PURDUE

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 transactions 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.

d. 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.

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

PURDUE

Monthly Review of Transactions without Prior Fiscal

Approval — On-Demand and Scheduled Versions— Cognos

Standard Report

Access Cognos through the
One Campus Portal

https://one.purdue.edu

A ADMINISTRATIVE

Access Control Tool (ACT)

Cognos - Analytics & Reporting

One Campus will prompt for
entry of a number provided to
access Cognos

Open Microsoft Authenticator
and enter the number provided
into Authenticator

47 PURDUE

UNIVERSITY.
1@ purdue.edu
Approve sign in request

Open your Authenticator app and approve the
request. Enter the number if prompted.

11

Didn't receive a sign-in request? Swipe down to
refresh the content in your app.

I can't use my Microsoft Authenticator app right now

Are you trying to signin?

purdue.edu
@purdue.edu

Enter the number shown to sign in.

App: PIT_ShibAuthn_PROD
Location: IN, United States

Kokomo*

L]
Lafayette INDIANA

No, it's not me

Yes
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Monthly Review of Transactions without Prior Fiscal
Approval — On-Demand and Scheduled Versions— Cognos

Standard Report

From the top-left IBM Cognos
Analytics menu, select Content
folder. Then select the
Standard Content folder.

IBM Cognos Analytics

@ Home

New

4 Upload data

Content

®© Recent

Resources

¥ MotioCI

JUE IBM Cognos Analytics
tSIT Y.

Cognos Analytics with Watson.

wers users with Al-driven self-service analytics. See how

scovery and visualizations can drive more confident decisions.

Select Team Content

IBM Cognos Analytics [ Content w

Content

My content

Team content Favorites

Most Recent

Select the Standard Content
folder

Then select the Account
Management folder

Next, select the Monthly

Review of Transactions
without Prior Fiscal Approval
report

Report is also located in the
Standard Content > SPS folder

Standard Content

Last Accessed 11/2/2024, 10:24 AM (|
Account Management
Last Accessed 4/25/2024,11:32 AM |

Monthly Review of Transactions

without Prior Fiscal Approval

Lasl ACCESSE0

1/29/2025, 10:23 AM

Running the Standard Report
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Quick Reference Guide

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

PURDUE

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.

After selecting the desired
Fiscal Year and Fiscal
Period prompts

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

Grant Type Group (Optional)

Non-Federal

Select sl Deselect =

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

Funded Program Type (Optional)

mESLlNILiEy =
Restricted -
Restricted -
Restricted -
Restricted -

wILITTET Slals LI
Other Student Aid
Programs
Regulatory
Student Award

Rstrctd - Fed Approp Hatch
Rstrotd - Fed Approp Smith
Rstrctd - Grad Schirshp/Fello
Rstrctd - State Line Extension
Rstrctd - State Line Research
Rstretd - Unrstrctd/UG Schir

-

Select 30 Desslect 3

Funds Center Prompts
Tab

Enter and search for your
Financial Unit

(Example:18010000 —
Biological Sciences)

Click Submit.
This will run your report

Time, Funded Program and Grant Prompts _

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

ed by spaces.
Search[g]

Opiions ¥

Results: Choice:

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

ords separsted by soaces

Searchlg

Results:

Choice:

Insert i

4 Remove

18010000 - Biological Sciences

18010000 - Biological Sciences

Insertsp

4Remove

elect 3ll Deselent all Selent all Desslect all

Select all Dezleot 2l Select all Deselect 3l
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Monthly Review of Transactions without Prior Fiscal

Approval — On-Demand and Scheduled Versions— Cognos

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.

