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Notices 

Every effort has been made to supply complete and accurate information, 
however the information in this document is subject to change without 
notice. UNIT4 Business Software Limited assumes no responsibility for any 
errors that may occur in the documentation.  

Microsoft ® Excel, Windows ® and Microsoft ® SQL Server ™ are either 
registered trademarks or trademarks of Microsoft Corporation in the United 
States and/or other countries. Crystal Reports is a trademark of Crystal 
Decisions, Inc. All other brand names, product names and company logos 
are trademarks or registered trademarks of their respective owners. 

This document contains information that is proprietary to and considered a 
trade secret of UNIT4 Business Software Limited. It is expressly agreed 
that it shall not be reproduced in whole or in part, disclosed, divulged, or 
otherwise made available to any third party either directly or indirectly. 
Reproduction of this documentation for any purposes is prohibited without 
the prior express written authorisation of UNIT4 Business Software Limited. 
All rights reserved. 

UNIT4 Business Software Ltd © 2011. 
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Welcome 
 

Welcome to the Travel Expenses training. 

This is a training course that outlines the basic concepts for setting up 
Agresso Business World for travel expenses, and for using ABW to enter 
and approve travel expenses. The course contains training sessions as 
follows: 

• Session 1 – Overview and Setting up Fixed Registers 

• Session 2 – Registering Travel Expenses 

• Session 3 – Posting Travel Expenses 

• Session 4 – Performing Enquiries and Generating Reports. 

The course is designed for super and advanced users, and you should be 
familiar with using and working in a Microsoft Windows environment. 

 

Training basics 

Your trainer will explain: 

• location of facilities including toilets, tea and coffee 

• fire procedures within the building and the marshalling points 

• mobile phones and PIM – make sure that they are switched off 

• breaks – there are regular breaks during the course including 
coffee breaks at convenient points throughout the day and a 
lunch break of approximately 1 hour 

• Feedback – forms are distributed to provide feedback on the 
course. Please fill them in before you leave. 
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Introducing the course 

Your trainer will explain the course format and materials: 

• the course is a combination of demonstrations, which you can 
follow on your PC, and exercises to confirm your understanding 
of the topics covered, which unless stated otherwise should 
be completed on ABW client A3 

• teaching aids, such as PowerPoint presentations, are used where 
appropriate to help to help explain concepts, processes or 
procedures 

• a number of documents support the course: 

• Travel Expenses Delegate’s Workbook to guide you through the 
course 

• Travel Expenses Exercise Workbook containing a set of exercises 
to do as you work through the Delegate’s Workbook. 

Additional information on the Travel Expenses module is available in the 
Agresso Business World Reference Manual and On-line Help. 
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Objectives of the course 

The objectives of the course are to help you: 

• understand the scope and functionality of ABW Expense Ledger 
for travel expenses 

• be able to set-up the appropriate ABW fixed registers which are 
required for travel expenses recording and posting 

• be able to enter record and post travel expenses in ABW 

• understand how to perform enquiries on travel expenses 

• understand how to run reports on travel expenses 

 

At various stages in the course you are asked to complete exercises to help 
you understand the concepts and tasks that are described by your trainer. 

Each session has a set of key leaning points that you can use to check that 
you have understood how to perform the tasks that are described in the 
session training. 

The set up of travel agreements, and automatic calculation of travel related 
allowances, is covered (where appropriate) during consultancy. 

 

Further courses to attend 

After you have completed this course, you can attend additional courses 
related to other individual ABW modules and tools to support your specific 
business processes. 

