- - . Monthly Review of Transactions without Prior Fiscal

Approval — On-Demand and Scheduled Versions— Cognos
Standard Report

This QRG outlines the steps to run the Monthly Review of Transactions without Prior Fiscal Approval and the
Monthly Review of Transactions without Prior Fiscal Approval — Scheduled View Standard Report in Cognos.

The expectation is for business office account management staff to utilize this report to perform a monthly post-
transactional review of federal sponsored program funds and federal appropriated funds. Business offices may
choose to utilize the Monthly Review of Transactions without Prior Fiscal Approval report to review all operating
funds or other sponsored program grant types, but if this is done, it should be run on a separate report so the
risk to federal funds is not diminished.

The Monthly Review of Transactions without Prior Fiscal Approval report allows reviewing a random selection of
transactions (which is the lesser of 10% or a maximum of 20 transactions) but also provides the option to switch
to ‘All Records’, for a complete view.

The report has four separate tabs. Reviewers should review all fransactions on all four tabs of the report. If the
report brings back less than 20 transactions, the entire report should be reviewed. This should be followed for
all four tabs of the report.

This review provides an opportunity to mitigate potential future disallowances and reduce risk of audit findings.
It is the expectation that if an unallowable purchase is identified during this monthly review that charges are
moved via a correcting document (JV) to an allowable funding source in a timely manner.

On a monthly basis, a business office staff member runs the report (or sets up a scheduled report) for the
Financial Unit on Grant Type Group for all federal sponsored program funds. Report should be exported to Excel
and create a comment column to be saved in the e-file.

a. Review transactions to ensure the expense is allowable and reasonable.

b. Ensure allocability certification is met by ensuring the person requesting the expense is authorized
to do so by reviewing the grant Signature Delegation Form. This should be someone with first-
hand knowledge that the expense benefits the grant and may be performed by the Pl or a lab
member with delegated authority.

c. Review transactions and ensure all appropriate documentation is available in the grant file,

Perceptive Content (WebNow) or other University systems such as Ariba, Concur, and SAP.

Ensure appropriate use of G/L was used to record the expenditure.

e. Make notes of any questions or comments on the report and make sure the report with notes is
saved to the departmental e-folder.

o

Refer to Monthly Review of Transactions without Prior Fiscal Approval Best Practice document for details
on reviewer expectations.
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Access Cognos

Access Cognos through the
One Campus Portal.
Analytics & Reporting

e -
Coanos

https://one.purdue.edu
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https://reporting.purdue.edu/bi/?perspective=classicviewer&id=i378DE534F01D49DDA90E961FBC3E307A&objRef=i378DE534F01D49DDA90E961FBC3E307A&action=run&format=HTML&prompt=true&cmPropStr=%7B%22id%22%3A%22i378DE534F01D49DDA90E961FBC3E307A%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22Monthly%20Review%20of%20Transactions%20without%20Prior%20Fiscal%20Approval%22%2C%22permissions%22%3A%5B%22execute%22%2C%22read%22%2C%22traverse%22%5D%7D
https://reporting.purdue.edu/bi/?perspective=classicviewer&id=i71A26AFDB07F4D2597DB263BC5A11CBE&objRef=i71A26AFDB07F4D2597DB263BC5A11CBE&action=run&format=HTML&prompt=true&cmPropStr=%7B%22id%22%3A%22i71A26AFDB07F4D2597DB263BC5A11CBE%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22Monthly%20Review%20of%20Transactions%20without%20Prior%20Fiscal%20Approval%20-%20Scheduled%20View%22%2C%22permissions%22%3A%5B%22execute%22%2C%22read%22%2C%22traverse%22%5D%7D
https://www.purdue.edu/business/sps/pdf/Best%20Practice%20Document%20for%20Monthly%20Review%20of%20Transactions%20without%20Prior%20Fiscal%20Approval%20final.pdf
https://one.purdue.edu/
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Monthly Review of Transactions without Prior Fiscal
Approval — On-Demand and Scheduled Versions— Cognos
Standard Report

PURDUE UNIVERSITY

Purdue Login

Career Account Username
Login using your Purdue
Career Account Username and
Password

Password
Authenticate using the DUO
Mobile app

Note: Unauthorized access or misuse of computer
resources or disclosure of sensitive information
may result in disciplinary or legal action. Read
Purdue's Acceptable Use Policy.

