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Revision History 

	Date
	Notes / Comments / Changes

	March 13, 2024
	In the Subfolder: Verify section, removed the following report views:

· Audit Service Employee Exception Analysis
· Audit Service Statistics with Exception Breakdown
These report views are no longer needed in the Verify folder.

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

	October 16, 2021
	In the Subfolder: Verify section, added information about the report views added to the Verify subfolder.

	September 22, 2021
	Moved the following reports from the Subfolder: Verify section to the Main Folder: Audit section:

· Audit Service Employee Exception Analysis

· Audit Service Exception Categories

· Audit Service Exception Categories – Details

· Audit Service Statistics – Details

· Audit Service Statistics by Reporting Group

· Audit Service Statistics Summary

· Audit Service Statistics with Exception Breakdown

These reports will continue to be located in the main Audit folder. In a future release, report views for these reports will be added to the new Verify subfolder.

	September 18, 2021
	With the September 2021 release, the Verify subfolder was added to the Audit folder to consolidate the reports that are valid for the Verify feature into one folder. 

Moved the following reports under the new Subfolder: Verify heading:

· Audit Service Employee Exception Analysis

· Audit Service Exception Categories

· Audit Service Exception Categories – Details

· Audit Service Statistics – Details

· Audit Service Statistics by Reporting Group

· Audit Service Statistics Summary

· Audit Service Statistics with Exception Breakdown

Added the Main Folder: Audit heading for the rest of the reports located in the main Audit folder.

	July 17, 2021
	Added the following new reports:

· Audit Service Employee Exception Analysis

· Audit Service Exception Line Item Values Summary

· Audit Service Reports Deleted After Audit

· Audit Service Selection Criteria

· Audit Service Statistics with Exception Breakdown

Also fixed the heading for the Audit Service Statistics Summary report so that the report appears in this chapter's table of contents.

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

	January 8, 2020
	Changed copyright; no other content changes

	August 17, 2019
	Added additional information about the reports in the Audit folder

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

	December 8, 2018
	Updated images of the Audit Summary by Employee and Audit Summary by Question for the new Entry Count and Report Count columns, and the Amount column being renamed to Approved Entry Amount and Total Report Amount.

	January 13, 2018
	Changed copyright; no other content changes

	November 4 2017
	Added Report Prompts section to the Employee Audit Required Status report for the new report prompt

	December 15 2016
	Changed copyright; no other content changes

	October 10 2016
	Updated Prompts images for copied reports

	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 4:  Folder – Audit

Subfolder: Verify

The Verify subfolder contains report views for the following audit reports:

· Audit Service Exception Categories

· Audit Service Exception Categories – Details

· Audit Service Statistics – Details

· Audit Service Statistics by Reporting Group

· Audit Service Statistics Summary

The reports listed above are valid for the Verify feature.

NOTE: The actual audit reports listed above will continue to be located under the main Audit folder. Only the report views for these reports are located in the Verify subfolder.
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Main Folder: Audit

Report: Audit Service Employee Exception Analysis
Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data

This report provides a list of all employees with an audit exception found during the audit process for a specified timeframe. The report ranks the employees by the highest number of audit exceptions identified (a combination of the report-level and entry-level audit exceptions). 

The report can help client administrators determine which employees have the highest number of audit exceptions.

NOTE: Concur Expense records every audit event associated with a report as an audit. If a report is sent back to the employee and audited again when it is resubmitted, this will count as a second separate audit event.

Report Prompts
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Report Output
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Clicking an employee ID link in the Employee ID column on the Summary section of the report opens the Detail section of the report:
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Audit Start Date


	[Expense].[Expense Report Audit].[Audit Date]

	Displays the date range from the Audit Start Date prompt on the Prompts page

	Expense Groups
	[Expense].[Report Header Information].[Employee Custom 21 - Code]
	Displays the expense groups selected for the Expense Groups prompt on the Prompts page


Report Data Items - Summary

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

	Rank
	<Rank>
	[Cliqbook Unsubmitted AIrfare Details].[Employee]
	Displays the rank of the employee based on the number of audit exceptions associated with the employee

	Employee Name
	<Employee Name>
	rank ([Report Exception Instance]+[Entry Exception Instance])
	Displays the employee name

	Employee ID
	<Employee ID>
	[Employee Audit Exception Instances].[Employee Name]
	Displays the employee ID

	Employee Email Address
	<Employee Email Address>
	[Employee Audit Exception Instances].[Employee ID]
	Displays the employee email address

	Report Exception Instance
	<Report Exception Instance>
	[Employee Audit Exception Instances].[Employee Email Address]
	Displays the expense report exception instance count

	Report Expense Amount (rpt)
	<Report Expense Amount (rpt)>
	CASE WHEN [Employee Audit Exception Instances].[Audit Type]='Report' THEN [Employee Audit Exception Instances].[Exception Instance] END
	Displays the amount of the expenses associated with the exceptions for an employee

	Entry Exception Instance
	<Entry Exception Instance>
	CASE WHEN [Employee Audit Exception Instances].[Audit Type]='Entry' THEN [Employee Audit Exception Instances].[Exception Instance] END
	Displays the expense entry exception instance count

	Entry Expense Amount (rpt)
	<Entry Expense Amount (rpt)>
	CASE WHEN [Employee Audit Exception Instances].[Audit Type]='Entry' 

THEN [Employee Audit Exception Instances].[Expense Amount (rpt)] 

