq($runLocale )# = 'it' THEN 'Non assegnato'

WHEN # sq($runLocale )# = 'ko' THEN '지정 안 됨'

WHEN # sq($runLocale )# = 'sv' THEN 'Ej tilldelad'

WHEN # sq($runLocale )# = 'nl' THEN 'Niet-toegewezen'

End
Unsubmitted:

[Expense].[Report Header Information].[Approval Status]
	Status of the expense report in the approval process; if “Unassigned”, it will display “Unassigned” in the reporting country language

	Ticket Number
	<Ticket Number1>
	[Expense].[Credit Card - Air and Travel Information].[Ticket Number]
	Ticket number of the airline ticket that has received a refund

	Transaction Date
	<Transaction Date1>
	[Expense].[Credit Card Transactions].[Transaction Date]
	Date the refund was processed

	Payment Type
	<Payment Type1>
	[Expense].[Credit Card Accounts].[Payment Type]
	Method by which the expense was refunded, such as cash or a credit card

	Vendor
	<Merchant>
	[Expense].[Credit Card Transactions].[Merchant]
	Name of the merchant, or vendor, with whom the refund was conducted

	Posted Amount
	<Posted Amount (credit card currency)1>, <Credit Card Currency1>
	[Expense].[Credit Card Transactions].[Posted Amount (credit card currency)], [Expense].[Credit Card Transactions].[Credit Card Currency]
	Refund amount converted, as needed, from the transaction currency to the credit card's currency, Credit card's base currency
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