The following courses may be of interest: 

• Enquiry, Browser, and Analyzer 

• Accounts Payable 

• Workflow Basics. 
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Session 1 
Overview and 
Setting up Fixed Registers 
 

This section provides you with an overview of Travel Expenses within ABW, 
and a demonstration of how you set up the fixed registers necessary for 
the recording and posting of travel expenses data in ABW. It covers: 

• an overview of Travel Expenses 

• setting up fixed registers 

• setting up account rules and accounts 

•  setting up payment dispatch 

• setting up transaction series, types, and posting cycles 

• setting up value references, value reference rates, and P&Ds 

• adding columns to payslip 

• setting up expense types 

• itemising expense types 

• setting up travel rules, allowances and agreements 

• setting up Proxy expense entry 

By the end of this session you should have a firm understanding of the 
fixed registers that you may need to set up before you can register travel 
expense data in ABW, and the methods by which you can set up those the 
fixed registers.  

 

Key learning points 

Understanding the fixed registers that you may need to set up 
before you register and post travel expense data in ABW. 

Understanding how you use ABW to set up fixed registers required 
for travel expense registration and posting. 
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An overview of Travel Expenses 

The ABW Expense Ledger is a facility that enables you to manage the set 
up, registration, authorisation, posting, and processing of claims for travel 
expenses by resources. 

The Expense Ledger is a module within ABW Human Resources, and the 
main functions are: 

• setup and maintenance of system and resource information 
which is related to travel expenses via fixed registers and travel 
agreements 

• registration of advances for travel expenses, and invoices for 
travel-related expenses 

• posting of expense claims 

• authorisation structure and rules for Web Expenses registration 
and approval 

• registering and authorising expenses on ABW Self Service 

• administration of expenses in ABW Smart Client, including mass 
posting 

• enquiry and report production on all aspects of travel expense 
setup, registration, posting, travel expenses and travel 
transactions 
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The process flow of travel expense information and tasks through ABW is:   

Record
& authorise

travel
expenses

Set up
fixed

registers

Post
travel

expenses

Reporting
Enquiries

1

2

3

4

 

The numbers within each box indicate the training session that deals with 
that particular process. 

In summary, the travel expenses process within ABW is: 

1. Fixed registers are set up to permit and control registration, posting, 
and processing of travel expense transactions within ABW. 

2. Advances on travel expenses, and invoices that are received from 
suppliers for travel-related activities, can be registered in ABW in 
advance of a resource posting a travel expenses claim. Registered 
expenses are approved based on the authorisation structure and 
rules set up in ABW Smart Client. 

3. Travel expenses claims are posted to the General Ledger, AP and/or 
Payroll modules using ABW Smart Client.  

4. Enquiries and reports can be run to obtain information on travel 
expense advances, payments, and transactions which have been 
processed by ABW. 
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Setting up fixed registers 

Setting up of fixed registers is the first stage in the process flow of 
information and tasks for Travel Expenses: 

Record
& authorise

travel
expenses

Set up
fixed

registers

Post
travel

expenses

Reporting
Enquiries

1

2

3

4

 

Setting up expenses attributes 

Before you can use ABW to register and post travel expenses you may 
need to set up the following expense attribute fixed registers: 

• resource groups - to set up groups that control whether 
resources are contracted or permanent employees 

• resource types - to set up groups of resources which are used in 
the ABW Expense Ledger 

• transport types –(optional) - to set up the means of transport 
which are used throughout the ABW Expense Ledger 

• country codes - which may be used in the ABW Expense Ledger 
when registering and posting travel expenses 
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Setting up resource groups 

You may need to set up resource groups to set up groups that control 
whether resources are contracted (consultants) or not (permanent 
employees), and which are used in the ABW Expense Ledger when 
registering and posting travel expenses 

You set up resource groups in ABW using the Resource groups window: 

1. Display the Resource groups window from the Main Menu: 

 Select AGRESSO Human Resources | Expense ledger | Fixed 
registers | Fixed codes | Resource groups 

 Press F7 to display all resource groups that are currently set up, 
for example: 
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2. Define a resource group if required: 

 Press Alt+F2 to insert a new row 

 Type a resource group code for the Attr value, for example V for 
Volunteers 

 Type a description of the group 

 Tab through to the next row to automatically complete the valid to 
period and status fields 