ELSE 0.00 END
	Displays the amount of the expenses associated with the exceptions for an expense report

	Reporting Currency
	<Reporting Currency>
	[Employee Audit Exception Instances].[Reporting Currency]
	Displays the currency code in which the reporting currency is shown (for example, USD, CAD, GBP)


Report Data Items - Detail

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

	Employee Name
	<Employee Name>
	[Union1].[Employee Name]
	Displays the employee

name

	Employee ID
	<Employee ID>
	[Union1].[Employee ID]
	Displays the employee ID

	Employee Email Address
	<Employee Email Address>
	[Union1].[Employee Email Address]
	Displays the employee email address

	Report ID
	<Report ID>
	[Union1].[Report ID]
	Displays the expense report ID

	Report Name
	<Report Name>
	[Union1].[Report Name]
	Displays the expense report name

	Expense Group
	<Expense Group>
	[Union1].[Employee Custom 21 - Name]
	Displays the expense group name

	Expense Type
	<Expense Type>
	[Union1].[Expense Type]
	Expense type assigned to the expense

	Transaction Date
	<Transaction Date>
	[Union1].[Transaction Date]
	Date the transaction was incurred

	Vendor
	<Vendor>
	[Union1].[Vendor]
	Vendor associated with the expense

	City/Location
	<City/Location>
	[Union1].[City/Location]
	City/Location where the expense was incurred

	State/Province/Region
	<State/Province/Region>
	[Union1].[State/Province/Region]
	State/Province/Region where the expense was incurred

	Country
	<Country>
	[Union1].[Country]
	Country where the expense was incurred

	Payment Type
	<Payment Type>
	[Union1].[Payment Type]
	Method by which the employee paid for the expense, such as cash or a credit card

	Expense Amount (rpt)
	<Expense Amount (rpt)>
	[Union1].[Expense Amount (rpt)]
	Amount of the expense, converted as needed to the reporting currency

	Reporting Currency
	<Reporting Currency>
	[Union1].[Reporting Currency]
	Displays the currency code in which the reporting currency is shown (for example, USD, CAD, GBP)

	Audit Type
	<Audit Type>
	[Union1].[Audit Type]
	Displays the audit type


Report: Audit Service Exception Categories

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data

This report provides a view of the distribution of audit exceptions found during the audit process during a specified timeframe. It can be used to track audit volumes and analyze the types of exceptions and their frequency of occurrence. 

It captures the Failed Audit Instance Count, the Passed Instance Count, and the percentage of Failed Audit Instances. Excluded are the audit entries where there is no report associated to it.
NOTE: Concur Expense records every audit event associated with a report as an audit. If a report is sent back to the employee and audited again when it is resubmitted, this will count as a second separate audit event.

Report Prompts
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Report Output
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Audit End Date


	'  ' + ParamDisplayValue('endDateParam')


	Displays the date range from the Audit End Date prompt on the Prompts page


Report Data Items

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

	Reason 
	<Reason Name>
	[Cliqbook Unsubmitted AIrfare Details].[Employee]
	Displays reason

	Audit Instance Count
	<Audit Instance Count>
	[Cliqbook Unsubmitted AIrfare Details].[Purchased Date]
	Displays audit instance count

	Passed Audit Instance Count
	<Passed Audit Instance Count>
	[Cliqbook Unsubmitted AIrfare Details].[Start Date]
	Displays passed audit instance count

	Failed Audit Instance Count
	<Failed Audit Instance Count>
	[Cliqbook Unsubmitted AIrfare Details].[Transportation Vendor / Hotel Property]
	Displays failed audit instance count

	% Of Failed Audit Instances
	<% Of Failed Audit Instances>
	[Cliqbook Unsubmitted AIrfare Details].[Ticket Status]
	Displays percentage of failed audit instances 


Report: Audit Service Exception Categories – Details

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data

This report lists every expense report that has been audited for the given date along with the audit reasons. It can be run with prompts from the reports folder or it can be run as a drill-through report from the Audit Service Exception summary report, with parameters passed from that report.

It captures the Failed Audit Instance Count, the Passed Instance Count, and the percentage of Failed Audit Instances. Excluded are the audit entries where there is no report associated to it.
NOTE: Concur Expense records every audit event associated with a report as an audit. If a report is sent back to the employee and audited again when it is resubmitted, this will count as a second separate audit event.

Report Prompts
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Report Output
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Audit End Date
	' ' + ParamDisplayValue('endDateParam')
	Displays the date range from the Audit End Date prompt on the Prompts page

	Reason(s)
	' ' + 

CASE 

WHEN ParamDisplayValue('reasonKeyParam') IS NOT MISSING THEN ParamDisplayValue('reasonKeyParam') 

WHEN ParamDisplayValue('reasonNameParam') IS NOT MISSING THEN ParamDisplayValue('reasonNameParam') 

END
	Displays the reason key/reason name

	Reporting Currency
	' + [Main].[Reporting Currency]
	Displays the currency code in which the reporting currency is shown (for example, USD, CAD, GBP)

	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

	Audit Key
	<Audit Key>
	[Expense].[Concur Audit Service].[Audit Key]
	Displays the audit key

	Report ID
	<Report ID>
	[Expense].[Report Header Information].[Report ID]
	Displays the expense report ID

	Report Name
	<Report Name>
	[Expense].[Report Header Information].[Report Name]
	Displays the expense report name