IBM Cognos Analytics

ol Home

o )UE IBM Cognos Analytics

From the top-left IBM Cognos !SITY.

Analytics menu, select Content
folder. Then select the

1 Upload data

Cognos Analytics with Watson.
Standard Content folder. wers users with Al-driven self-service analytics. See how

@® Recent »  scovery and visualizations can drive more confident decisions.

Content

Resources

¥ MotioCI

Select the Standard Content
folder. Standard Content

Last Accessed 11/2/2024, 10:24 AM [ ]
Then select the Account
Management folder.
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Next, select the Monthly

Review of Transactions
without Prior Fiscal Approval
report.

Report is also located in the
Standard Content > SPS folder.

Account Management

&3]

/2024, 11:32 AM

Last Accessed 4/2

Monthly Review of Transactions

without Prior Fiscal Approval

ast Accessed

1/29/2025, 10:23 AM

Running the Standard Report

The Monthly Review of Transactions without Prior Fiscal Approval Best Practice document indicates that
the primary focus of the review should be federal sponsored program funds and federal appropriated funds.
This instruction document will focus on running the report for federal sponsored program funds for a
financial unit. Users are welcome to run the report more broadly for their areas.

The Grant Type Group
prompt should be used to
select Federal sponsored
programs to comply with the
monthly review requirement.

Grant Type Group (Optional)

Mon-Federal

Select 3l Desslzct sl
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Standard Report

The Funded Program Type
prompt should be used to
select Federal Appropriated
funds to comply with the
monthly review requirement.

Funded Program Type (Optional)

MESLITLLEU = WALNTET Slale LIE
Restricted - Other Student Aid
Restricted - Programs
Restricted - Regulatory
Restricted - Student Award
Rstrctd - Fed Approp Hatch
Rstrctd - Fed Approp Smith
Rstrctd - Grad Schirshp/Fello
Rstrctd - State Line Extension
Rstrctd - State Line Research
Rstrctd - Unrstrctd/UG Schir

-

Select all Deselect a

Funds Center Prompts Tab

Enter your Financial Unit

Time, Funded Program and Grant Prompts _

Financial Sub-Unit (Optional)
(Example: 120501000 - Shelbyville Center)

Cancel Submit

Financial Unit (Optienal)
(Example: 12050000 - Vet Teaching Hospital)

(Exam ple 1 80 1 0000 _ Type one or more keywords separated S,;::;@ -lgm‘;olmm— keywords separat=d Sea;n@
Biological Sciences) - e
Insert# 18010000 - Biological Sciences Inserter 18010000 - Biological Sciences
4 Remove 4 Remove
Click Submit. ,
o Cancel Submit
This will run your report.
© 2018 Purdue University
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Standard Report

This report includes four tabs
for review of transactions of
$1,000 or less for

1. Purchase Orders
(Ariba)

2. PCard Transactions
(Concur)

3. Direct Vendor/ZV60
Payments (SAP)

4. TCard & ZB
Transactions
(Concur/SAP)

The Purchase Orders
(Ariba Orders) tab layout
shows all orders placed via
Ariba and includes the
Purchasing Document
Number (PO) to use to
search in Ariba for the line-
item review.

The PCard Transactions
(Concur) tab layout shows
all transactions for
purchasing cards reconciled
in Concur. The Header Text
identifies the cycle and last 4
digits of the purchasing card
used to search in Concur for
the line-item for the review.

The Direct Vendor/ZV60
Payments tab layout shows
the Fl Accounting
Document Number used to
search in SAP Fiori for the
line-item review to review.