Purchase Orders < $1,000 (Ariba Orders) | PCard Transactions < $1,000 (Concur) | Diract Vendor PaymentsiZ V60 Payments < §1,000 | TCard & Z8 Transactions = 1,000 (Concur)

Purchase Orders < $1,000 (Ariba Orders)

() Audit Selection
| &l Reconds

4500549505

4500948505 - Total

et Order Value in PO
Mumber Curency

PO Line Hem Text

235,15  ATP P32 easy tide -230uCi

PCard Transactions < $1,000 (Concur)

) Audit Selection
&) All Recongs
|-

A Accoamnting Document Murnber

DNA120167

0114120467 - Total

Header Text

PCARD DG/0T - OT/E 4104 JACE HDWE AT EASTGATE INC

BENNETTS GREENHOUSE ING
WAL-MART STORES, INC
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PURDUE

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

Standard Report

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

The TCard & ZB
Transactions tab layout
shows the Employee Name,
Trip Name, and Concur
Report Key used to search
in Process Payments of
Concur for the line-item
review

Direct Vendor Payments/ZV60 Payments < $1,000

|7 A Selection
| @) &l Records

Wendor invoice

1001957437 - Total

Document Type Header Text Line lem Text
B To pay Inx

epiceR 1 2186936

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

.Q.Audit Selection
{ : 1 All Records

Trip Name

502695 Oclober 26-23 track days Kenfucky Academic

Employes Name Sort

ANDRES
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

Retain backup
documentation in
accordance with the
Monthly Review of
Transactions without Prior
Fiscal Approval Best
Practice document

(@) Audit Selection
(Al Records

How To Search Source Systems for Documentation

Searching for a PO
(Purchase Order) in Ariba:

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

In the Ariba Buying menu,
select Your Requests.

NOTE: This process will
populate a request entered
by any person, not just the
“your requests”

A ADMINISTRATIVE

Access Control Tool (ACT)

Ariba - Procurement

E '.FI,HVR'ZII:)!IE]TE Ariba Buying

Shop Your favorites
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Quick Reference Guide

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

Select To Receive under
Your Requests

Then select Receive orders
on behalf of others in blue
font

] ' Ariba Buying

< | Your requests

Purchase orders Ta receive Request for quotes

Recent requests Requisitions Invoices Custom forms Projects Other requests
URDU . o
77 BHRDYE Ariba Buying
< Your requests
Recentrequests  Requisitons ~ Purchase orders  Toreceive  Requestforquotes  Invoices  Customforms  Projects  Other requests
Fiteroy | Last3months v ‘ OrderId ‘ ‘ Find an order Q
If you're receivin g an item, enter the quam(y r amount you're receiving in the Ac npt red field. Then click Submit to confirm receipt. If you're receiving a service, click Receive. You can
find any order, including orders you've fully received, by entering the order number in the Find an order search field.

You have no orders to receive

1. Select Order ID from
drop-down

2. Enterthe PO #

3. Select All

4. Click Search

The Order will open to the
Receipting area, so click the
PO # (blue font) beside
Order ID to open the PO

Viewing and printing options
are available once the PO is
opened

Receiving Steps ERP Order 4501236010: FW/BIOJAMAZON/PALADING 1 4
r
Select a receipt to work on or view. To select an item in the list, elick its ID. A
Note: This order is cumrently closed for receiving y
(/I\] Select Request
N~ Reopen Order Reopen the purchase order to do further receiving. £
£
2 | Select Receipt
r.
P . A
(3 ) Receive Receipts - No Approval Needed
f
N
(\i/] Additional Info Receipts .
Pt ReceiptID T Order ID Title Date 4
(5 ) Summary y
— RC1519925 4501236010 FW/BIQ/AMAZON/PALADING 1 Thu, 28 Sep, 2023
f
D: 4501236010 4
! r
tle:  FW/BIO/AMAZON/PALADING 1 Y
Purchasing Unit:  Fort Wayne
pplier:  Amazon Capital Services Inc <
'((/(((((/(((“W"Yi’“ﬁr’f{/((/(/((/(/((((‘
EP URDUE
UNIVEREITY
Receiving Steps
Search for aﬁthen select requests for which to receive or verify items. To search, select a request type and then eo'\ 1D
‘ OrderID W || 450123601 o ‘ m (Nescs receiving () ‘-All
1) Select Request ] -

© 2018 Purdue University
Last Updated 07/10/2026
Page 8 of 14




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

1. To Print: Click Print
and the print version
populates. Right-
click the form and
Print to PDF to
name and save the
PO

2. PO Attachments &
Approvals: Click the
Order ID # in blue
font and scroll

3. Purchase Request:
To view PR and
attachments such as
Pl approval, quotes,
click the PR# in blue
font under ReqID

4. Receipt/invoice: To
view the Receipts or
Invoice, Click the top
bar menu for desired

Print and Saving of Ariba
documents is the same
process for each document
type as described above