	Auditor Comment
	<Auditor Comment>
	[Expense].[Concur Audit Service].[Auditor Comment]
	Displays the audit comment

	Auditor Name
	<Auditor Name>
	[Expense].[Concur Audit Service].[Auditor Name]
	Displays the auditor's name

	Audit Start Date
	<Audit Start Date>
	[Expense].[Concur Audit Service].[Audit Start Date]
	Displays the audit start date

	Audit End Date
	<Audit End Date>
	[Expense].[Concur Audit Service].[Audit End Date]
	Displays the audit end date

	Audit Status
	<Audit Status>
	[Expense].[Concur Audit Service].[Audit Status]
	Displays the audit status

	Employee ID
	<Employee ID>
	[Expense].[Report Header Information].[Employee ID]
	Displays the employee ID

	Employee  
	<Employee>
	[Expense].[Report Header Information].[Employee]
	Displays the employee name

	Employee E-mail Address
	<Employee E-mail Address>
	[Expense].[Report Header Information].[Employee E-mail Address]
	Displays the employee e-mail address

	Is Resubmitted
	<Is Resubmitted>
	"CASE [Expense].[Report Header Information].[Approval Status Legacy Key]

WHEN 'A_RESU' THEN 'Y' 

ELSE 'N' 

END"
	Displays a 'Y' or 'N' 

	Is Extracted
	<Is Extracted>
	"CASE [Expense].[Report Header Information].[Payment Status Legacy Key] 

WHEN 'P_PAID' THEN 'Y' 

WHEN 'P_PAYC' THEN 'Y' 

ELSE 'N'  END"
	Displays a 'Y' or 'N' 

	Expense Audit Required
	<Expense Audit Required>
	[Expense].[Report Header Information].[Expense Audit Required]
	Displays whether the expense audit is required

	Audit Instance Count
	<Audit Instance Count>
	[Expense].[Concur Audit Service].[Audit Instance Count]
	Displays the audit instance count

	Audit Exception Count
	<Audit Exception Count>
	[Expense].[Audit Reasons].[Audit Exception Count]
	Displays the audit expense count

	Total Report Amount
	<Total Report Amount>
	[Expense].[Report Header Information].[Total Report Amount (rpt)]
	Displays the total amount of the expense


Report: Audit Service Exception Line Item Values Summary
Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data

This report provides a breakdown of the quantity and monetary value of each line item exception grouped by the following Line Level Exception types: Approved with Exception (AWE), Returned to Employee, and Pending Exception Review (PER).

The Audit Service Exception Line Item Values Summary report is similar to the Audit Service Exception Categories – Details report, but this report provides an in-depth line-level look at audit exceptions.
NOTE: Concur Expense records every audit event associated with a report as an audit. If a report is sent back to the employee and audited again when it is resubmitted, this will count as a second separate audit event.

Report Prompts
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Report Output
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Clicking an exception status link in the Line Level Exceptions column on the Summary section of the report opens the Details section of the report:
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Audit Start Date


	[Expense].[Expense Report Audit].[Audit Date]

	Displays the date range from the Audit Start Date prompt on the Prompts page

	Expense Groups
	[Expense].[Report Header Information].[Employee Custom 21 - Code]
	Displays the expense groups selected for the Expense Groups prompt on the Prompts page


Report Data Items - Summary

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

	Line Level Exceptions
	<Line Level Exceptions>
	CASE [Status Code]

WHEN 'AUDITWB_WF_PEND' THEN 'Pending Exception Review'

WHEN 'AUDITWB_WF_FAIL' THEN 'Returned to Employee'

WHEN 'AUDITWB_WF_PASS_EXC' THEN 'Approved with Exception'

WHEN 'AUDITWB_WF_NONE_EXC' THEN 'Approved with Exception'

ELSE 'Unknown' END
	Displays the line-level exception status

	Amount
	<Amount>
	[Audit Details].[Expense Amount (rpt)]
	Displays the total amount of the expenses associated with the audit exceptions that have the line-level exception status

	Quantity
	<Quantity>
	[Audit Details].[Audit Count]
	Displays the total audit exception count for the exceptions with the line-level exception status


Report Data Items - Details

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

	Status (Altered)
	<Status (Altered)>
	[Audit Details1].[Status (Altered)]
	Displays the line-level exception status

	Employee
	<Employee>
	[Audit Details1].[Employee]
	Displays the employee name

	Employee ID
	<Employee ID>
	[Audit Details1].[Employee ID]
	Displays the employee ID

	Employee Email Address
	<Employee Email Address>
	[Audit Details1].[Employee Email Address]
	Displays the employee email address

	Report Name
	<Report Name>
	[Audit Details1].[Report Name]
	Displays the expense report name

	Report ID
	<Report ID>
	[Audit Details1].[Report ID]
	Displays the expense report ID

	Expense Audit Required
	<Expense Audit Required>
	[Audit Details1].[Expense Audit Required]
	Displays whether the expense audit is required

	Reporting Group
	<Reporting Group>
	[Audit Details1].[Reporting Group]
	Code that indicates the level assigned to the expense type from the reporting hierarchy

	Policy
	<Policy>
	[Audit Details1].[Policy]
	Policy associated with the audit exception

	Expense Type
	<Expense Type>
	[Audit Details1].[Expense Type]
	Expense type assigned to the expense

	Transaction Date
	<Transaction Date>
	[Audit Details1].[Transaction Date]
	Date the transaction was incurred

