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	Date
	Notes / Comments / Changes
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	Updated the copyright year; no other changes
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	Updated images of the Car Receipt Additional Spend Summary report.

	January 8, 2020
	Changed copyright; no other content changes

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

	December 8, 2018
	Added additional information about report prompts and reports to the following reports:

· Car Receipt Additional Spend Summary

· Hotel Receipt Additional Spend Summary
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	Changed copyright; no other content changes

	June 3 2017
	Updated the image of the E-Receipt Status prompt for the E-Receipt Enabled Employees Report and added additional information about the prompt
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	Changed copyright; no other content changes
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	Updated report images to match the current application
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	Changed the text under the heading from Travel Data to Travel / TripLink Data; no other content changes
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	Moved from single book to individual "chapters" – no content changes
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Report: Car Receipt Additional Spend Summary

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data     ( Travel / TripLink Data
Travel Managers will use this report for two distinct purposes. 

· First, they can use this to see whether or not their employees are being compliant with company car rental policy. If employees are not supposed to be purchasing GPS units, but there are 1000.00 a month being spent on them, there is a problem. 

· This report will also provide Travel Managers with insight on Vendor compliance. If a company has negotiated a discount/waiver for insurance, yet are being consistently charged for it, they can quickly take action. 

Report Prompts
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Date Range Prompts
· Date Field: Used to filter the report by the Rental Date or Return Date.
· Range: Used to filter the report by the date range of the rental date or return date
Options Prompts
· Car Rental Vendors: Used to filter the report by the company(ies) providing the car rental

· Distance Unit: Used to filter the report by the date range that the transactions were incurred
Report Output
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	N/A
	ParamDisplayValue('dateFieldParam'), ' ' + ParamDisplayValue('dateRangeParam')
	Displays the date field and date range from the Date Field and Range prompts on the Prompts page


Report Data Items

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

	Car Rental Vendor
	<Vendor>
	[Travel].[Rental Car Receipts].[Vendor]
	Company providing the car rental (for example, Hertz) for the associated reservation

	Rental Location
	<Rental Location Description>
	[Travel].[Rental Car Receipts].[Rental Location Description]
	Location the rental car was returned to

	Receipt Currency
	<Receipt Currency>
	[Travel].[Rental Car Receipts].[Receipt Currency]
	Currency the receipt is displayed in (for example, CAD)

	Fuel Amount
	<Fuel Amount>
	CASE 

WHEN [Travel].[Rental Car Receipt Details].[Charge Description] like '%FUEL%' 

THEN [Travel].[Rental Car Receipt Details].[Charge Amount]

ELSE 0

END
	Amount charged to the employee for fuel (Quantity * Rate)

	LDW Amount
	<LDW Amount>
	CASE 

WHEN [Travel].[Rental Car Receipt Details].[Charge Description] like '%LDW%' 

OR

[Travel].[Rental Car Receipt Details].[Charge Description] like '%CDW%' 

THEN [Travel].[Rental Car Receipt Details].[Charge Amount]

ELSE 0

END
	Amount charged to the employee for LDW (Quantity * Rate)

	GPS Amount
	<GPS Amount>
	CASE 

WHEN [Travel].[Rental Car Receipt Details].[Charge Description] LIKE '%GPS%'

OR [Travel].[Rental Car Receipt Details].[Charge Description] LIKE '%NEVERLOST%' 

THEN [Travel].[Rental Car Receipt Details].[Charge Amount]

ELSE 0

END
	Amount charged to the employee for GPS (Quantity * Rate)


Report: Car Receipt Details 

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data     ( Travel / TripLink Data
This report allows users to quickly view details provided by car rental vendors who provide e-receipts. E-Receipts provide an additional level of detail directly from the vendor and can include information about optional costs incurred from the car rental (upgrades, GPS Units, etc).   

Report Prompts

[image: image3.png]Prompts

Car Receipt Details

Car Rental
Vendors:

Employee
1Ds:

Date Range

© RertalDate
© Retun Date

Range:

From:
‘Aug 20, 2010

To:

‘Aug 20, 2010

Options

© ties
© Kiameters

Keywords: Keywords:
Type one or more keywords separated by spaces. Type one or more keywords separated by spaces.
Searchd) Searchd)
Optons Optons
Results: Choices: Results: Choices:
Insert # Insert #
Return
« Remove Lzt « Remove
Select o Deselectal Select ll Deselectal Select o Deselectal Select ll Deselectal
Keywords: Keywords:
Type one or more keywords separated by spaces. Type one or more keywords separated by spaces.
Searchd) Searchd)
Optons Optons
Results: Choices: Results: Choices:
Insert # Insert #
Renter
« Remove [ame=s « Remove

Select all Desslect

Select all Desslect

Select all Desslect

Select all Desslect





Report Output
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Report: E-Receipt Enabled Employees 

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data     ( Travel / TripLink Data
This report lists employees and whether e-receipts are enabled for each employee. 