« JPIURIE

4501236010 - FW/BIO/AMAZON/PALADINO 1

These are the details of the request C"Ektopopume atus, you can edit, change, copy, cancel, or submit the request for approval. Youmay also print the details of the request. Review your request and take the

Aiba PO format.
Then, right click on
the form and Print
fo PDF to save.
Payments History

Click to-opanthe Ariba Receipt or
Invoice i you need to view the
Ariba Receipt or Ivoice.
Printing/Saving a capy is the
same process as the PO.

Summary Approval Flow

Order ID:

4501236010
Version:

Title: - FW/BIOAMAZON/PALAD

Purchasing Unit: - Fort Wayne
Supplier: - Amazon Capital Services Inc

Contact:  Amazon Capital Services Inc

Close Onder e Closed Fr AL Toview PO atiachments and
et e approvals fow, click the PO# fo
Shipping Terms: - Destination Prepay and Add (1) open and scrol to the
MyLabels: - Apply Label.v (©) Attachments section.
¥ Line ltems
3 Line tems
Line ftem Text Type No. ReqlD Qy Ut Description J Supplier Part Number Price Amount

#® 1 |PRITITESS 4 each  Rite in the Rain Weatherproof Hard Caver BOIACHNKEG $2360UD $94.40 USD

Acknowledged: 4
Status  Shipped: 4

Received:

m Contact:  Amazon Capital Senvices Inc

Commadity Code:  Paper products

Toview the Ariba
Purchase Request and
related attachments,
Click the PRE.

.

Purch Org: 1000 {Purdue Purch Org)

Vendor: - 0100038526 (Amazon Capital Services Inc)

Searching for PCard
Transactions in Concur:

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

@ TRANSPORTATION

l T T N T T it T o o W W . Y J

| 4

Travel System - Concur
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Monthly Review of Transactions without Prior Fiscal
Approval — On-Demand and Scheduled Versions— Cognos

Standard Report

Select Expense from the
Left-side menu

Then select Process
Reports

1. Select Report Name
in the drop-down
menu

2. Enter the PCard
Report Name

3. Click Go button

4. Select the line-item
sought to review
backup details

=

PURDUE

UNIVERSITY.

Hello, Melissa

July 10, 2026

[

Expense

@

Hip=
»

o]

Manage Expenses

Card Transactions

Process Reports

eate Request
t an approval r
XpPEenses.

S|
Airlines are enforcing st

policies. Always cancel
flights prior to schedule,

tima te avunsid lacing the

Process Reports

Group: Global

=D ED D I

Find every report where

o | @~

W

Begins With

w

I PCARD 06/07 - 07/06 4104' e AND

o

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

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

Business Center Purchasing Forms

Finance Launchpad - SAP Fiori

D £ D 0080000 LLLLLLSIS

Q [P d THE

v &

Display Document: Initial Screen

QOO

il Document List | Firstltem " Editing Options

Keys for Entry View

Docurment Mumber

1501957437

Company Code EUR

Fiscal Year

%@ .| Display Document: Data Entry View

s oy & @ 2% DisplayCurrency 2f General Ledger View

© 2018 Purdue University
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U N Monthly Review of Transactions without Prior Fiscal
Approval — On-Demand and Scheduled Versions— Cognos
Standard Report

Click Attachment List from

the drop-down menu to 4 « QOO

open attached backup files i Display Document: D_aﬁa Entry View
D;v Create... 4 rency 'jf G

Attachment list

Dat  private note

Doé Send » Company Code
Dot Relationships Posting Date
REﬁ: Workflow » | Cross-Comp.No.
Cur; My Objects b | Texts Exist

| Help for object services
.E-Ili..?nnu- "-F"l'z .‘II ‘I?@‘
Itm Account Description PK  Amount Bug

1 2515 Global Life Sciences.. 31 597.00-
2 523900 0Oth Class/Scient S&E 40 597.00 401

Double-click the fiIe(s) in the Document Number (1901957437 Cornpany Code FUR Fiscal Year 2022
list to view backup Document Date 06/25/2021 Posting Date 07/02/2021| Period 1
documentation Reference 12186936 Cross-Comp.lo.