	Vendor
	<Vendor>
	[Audit Details1].[Vendor]
	Vendor associated with the expense

	Payment Type
	<Payment Type>
	[Audit Details1].[Payment Type]
	Method by which the employee paid for the expense, such as cash or a credit card

	Expense Amount (rpt)
	<Expense Amount (rpt)>
	[Audit Details1].[Expense Amount (rpt)]
	Amount of the expense, converted as needed to the reporting currency

	Report Entry Legacy Key
	<Report Entry Legacy Key>
	[Audit Details1].[Report Entry Legacy Key]
	Allows users to match the expense in Analysis/Intelligence with the same values in Concur Expense

	Audit Date
	<Audit Date>
	[Audit Details1].[Audit Date]
	Displays the date the audit was performed

	Status
	<Status>
	[Audit Details1].[Status]
	Displays the audit status

	Status Code
	<Status Code>
	[Audit Details1].[Status Code]
	Displays the code for the audit status

	Audit Count
	<Audit Count>
	[Audit Details1].[Audit Count]
	Displays the total audit instance count

	All Comments
	<All Comments>
	[Auditor Comments].[All Comments]
	Displays the audit comments


Report: Audit Service Reports Deleted After Audit
Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data

This report provides a list of reports that were audited by the SAP Concur Audit Service and then later deleted during a specified timeframe.

The report provides client administrators with deleted report details, including the SAP Concur auditor comments, audited date, and deleted date.
NOTE: Concur Expense records every audit event associated with a report as an audit. If a report is sent back to the employee and audited again when it is resubmitted, this will count as a second separate audit event.

Report Prompts
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Report Output
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Audit Start Date


	[Expense].[Concur Audit Service].[Audit End Date]
	Displays the date range from the Audit Start Date prompt on the Prompts page

	Employees
	[Expense].[Billing].[Employee]
	Displays the employees selected for the Employees prompt on the Prompts page


Report Data Items 

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

	Employee 
	<Employee >
	[qBilling-deleted reports].[Employee]
	Displays the employee name

	Employee ID
	<Employee ID>
	[qBilling-deleted reports].[Employee ID]
	Displays the employee ID

	Report Name
	<Report Name>
	[qBilling-deleted reports].[Report Name]
	Displays the expense report name

	Report ID
	<Report ID>
	[qBilling-deleted reports].[Report ID]
	Displays the expense report ID

	Audit End Date
	<Audit End Date>
	[qMain - Audit Service].[Audit End Date]
	Displays the audit end date

	Audit Status
	<Audit Status>
	[qMain - Audit Service].[Audit Status]
	Displays the audit status

	Auditor Comment
	<Auditor Comment>
	[qMain - Audit Service].[Auditor Comment]
	Displays the audit comments

	Deleted Date/Time
	<Deleted Date/Time>
	[qBilling-deleted reports].[Deleted Date/Time]
	Displays the date and time the expense report was deleted


Report: Audit Service Selection Criteria
Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data

This report provides a view of how each billable audit transaction was routed to the SAP Concur Audit Service (For example, whether the workflow is configured for Always Audit, Audit Rule, or No Skip) during a specified timeframe. 

The report can assist with the billing research.
NOTE: Concur Expense records every audit event associated with a report as an audit. If a report is sent back to the employee and audited again when it is resubmitted, this will count as a second separate audit event.

Report Prompts
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Report Output
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Audit Start Date
	[Expense].[Expense Report Audit].[Audit Date]
	Displays the date range from the Audit Start Date prompt on the Prompts page

	Audit Exception Codes
	[Expense].[Report Header Exceptions].[Exception Code]
	Displays the exception codes selected for the Audit Exception Codes prompt on the Prompts page

	Audit Exception Levels:
	[Expense].[Report Header Exceptions].[Exception Level]
	Displays the exception levels selected for the Audit Exception Levels prompt on the Prompts page


Report Data Items 

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

	Report ID
	<Report ID>
	[Reports Audited with Deleted-AuditRequired-Exception Flags].[Report ID]
	Displays the expense report ID

	Report Name
	<Report Name>
	[Reports Audited with Deleted-AuditRequired-Exception Flags].[Report Name]
	Displays the expense report name

	Employee Name
	<Employee Name>
	[Reports Audited with Deleted-AuditRequired-Exception Flags].[Employee Name]
	Displays the employee name

	Audit Instance Count
	<Audit Instance Count>
	[Reports Audited with Deleted-AuditRequired-Exception Flags].[Audit Report Count]
	Displays the audit instance count

	Audit Rule
	<Audit Rule>
	CASE WHEN [Audit Reason]=Audit Rule' THEN 'Yes' ELSE 'No' END
	Indicates whether the expense report audit reason is Audit Rule

	Always Audit
	<Always Audit>
	CASE WHEN [Audit Reason]='Always Audit' THEN 'Yes' ELSE 'No' END
	Indicates whether the expense report audit reason is Always Audit

	No Skip
	<No Skip>
	CASE WHEN [Audit Reason]='Other' THEN 'Yes' ELSE 'No' END
	Indicates whether the expense report audit reason is No Skip

	Deleted
	<Deleted>
	CASE WHEN [Audit Reason]='Deleted' THEN 'Yes' ELSE 'No' END
	Indicates whether the expense report audit reason is Deleted


Report: Audit Service Statistics - Details

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data

This report displays the report details of the reports that were audited by the Concur Audit Service. 