Purchase Orders = §1,000 (Ariba Orders) | PCard Transactions = §1,000 (Concur) | Direct Vendor Payments/ZVa0 Payments = 1,000 | TCard & ZB Transactions = §1,000 (Concur)

Purchase Orders < $1,000 (Ariba Orders)

* | @) Audit Selection
gL Records

Net Order Valuee in PO
Cumrency

Purchasing Document
Mumbser

4500948505 - Total

PO Line Hem Text

235,153  ATP P32 easy lide -250uls

PCard Transactions < $1,000 (Concur)

#

I Audi Selection
. !..!'dl Records
A Accoamting Document Murmber

014120167

PCARD D&/0T - OT/DE 4104 JACE HDWE AT EASTGATE INC

BENHETTS GREENHOUSE ING
WAL-MART STORES, INC
0114120167 - Total

Direct Vendor Payments/ZVE0 Payments < $1,000

3

T Al Sebection
®) All Records

Henader Text

Line ftem Text

To pay Invoice®121669346

Document Type

Vendor invoice
=

1801967437 - Total
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Monthly Review of Transactions without Prior Fiscal
Approval — On-Demand and Scheduled Versions— Cognos
Standard Report

The TCard & ZB
Transactions tab layout
shows the Employee Name,
Trip Name, and Concur _
Report Key used to search i o
in Process Payments of -

Concur for the line-item
review.

Doc Type ZB Transactions < $1,000 (Concur)
Export to Excel

Trip Name Employes Name Sort

602695 Oclober 26-23 frack days Kenfucky Academic AMNDRES
F
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Monthly Review of Transactions without Prior Fiscal
Approval — On-Demand and Scheduled Versions— Cognos

Standard Report

When the Audit Selection
button is clicked it will
randomly select transactions
to audit (approximately the
lesser of 10% or a maximum
of 20 transactions).

If you would like to see all
the transactions, select All
Records.

Backup documentation
should be retained in
accordance with the Monthly
Review of Transactions
without Prior Fiscal Approval
Best Practice document.

4l Records

() Audit Selaction

How To Search Source Systems for Documentation

Searching for PO in Ariba:

Access Ariba from the
OnePurdue Portal
https://one.purdue.edu

Select the Procurement tab

1. Select Purchase
Order in the drop-
down menu

2. Enter the PO number
from the report and
click the magnifying
glass

Procurement
Ariba

A FLRDUE

HOME PROCUREMENT INVOICING

| Purchase Order v | Title
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Approval — On-Demand and Scheduled Versions— Cognos
Standard Report

Search Filters

rler it ‘7 Receipt Date (any receipt) ‘m|

Close Order: | No Choice v Receipt ID (any receipt): ‘ |

. I Date Created: ‘ No Chaice vI e Receipt Status (any receipt): ‘ No Choice v.‘

3. Select “No Choice” —_— A
fOF the Date Created bt Ortlered: ‘ Na Chaice V! Requester: (select a value) [ select™]

4. Click Search button Order ID: :i-fn-;‘l_‘ZGPS ‘ Requisition I0: |
5. CI|Ck the PO Order Method: ‘ No Choice v.i Status: ‘ No Choice v‘

generated under
Search Results

Supplier:  (select a value) [select]

| \ Order ID Type Title e Status Date Created  Supplier Name Total Total

bearch Results Found 1 item

Virage Simulation (Ariba) CMT L.Debs
$165,662.00 (Winamac) 8/07/23 CSB

Virage Simulation
Inc

|7‘ 4501220473 (% Received 17 Aug 2023 $165,662.00 USD $165,662.00 USD

Searching for PCard

; . Travel System
Transactions in Concur:

Concur

Access Concur from the ®
OnePurdue Portal
https://one.purdue.edu

rg T

&Y Concur \ Home v

i

Select Expense from the

Home menu Home

] APPLICATIONS

Requests

Travel

Expense

E- Y Concur  Expense v

Select Process Reports tab
at top

Manage Expenses Card Transactions Process Reports
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Monthly Review of Transactions without Prior Fiscal
Approval — On-Demand and Scheduled Versions— Cognos

Standard Report

1. Select Report Name
in the drop-down
menu

2. Enter the PCard
Report Name

3. Click Go button

4. Select the line-item to
review backup details

Process Reports

Group: Global

D CD D T

Find every report where

0 « ow

v I PCARD 06/07 - 07/06 4104' 9 AND

b

*[=le

Searching for ZV60 FI
Document in SAP Fiori:

Access Concur from the
OnePurdue Portal
https://one.purdue.edu

Enter T-code FBO03 in the
menu prompt

Enter the FI Document
number, then click the

Execute button 0

Click the Services for
Object menu button in the
top left of the screen

Finance Launchpad
SAP Fiori

[v] v | K

Keys for Entry View

Display Document: Initial Screen

jiil| Document List  |¢ First Item

QO

# Editing Options

Company Code EUR

Fiscal Year

Document Mumber 1901857437

& mg & @ g Display Currency

.| Display Document: Data Entry View

=l General Ledger View
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Monthly Review of Transactions without Prior Fiscal
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Standard Report

Click Attachment List from

the drop-down menu to open 9 « 008
attached backup files - Display Document: Data Entry View
& Create... 2 rency H G
E Private note
Dog Send > Company Code
Dog Relationships Posting Date
Ref Workflow » | Cross-Comp.Na.
Cur My Objects b | Texts Exist
| Help for object services
G [FR[ETEL L] 2@ .
Itm Account Description PK  Amount Bug
12515 Global Life Sciences... 31 597.00-
2 523900 Oth Class/Scient S&E 40  597.00 401
. . . Document Number | 1901957437 Company Code EUR Fiscal Year 2022
DOUbIe-CIICk the flle(S) n the D t Dat 0&/25/2021 P stF| ; t 0770272021 Period 1
. . ocurment Date osting Date ario
list to view backup g
. 12186936 - Na.
documentation Reference [ Cross-Comp.No
Wil [& Service: Attachment list
|y new ,||82 B AW | 2|2 F =)= H V.| =E, |,
=
= Attachment for PUR 19019574372022
m
1 Icon Title Creatrilame Created On”
2 | [ Incoming invoice w/o verification D?,fﬂzj'zﬂzll
Searching for TCard/ZB
Transactions
Travel E‘y'StE!IT!

Access Concur from the
OnePurdue Portal
https://one.purdue.edu

Select Expense from the
Home menu

Concur

1

XY Concur [ Home v |

Requests

] APPLICATIONS
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Select Process Reports tab
at top

1. Select Report Key in
the drop-down menu

2. Enter the Concur
Report Key humber

3. Click Go button

4. Select the line-item(s)
to review backup
details

EVC{}ncur Expense v

Manage Expenses Card Transactions

Process Reports

Process Reports

Group: Global

Find every report where

Report Key o lid Equals

CI=0 €D O )

v I 602695 |

L

W

Go

e AND

Running Scheduled Report Resources

How to create a report view,
schedule, and save prompt
selections on the schedule

https://mediaspace.itap.purdue.edu/media/Creating+a+Cognos+Schedule/1_4x07

anrf? ga=2.202511316.455142725.1651496050-1527899741.1560871950

COG 111 — Cognos
Analytics Scheduler Manual

https://www.purdue.edu/bicc/documents/cognos/cognos_training/Cognos%20Anal

ytics%20Scheduler%2011.1.7.pdf

Cognos Reporting Tool
Training

Cognos Tool Training - Business Intelligence Competency Center - Purdue

University
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https://mediaspace.itap.purdue.edu/media/Creating+a+Cognos+Schedule/1_4x07qnrf?_ga=2.202511316.455142725.1651496050-1527899741.1560871950
https://mediaspace.itap.purdue.edu/media/Creating+a+Cognos+Schedule/1_4x07qnrf?_ga=2.202511316.455142725.1651496050-1527899741.1560871950
https://www.purdue.edu/bicc/documents/cognos/cognos_training/Cognos%20Analytics%20Scheduler%2011.1.7.pdf
https://www.purdue.edu/bicc/documents/cognos/cognos_training/Cognos%20Analytics%20Scheduler%2011.1.7.pdf
https://www.purdue.edu/bicc/tools/cognos/training/cognos-tool-training.php
https://www.purdue.edu/bicc/tools/cognos/training/cognos-tool-training.php
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