Report Prompts
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Information about the E-Receipt Status prompt:

· If Yes is selected for the E-Receipt Status prompt, when you generate the report, the report will display the employees with e-receipts enabled.

· If No is selected, the report will display the employees with e-receipts disabled.

· If Both is selected, the report will display the employees with e-receipts enabled and the employees with e-receipts disabled.

· If none of the options (Yes, No, Both) are selected, the report will display the employees that have neither enabled or nor disabled e-receipts, the employees with e-receipts enabled, and the employees with e-receipts disabled.

Report Output
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Report: Hotel Receipt Additional Spend Summary

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data     ( Travel / TripLink Data
Travel Managers will use this report for three distinct purposes:  

· They can use this to see whether or not their employees are being compliant with hotel policy.

· They can monitor Vendor compliance. If a company has negotiated a discount/waiver for parking, yet are being consistently charged for it, they can quickly take action. 

· They can look at the information – by city – to see trends on additional fees to assist in negotiation planning.
Report Prompts
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Date Range Prompts
· Date Field: Used to select if the report should run using the Check In Date or Check Out Date field
· Range: Used to filter the report by the date range of the check in or check out date

Options Prompt
· Hotel Vendors: Used to filter the report by the parent companies of the vendors (for example, Hilton Intl)

Report Output
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Report Header and Footer


	Data Item Label/Name
	Data Item Expression
	Data Item Description

	N/A
	ParamDisplayValue('dateFieldParam') + ' ' + ParamDisplayValue('dateRangeParam')
	Displays the date field and date range from the Date Field and Range prompts on the Prompts page


Report Data Items

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

	Hotel Property
	<Vendor>
	[Travel].[Lodging Receipts].[Vendor]
	Company providing the lodging (for example, Hilton) for the associated reservation

	City/Location
	<Vendor City/Location>
	[Travel].[Lodging Receipts].[Vendor City/Location]
	Location (city, state, country) of the hotel property

	Receipt Currency
	<Receipt Currency>
	[Travel].[Lodging Receipts].[Receipt Currency]
	Currency the receipt is displayed in (for example, CAD)

	Parking Amount
	<Parking Amount>
	CASE 

WHEN [Travel].[Lodging Receipt Line Items].[Line Item Type] = 'PARKING'  

THEN [Travel].[Lodging Receipt Line Items].[Transaction Amount] 

ELSE 0 

END
	Amount the parking transaction cost

	Movie Amount
	<Movie Amount>
	CASE 

WHEN [Travel].[Lodging Receipt Line Items].[Line Item Type] = 'MOVIE' 

THEN [Travel].[Lodging Receipt Line Items].[Transaction Amount] 

ELSE 0 

END
	Amount the movie transaction cost

	Mini-Bar Amount
	<Mini-Bar Amount>
	CASE 

WHEN [Travel].[Lodging Receipt Line Items].[Line Item Type] = 'MINIBAR' 

THEN [Travel].[Lodging Receipt Line Items].[Transaction Amount] 

ELSE 0

END
	Amount the minibar transaction cost

	Phone Amount
	<Phone Amount>
	CASE 

WHEN [Travel].[Lodging Receipt Line Items].[Line Item Type] = 'PHONE' 

THEN [Travel].[Lodging Receipt Line Items].[Transaction Amount] 

ELSE 0

END
	Amount the phone transaction cost

	Internet Amount
	<Internet Amount>
	CASE 

WHEN [Travel].[Lodging Receipt Line Items].[Line Item Type] = 'INTERNET' 

THEN [Travel].[Lodging Receipt Line Items].[Transaction Amount] 

ELSE 0

END
	Amount the internet transaction cost


Report: Hotel Receipt Details

Available to:
( Analysis             ( Intelligence 

          Uses:
( Expense Data     ( Travel / TripLink Data
This report will allow users to quickly view details provided by Hotel vendors who provide e-receipts. E-Receipts provide an additional level of detail directly from the Vendor and can include information about optional costs incurred from the hotel stay (upgrades, mini bar, phone/internet, etc). 

Report Prompts

[image: image9.png]Hotel Receipt Details
Prompts
Date Range
- . (o T
R  Checkou D Range: [
(e
Optons
=)

GueHame

[—

[ seorca |

|





Report Output
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