This report can be executed directly from the Audit directory or by clicking the Audit Instance Count link on the Audit Service Statistics by Group report. 
NOTE: The Audit Service Statistics – Details reports might have slightly different numbers than the Audit Service Statistics Summary and Audit Service Statistics by Reporting Group. If a report has been audited and then deleted, the Audit Instance is counted and will be included on the Audit Service Statistics Summary and Audit Service Statistics by Reporting Group reports. However, since the report was subsequently deleted, the report details for the report will not be available for viewing in the Audit Service Statistics Details report.

Report Prompts
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Report Output
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Audit End Date
	ParamDisplayValue('endDateParam')
	Displays the date range from the Audit End Date prompt on the Prompts page

	Audit End Year
	ParamDisplayValue('endYearParam')
	Displays the audit end year

	Reporting Groups
	ParamDisplayValue('reportingGroupParam')
	Displays the reporting group(s) selected from the Reporting Groups prompt on the Prompts page.

	Audit Statuses
	ParamDisplayValue('auditStatusParam')
	Displays the audit status(es) selected from the Audit Statuses prompt on the Prompts page.

	Reporting Currency
	[Main].[Reporting Currency]
	Displays the currency code in which the reporting currency is shown (for example, USD, CAD, GBP)

	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

	Audit Key
	<Audit Key>
	[Expense].[Concur Audit Service].[Audit Key]
	Displays the audit key

	Report ID
	<Report ID>
	[Expense].[Report Header Information].[Report ID]
	Displays the expense report ID

	Report Name
	<Report Name>
	[Expense].[Report Header Information].[Report Name]
	Displays the expense report name

	Auditor Comment
	<Auditor Comment>
	[Expense].[Concur Audit Service].[Auditor Comment]
	Displays the audit comment

	Auditor Name
	<Auditor Name>
	[Expense].[Concur Audit Service].[Auditor Name]
	Displays the auditor's name

	Audit Start Date
	<Audit Start Date>
	[Expense].[Concur Audit Service].[Audit Start Date]
	Displays the audit start date

	Audit End Date
	<Audit End Date>
	[Expense].[Concur Audit Service].[Audit End Date]
	Displays the audit end date

	Audit Status
	<Audit Status>
	[Expense].[Concur Audit Service].[Audit Status]
	Displays the audit status

	Employee ID
	<Employee ID>
	[Expense].[Report Header Information].[Employee ID]
	Displays the employee ID

	Employee  
	<Employee>
	[Expense].[Report Header Information].[Employee]
	Displays the employee name

	Employee E-mail Address
	<Employee E-mail Address>
	[Expense].[Report Header Information].[Employee E-mail Address]
	Displays the employee e-mail address

	Is Resubmitted
	<Is Resubmitted>
	"CASE [Expense].[Report Header Information].[Approval Status Legacy Key]
	Displays a 'Y' or 'N' 

	Is Extracted
	<Is Extracted>
	WHEN 'A_RESU' THEN 'Y' 
	Displays a 'Y' or 'N' 

	Expense Audit Required
	<Expense Audit Required>
	ELSE 'N' 
	Displays whether the expense audit is required

	Audit Instance Count
	<Audit Instance Count>
	END"
	Displays the audit instance count

	Audit Exception Count
	<Audit Exception Count>
	"CASE [Expense].[Report Header Information].[Payment Status Legacy Key] 
	Displays the audit expense count

	Total Report Amount
	<Total Report Amount>
	WHEN 'P_PAID' THEN 'Y' 
	Displays the total amount of the expense


Report: Audit Service Statistics by Reporting Group

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data

This report displays the number of instances performed by the Concur Audit Service, grouped by the company's reporting groups. 

This report can be executed directly from the Audit directory or by clicking the Passed/Failed link on the Audit Service Statistics Summary report. 

Report Prompts
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Report Output
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With sample drill-through:
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Audit End Date
	ParamDisplayValue('endDateParam')
	Displays the date range from the Audit End Date prompt on the Prompts page

	Audit End Year
	ParamDisplayValue('endYearParam')
	Displays the audit end year

	Audit Statuses
	ParamDisplayValue('auditStatusParam')
	Displays the audit status(es) selected from the Audit Statuses 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

	Audit Status
	<Audit Status>
	[Expense].[Concur Audit Service].[Audit Status]
	Displays the audit status

	Reporting Group
	<Reporting Group>
	CASE 

WHEN [Expense].[Report Header Information].[Report Key] is missing OR [Expense].[Report Header Information].[Report Key] = -1 THEN 'Reports Deleted Post-Audit' 

WHEN ([Expense].[Report Header Information].[Reporting Group] = '' OR  [Expense].[Report Header Information].[Reporting Group] is missing) AND [Expense].[Report Header Information].[Report Key] > -1 THEN 'Global' 

ELSE [Expense].[Report Header Information].[Reporting Group] 

END
	Code that indicates the level assigned to the expense type from the reporting hierarchy

	Audit Instance Count
	<Audit Instance Count>
	[Expense].[Concur Audit Service].[Audit Instance Count]
	Displays the audit instance count

	% Total
	<% Total by Status & Group>
	total([Expense].[Concur Audit Service].[Audit Instance Count] for [Audit Status],[Reporting Group])/ total([Expense].[Concur Audit Service].[Audit Instance Count] for report)
	Returns the total value of selected data


Report: Audit Service Statistics Summary

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data

This report displays the number of instances performed by the Concur Audit Service and a pass/fail breakdown of those instances over a user-defined period of time.

