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GETTING STARTED WITH REPORTS MODULE

N

1. Click 3-bar Menu (1)
and “Reports” (2)

Dashboard

Expense Report 202

Pre-Approval 3

eWallet

eReceipts

Drait

Returned

Recently Submitted

Draft

Returned

Recently Submitted

Inquiry

Reports k
2 -

The subsequent screen provides
report type options.

Standard Template Favorites

~ Expense

*  Excsl oulput

“Favorites” will lead to those

reports you have saved as a * oo oo 3t
favorite. Use for reports you TR
access often. o E

% for Procurement

* Date fitor, Excel, use to omall o roviowors

~ Reference

*  Basic Delegets Report - Expansa Owner. tiis, smail; Delegats, fde, emeil

*
groat for when there Is @ change in suporvtsors
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“Expense” will lead to the majority
of the useful reports. Including:

Credit Card Reconciliation: Detailed information about credit card transactions

and whether or not they have been attached to an expense report. List of approved expense reports
. . . . e Tracks cash advances, including user information, amount
Expense Analysis: List of all expenses within a specified date range. applied, amount advanced and tne balanco

Lists all of organization's cash advance transactions

Expense Report Tracking: Lists approval tracking information for submitted
Summauy;dela\\ report showmg which oompuance rules
expense reports. (Compliance rules for Line Item or SubmitCompliance for

Header) fired for a set of expense reports

Export Totals: Lists the line items that have been exported. Credlt Card Recenciiztion

Detail list providing the status of all expense lines that
belong to a Statement

Open Approvals: Approvers can see all items or reports that have been
pending approval for more than a certain period.

Summary list providing the status of all expense lines that
belong to a Statement

Pre-Approval Request Tracking: Search all pre-approvals by Report ID, Lioto okt oot ot sxprtod axpnse sporie o,
Expense Owner, Approver, Status and/or Submit Date. aceaunt has been deleted from Ghiome River

List of expense reports within the selected transaction
date range that contain identical line-item expenses.

Submitted Reports: Lists all reports that have been submitted.

List of all expenses within a specified date range

Transactions Not Exported: Lists all credit card transactions that have not yet been exported.

Lists approval tracking information for submitted expense
reports

“Reference” & “Audit” lead to other reports that you may
or may not have access to or need.

Lists all of your organization's allocations

st of al Car Plans and

List of 1l Car Plans snd i

List of users and their active del

.01 people who have @ specified eniity-Type role

ing eniity types and code values

Cumua

Lists ll users in the Chrome River system

Lists all users who are on vacstion and their delegates.

”Expense AnalySiS" is one Of the mOSt List of all expenses within a specified date range
for Procurement
useful Standard RepOrtS Lists approval tracking information for submitted expensel
reports
for Procurement
2. Click Expense Analysis (1) {To§ o exbehae Thaiie that have Gorfpletid e appioval
process and are awaiting export, ;
under “Standard Reports” for Procurement

Lists the line items that have been exported.

fy to date; t for OSP; | output
Shows transactions in which the user has changed e eroe.otfpu

expense types—for example, updating the original
expense type from Airfare to Taxi.

filter by index
Approvers can see all items or reports that have been
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3. Click “Run Report” or the 3-dot menu Expense Analysis
for additional options on a previously
saved report or “Create New.”

Saved Expense Analysis Reports

Current Month MSIP Expense Details '"k

expenses Prev Qtr

4. Clicking “Create New” or “Edit”
from the 3-dot menu takes you to
the report builder screen where
you can add filters, data columns, Report Name .
and select the output format.

Cancel

Report Description fy to date; great for OSP; excel output
The top section allows you to give
the report a name and a description piBenorthiltars
If VOU WISh tO save the report for The following criteria will be used to filter your report. Add additional filters to refine the output.
fUtUre use Wlth the parameters Transaction Date Year To Date -
you are about to enter. 01/01/2020 3 | — | o8/11/2020 i}
Use the arrows to expand or collapse X Allocation Numoer 4IE300-4WE300-4140... X

the other sections of the report.

Each Standard report has a default
set of report columns. You may add,
remove and rearrange the columns.

v Report Columns

The following columns will be featured in your reports. Customize the columns you would like to include.

Remove: Tap the X to the left of the % Expense Qumer
column name to remove it from the % Transsciion Name
report. x Expense Type

X Cost Code

Add Tap ADD COLUMNS to Select X Allocation Amount Spent Converted
additional columns for the report. v

Re-Order: Touch the three lines to the
right of a column name and drag to
rearrange where it appears in the order of columns.

https://pt.cal.chromeriver.com/help/hg admin_en/Content/F ANALYTICS/MERCURY_ Reports.htm?Highlight=mercury%20reports
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