o0y [ Service: Attachment list

M EEREAIR IR E DR EEN

| Attachment for PUR 19019574372022
Icon Title Creatriiame Created On”

3 I [& Incoming invoice w/o verffication 0?}02}2021'

Searching for TCard/ZB @ TRANSPORTATION
Transactions
Access Concur from the l il ool bl i D D D D D ST P J

OnePurdue Portal
https://one.purdue.edu

had

Travel System - Concur
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I Monthly Review of Transactions without Prior Fiscal
Approval — On-Demand and Scheduled Versions— Cognos
Standard Report

= 5 PURDUE

UNIVERSITY.

Hello, Melissa

r> July 10, 2026

th>
Select Expense from the eate Request
Left-side menu =51d | it an approval
- EXP\BHSE o Xpenses.

&> Manage Expenses

(> Card Transactions

kO
Then select Process Process Reports p

Reports

@

Airlines are enforcing st
policies. Always cancel

k=
o

47 PURDUE

UNIVERSITY.

1. Select Report Key ®  Process Reports

in the drop-down

menu {’ R Group: Global
2. Select Equals from [ run ey ] croup J
the second drop- [ L
Find every report where
down menu

3. Enter the Concur l [Report Name Ve | @ v [ | @) AND
Report Key number Report Name a
from the FBO3 Repor Key | o n o

b d
4 8ﬁ(§l: rcr;intt)l_l;tlteoander El _ E:Eii: E:zz :::: | Submit Date | Employee Na... | Approval Status | Re
rt;; y Employee ID . o
Report Id or the filter criteria to search for expense reports that need to be processed.
Submit Date "Preferences’.
@ Processor Start Date

Approval Status

*

Payment Status

Receipts Received

© 2018 Purdue University
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Monthly Review of Transactions without Prior Fiscal
Approval — On-Demand and Scheduled Versions— Cognos
Standard Report

Click the generated report to
open to line-items

Click the Receipt Image
icon to open line-item
receipt images

Find every report where

Report Key v Equals v |egsasy AND
- - o
| ] IchnrtNamt | submit Date | Employee No... || Approval status | [ Report Total | Receipt Status | Report Type | Cash Advance...| Payment Status | “Account Assij
@ WI PCARD 03/07 - 04/06 0938 0411412026 Meg Approved $11.956.14| Received / Not .. Statement Extracted for P.
PCARD 03/07 - 04/06 0939
L
Summary Details ¥ Receipts ¥ Print / Email ¥
Exceptions

Expense Type ‘ Date ‘ Amount‘ Exception

03/13/2026

522015-Hard...

$196.27 f) Code: NOALLOC, Level: 51; This report has entries with missing account assingments.

Select REceipt

Expenses

‘Amount | *Posted Date Transaction D... | Expense Type | Vendor Name Business Purp... | City

Vi

Payment Type

. $-2.07 03/31/2026 03/30/2026 536010-Minor ... SP ARDUINO ... AWCT Probe PL.. Boston, Massa... JPMC PCard
E‘ (53010000/140... $85.58 03/30/2026 03/27/2026 523900-0th CL.. HORIZON HOB... will be used for... Champaign, Illi... JPMC PCard
@54.@ (F.00101560.0... $1,003.30 03/30/2026 03/27/2026 536010-Minor ... ATLAS SCIENT... required for rea... Champaign, Illi... JPMC PCard
b . B oo B bislsg ol B 8o Hhodod oraond e vl B oo b gl
Running Scheduled Report Resources
How to create a report view, . . . .
https://mediaspace.itap.purdue.edu/media/Creating+a+Cognos+Schedule/1 _4x07g

schedule, and save prompt
selections on the schedule

nrf?_ga=2.202511316.455142725.1651496050-1527899741.1560871950

COG 111 — Cognos
Analytics Scheduler Manual

https://www.purdue.edu/bicc/documents/cognos/cognos training/Cognos%20Analy

tics%20Scheduler%2011.1.7.pdf

Cognos Reporting Tool
Training

Cognos Tool Training - Business Intelligence Competency Center - Purdue
University

© 2018 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://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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