Report Prompts
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Report Output
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With sample drill-through:
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Audit End Date
	ParamDisplayValue('endDateParam')
	Displays the date range from the Audit End Date prompt on the Prompts page


Report Data Items

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

	Audit End Year
	<Audit End Year>
	extract(year from ([Expense].[Concur Audit Service].[Audit End Date]))
	Displays the audit end year

	Audit Instance Count
	<Audit Instance Count>
	[Expense].[Concur Audit Service].[Audit Instance Count]
	Displays the audit instance count

	% Total 
	<% Total by Year>
	(total([Expense].[Concur Audit Service].[Audit Instance Count])) / total((total([Expense].[Concur Audit Service].[Audit Instance Count])) for[Audit End Year])
	Displays the count




Report: Audit Summary by Employee

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data
This report will present the user with the number of audited reports or line items by Employee. This will allow administrators to quickly see how their failure corresponds to the employees submitting reports. This will allow better training opportunities to specific employees with the goal of reducing the total number of Audit rejections. 
Report Prompts
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Report Output

NOTE: When Report Questions is selected for the Report/Line Item Question(s) prompt on the Prompts page, the Report Count column and Total Report Amount column are displayed on the report.

When Line Item Questions is selected for the Report/Line Item Question(s) prompt on the Prompts page, the Entry Count column and the Approved Entry Amount column are displayed on the report.
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Start Date
	ParamDisplayValue('startDateParam')
	Displays the date range from the Start Date prompt on the Prompts page

	Report Question or Line Item Question
	ParamDisplayValue('showpage')
	Displays the option selected from the Report/Line Item Question prompt on the Prompts page


Report Data Items

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

	Employee
	<Employee Name>
	[Report Level Items].[Employee Name]
	Displays the employee name

	Question
	<Audit Question>
	[Report Level Items].[Audit Question]
	Displays the audit question

	Report Count
	<Report Count>
	[Report ID]
	Displays the report count

	Question Count
	<Question Count>
	[Expense].[Expense Report Audit].[Question Count]
	Displays the question count

	Report Question Count
	<Rejected Question Count>
	[Report Level Items].[Rejected Question Count]
	Displays the rejected question count

	Percent Rejected
	<Percent Rejected>
	[Rejected Question Count] / [Question Count]
	Displays the percentage of rejected questions

	Total Report Amount
	<Total Approved Amount>
	[Expense].[Report Header Information].[Total Approved Amount (rpt)]
	Displays the total approved amount for the expense


Report: Audit Summary by Question

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data
This report will present the user with the number of audited reports or line items by question. This will allow administrators to quickly see how their failure corresponds to the questions being investigated. This will allow better training opportunities to reduce the total number of Audit rejections. 

Report Prompts
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Report Output

NOTE: When Report Questions is selected for the Report/Line Item Question(s) prompt on the Prompts page, the Report Count column and Total Report Amount column are displayed on the report.

When Line Item Questions is selected for the Report/Line Item Question(s) prompt on the Prompts page, the Entry Count column and the Approved Entry Amount column are displayed on the report.
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Report Data Items

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

	Question
	<Audit Question>
	[Report Level Items].[Audit Question]
	Displays the audit question

	Report Count
	<Report Count>
	[Report Level Items].[Report ID]
	Displays the report ID

	Question Count
	<Question Count>
	[Report Level Items].[Question Count]
	Displays the question count

	Reject Question Count
	<Reject Question Count>
	[Report Level Items].[Rejected Question Count]
	Displays the rejected question count

	Percent Rejected
	<Percent Rejected>
	[Report Level Items].[Percent Rejected]
	Displays the percentage of rejected questions

	Total Report Amount
	<Total Approved Amount (rpt)>
	[Expense].[Report Header Information].[Total Approved Amount (rpt)]
	Displays the total approved amount for the expense


Report: Audit Service Statistics with Exception Breakdown
Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data

This report provides a deeper view into the Audit Service Statistics Summary report's summary of the distribution of audit exceptions found during the audit process during a specified timeframe. The report can be used to track audit volumes and analyze the types of exceptions and their frequency of occurrence. The report groups the exception results by the following audit statuses: Passed, Returned to Employee, Pending Exception Review (PER) and Approved with Exception (AWE). 

The report can help client administrators closely track the audit exceptions and their associated audit status.

NOTE: Concur Expense records every audit event associated with a report as an audit. If a report is sent back to the employee and audited again when it is resubmitted, this will count as a second separate audit event.

Report Prompts
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Report Output
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Clicking an audit count link in the Audit Count per Audit Status and Year or Overall Audit Count per Status column on the Summary section of the report opens the Detail section of the report:
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Clicking a comment link in the Comments column on the Detail section of the report opens the Auditor Comments section of the report:
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Audit Start Date


	[Expense].[Expense Report Audit].[Audit Date]

	Displays the date range from the Audit Start Date prompt on the Prompts page

	Expense Groups
	[Expense].[Report Header Information].[Employee Custom 21 - Code]
	Displays the expense groups selected for the Expense Groups prompt on the Prompts page

	Audit Status Codes
	[Expense].[Expense Report Audit].[Status Code]
	Displays the status codes selected for the Audit Status Codes prompt on the Prompts page


Report Data Items - Summary

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

	Status
	<Status>
	CASE WHEN [Expense].[Expense Report Audit].[Status Code] in ('AUDITWB_WF_PASS_EXC', 'AUDITWB_WF_NONE_EXC') THEN 'Approved with Exception' 

WHEN [Expense].[Expense Report Audit].[Status Code] = 'AUDITWB_WF_PEND' THEN 'Pending Exception Review'

WHEN [Expense].[Expense Report Audit].[Status Code] = 'AUDITWB_WF_FAIL' THEN 'Exceptions Returned to Employee'

ELSE [Expense].[Expense Report Audit].[Status] END
	Displays the audit status

	Year of Audit Date
	<Year of Audit Date>
	Year([Audit Date])
	Displays the year of the audit

	Audit Count per Audit Status and Year
	<Audit Count per Audit Status and Year>
	total([Audit Count] for [Status Code],[Year of Audit Date])
	Displays the total audit instance count for the audit status during the audit year

	Overall % Count per Year
	<Overall % Count per Year>
	cast(([Audit Count per Audit Status and Year]/[Overall Audit Count per Year]),float)
	Displays the percentage of the total audit instance count for the audit status during the audit year 

	Overall Audit Count per Status
	<Overall Audit Count per Status>
	total([Audit Count] for [Status Code])
	Displays the total audit instance count for the audit status

	Overall % Count(Summary)
	<Overall % Count(Summary)>
	cast(total([Audit Count] for [Status Code])/total([Audit Count] for report),float)
	Displays the percentage of the total audit instance count for the audit status


Report Data Items - Detail

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

	Status
	<Status>
	[Audit Detail Main Query].[Status]
	Displays the audit status

	Audit Year
	<Audit Year>
	[Audit Detail Main Query].[Audit Year]
	Displays the audit year

	Report ID
	<Report ID>
	[Audit Detail Main Query].[Report ID]
	Displays the expense report ID

	Audit Date
	<Audit Date>
	[Audit Detail Main Query].[Audit Date]
	Displays the date the audit was performed

	Report Name
	<Report Name>
	[Audit Detail Main Query].[Report Name]
	Displays the expense report name

	Employee ID
	<Employee ID>
	[Audit Detail Main Query].[Employee ID]
	Displays the employee ID

	Employee Name
	<Employee Name>
	[Audit Detail Main Query].[Employee Name]
	Displays the employee name

	Employee Email Address
	<Employee Email Address>
	[Audit Detail Main Query].[Employee Email Address]
	Displays the employee email address

	Expense Group
	<Expense Groups>
	[Audit Detail Main Query].[Expense Group]
	Displays the expense group name

	Is Resubmitted
	<Is Resubmitted>
	[Audit Detail Main Query].[Is Resubmitted]
	Displays a 'Y' or 'N'

	Is Extracted
	<Is Extracted>
	[Audit Detail Main Query].[Is Extracted]
	Displays a 'Y' or 'N'

	Total Report Amount (rpt)
	<Total Report Amount (rpt)>
	[Audit Detail Main Query].[Total Report Amount (rpt)]
	Displays the total amount of the expense

	Reporting Currency
	<Reporting Currency>
	[Audit Detail Main Query].[Reporting Currency]
	Displays the currency code in which the reporting currency is shown (for example, USD, CAD, GBP)

	Reporting Group
	<Reporting Group>
	[Audit Detail Main Query].[Reporting Group]
	Code that indicates the level assigned to the expense type from the reporting hierarchy

	Policy
	<Policy>
	[Audit Detail Main Query].[Policy]
	Policy associated with the audit exception

	Expense Audit Required
	<Expense Audit Required>
	[Audit Detail Main Query].[Expense Audit Required]
	Displays whether the expense audit is required

	Report Key
	<Report Key>
	[Audit Detail Main Query].[Report Key]
	Unique system-assigned key that identifies the expense report

	Report Legacy Key
	<Report Legacy Key>
	[Audit Detail Main Query].[Report Legacy Key]
	Displays the expense report's legacy key

	Employee Key
	<Employee Key>
	[Audit Detail Main Query].[Employee Key]
	Displays the employee key

	Question Count
	<Question Count>
	[Audit Detail Main Query].[Question Count]
	Displays the question count

	Comments
	<Comments>
	[Auditor Comments Detail].[Comment Date/Time]
	Displays the audit comments count and link to the report's Comments section

	Audit Instance Count
	<Audit Instance Count>
	[Audit Detail Main Query].[Instance Count based on Audit Report Key]
	Displays the audit instance count


Report Data Items – Auditor Comments

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

	Report ID
	<Report ID>
	[Main].[Report ID]
	Displays the expense report ID

	Commenter's Name
	<Commenter's Name>
	[Auditor Comments Detail].[Commenter's Name]
	Displays the name of the auditor that entered the comment

	Comment
	<Comment>
	[Auditor Comments Detail].[Comment]
	Displays the audit comment

	Comment Date/Time
	<Comment Date/Time>
	[Auditor Comments Detail].[Comment Date/Time]
	Displays the date and time the comment was entered


Report: Audit Volumes

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data
This report will present the user with the number of audited reports and line items by month.  It will also have the number of rejected reports and line items.   This will allow administrators to quickly see how their volume corresponds to the number of failures. 

Report Prompts
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Report Output
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Report Data Items

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

	Year
	<Audit Year>
	[Expense].[Expense Report Audit].[Audit Year]
	Displays the audit year

	Month
	<Audit Month>
	[Expense].[Expense Report Audit].[Audit Month]
	Displays the audit month

	Audited Reports
	<Report ID>
	[Expense].[Expense Report Audit].[Report ID]
	Displays the report ID

	Rejected Reports
	<Rejected Count Report Level>
	Count Distinct,  case when [Expense].[Expense Report Audit].[Status Code] ='AUDITWB_WF_FAIL'  then [Report ID] else null end 
	Displays the distinct report ID

	Audited Line Items
	<Report Entry Count>
	Total,  [Expense].[Expense Report Audit].[Report Entry Count]
	Line item count

	Rejected Lines Items
	<Rejected Count>
	Dummy, 0
	Line item count


Report: Employee Audit Required Status

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data
This report will show the “Audit Required” status of an employee, which gives administrators better insight and visibility into their Audit configuration. 

Report Prompts
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Report Output
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Expense Audit Required
	ParamDisplayValue('p_employee')
	Displays the option selection from the Expense Audit Required prompt on the Prompts page


Report Data Items

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

	Last Name
	<Employee Last Name>
	[Expense].[Report Header Information].[Employee Last Name]
	Displays the employee's last name 

	First Name
	<Employee First Name>
	[Expense].[Report Header Information].[Employee First Name]
	Displays the employee's first name

	Expense Audit Required
	<Expense Audit Required>
	[Expense].[Report Header Information].[Expense Audit Required]
	Displays whether the expense audit is required

	Active
	<Employee Active Flag>
	[Expense].[Report Header Information].[Employee Active Flag]
	Displays whether the employee is active (Y/N)


Report: Report Entry Exceptions

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data
This report provides statistics about the exceptions that are captured at the expense entry level for selected years and exception types, allowing long-term trend analysis of the types of exceptions that are being detected in submitted expense reports. The report output includes data only on submitted reports.

Report Prompts

The report user can select exceptions and years in order to narrow the report results. These prompts are optional.
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Report Output 

The columns at the far left side show the exception level, then the text description of the exception is the next column. The statistics for each exception type are presented by year in order to analyze trends of occurrences of exceptions. 
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Year
	 ' + ParamDisplayValue('Year')
	Displays the year selected from the Year prompt on the Prompts page

	Exception Text
	' ' + ParamDisplayValue('Exception_Text1')
	Displays the exception(s) selected from the Exception Text prompt on the Prompts page


Report Data Items

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

	N/A
	# Exception
	[Expense].[Report Entry Exceptions].[# Exceptions]
	The total number of exceptions for the exception text

	N/A
	Year
	[Expense].[Report Dates and Statuses].[Year]
	Displays the number of exceptions for the year the user selected

	N/A
	Exception Level2
	[Expense].[Report Entry Exceptions].[Exception Level]
	Displays the rank of the exception

	N/A
	Exception Text
	[Expense].[Report Entry Exceptions].[Exception Text]
	Displays the exception description


Report: Report Header Exceptions

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data      Travel / TripLink Data
This report shows the year-by-year exceptions that were created most frequently and the number of associated expense reports at the expense-header level.

Report Prompts

The report user can select exceptions and years in order to narrow the report results. These prompts are optional.
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(Company policy requires refueling rentals. Please enter a comment explaining why you did not refuel.

[Company policy states that you are not allowed to spend more than 15 dollars per attendee for Contractors please adjust and resubmit.

Corporate Policy is to refuel rentals prior to drop off. Please enter a comment as to why you did not refuel.

Corporate policy is to refuel rentals prior to drop off. Please enter 2 comment as to why you did not refuel. v

Entered Mileage is greater than calculated Google mileage.
Select all Deselect al

Cancel | | Finisn





Report Output

The columns at the far left side show the exception level, then the text description of the exception is the next column. The statistics for each exception type are presented by year in order to analyze trends of occurrences of exceptions.

[image: image49.png]Report Header Exceptions

Year: 2009 AND Exception Text: AND Exclude Unsubmitted Reports

# Exceptions 2009 Summary
1 This report has been selected for Near and Far audit 12294 12,294
1 12204 12294
30 This Report has a Net Credit amount of credit card transactions, please veriy before approving this report that the user has other Reports with credit card charges to offset 8 39
30 39 39
21 This report total is over $900 and requires manager approval 3050 3,050
2 3,050 3,050
10 Manager approval required 3288 3,268
1) 3,268 3,268
22 Near and Far Audit Senice selected report for audit 3288 3,268
2 3,268 3,268

Summary 21919 21919




Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	Year
	 ' + ParamDisplayValue('Year')
	Displays the year selected from the Year prompt on the Prompts page

	Exception Text
	' ' + ParamDisplayValue('Exception_Text1')
	Displays the exception(s) selected from the Exception Text prompt on the Prompts page


Report Data Items

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

	N/A
	# Exception
	[Expense].[Report Entry Exceptions].[# Exceptions]
	The total number of exceptions for the exception text

	N/A
	Year
	[Expense].[Report Dates and Statuses].[Year]
	Displays the number of exceptions for the year the user selected

	N/A
	Exception Level2
	[Expense].[Report Entry Exceptions].[Exception Level]
	Displays the rank of the exception

	N/A
	Exception Text
	[Expense].[Report Entry Exceptions].[Exception Text]
	Displays the exception description
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