3. Save the details, then close the window. 

Setting up resource types 

You may need to set up resource types to set up groups of resources in the 
ABW Expense Ledger when registering and posting travel expenses. You 
set up resource types in ABW Smart Client using the Resource types 
window: 

1. Display the Resource types window from the Main Menu: 

 Select AGRESSO Human Resources | Expense ledger | Fixed 
registers | Fixed codes | Resource types 

 Press F7 to display all resource types that are currently set up: 

 

2. Define a resource type if required: 

 Press Alt+F2 to insert a new row 

Type a resource type code for the Attr value, for example TT for 
Term Time employees 

Type a description of the resource type 

Type the code of the resource group that you want to associate 
with the resource type 

Tab through to the next row to automatically complete the valid to 
period and status fields 

3. Save the details, then close the window. 
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Setting up country codes  

You may need to set up country codes when rates or values associated 
with an expense type vary depending on the country they are incurred in. 
You set up country codes in ABW using the Attribute values window: 

1. Display the Attribute values window, and the current country 
codes: 

 Select AGRESSO Common | Attributes and Relations| Attribute 
values  

Select COUNTRY for the Attribute 

 Press Tab to move to the table field 

 Press F7 to display all country codes that are currently set up, for 
example: 

 

2. Define a new country code if required: 

 Press Alt+F2 to insert a new row 

 Type the country code for the Attr value, for example DE for 
Denmark 

 Type the country name for the Description, for example Denmark 

 Tab through to the next row to automatically complete the valid to 
period and status fields 

3. Save the details, then close the window. 
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Setting up Countries 

If subsistence allowances are to be calculated & recorded against country 
of travel and the currency of the country an expense is incurred in is to be 
input, that country must be made available to the expense ledger. You 
select countries in ABW through the countries register: 

1. Display the Countries window, and the current countries selected: 

 Select Settings | System Administration | Fixed Registers | 
Countries 

 Enter EN into the Lang Search field 

 Select the TT option on the search bar 

 Press F7 to display all countries selected for use in the expense 
ledger 

 

2. Select new countries if required: 

 Remove the TT option from the search bar and press F7 

 Check the TT box for all countries required 

3. Save the details, then close the window. 
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Setting up Payroll Periods 

Payroll periods must be defined even if you are not running ABW Payroll. 
You define Payroll Periods, if being used purely for expenses in ABW 
through the expense ledger fixed registers: 

1. Display the Payroll Periods window: 

 Select AGRESSO Human Resources | Expense ledger | Fixed 
registers | Payroll Periods 

 Select Payroll Periods in Type 

 Select the PR in the drop down next to Type 

 Enter 2009 into the Year field 

 Make sure PAYRPER is in the attribute field & the Payroll check 
box is selected  

 

2. Add new Payroll periods if required: 

 Tab to the search bar and F7 to return any values. If no values 
return, they need to be added 

 Select Tools/Generate Periods to display the Payroll Periods 
(Generate Period) window 

 Check the details and add text values to be shown 

 Press F11 to keep the details and show the payroll periods 

 

3. Save the details, repeat for years 2010, 2011 and 2012, and for 
period type M for all 4 years, and then close the window. 
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NOTE: This will need to be maintained and kept up to date for each payroll 
year. However, you can only create Payroll Periods where the accounting 
period already exists. 
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Setting up account rules and accounts 

Before you can use ABW to register and post travel expenses you will need 
to set up the following: 

• account rules – to set up account rules for posting expenses 

• accounts - to link each of the account rules that you create for 
travel expenses to the relevant account group, and the account 
type 

Setting up account rules 

You need to set up account rules specifically for the processing of travel 
expenses transactions in ABW (i.e. in addition to the standard account 
rules and accounts). 

If additional information is required for the GL analysis, for example Work 
order (category 4) and Activity (Category 5), these can be added as 
standard using the relevant category fields. 

Typically you need to set up the following: 

• an account rule for General Ledger expenses 

• an account rule for expenses advances 

• an account rule for mileage expenses 

You set account rules in ABW using the Account rules window. 

1. Display the Account rules window: 

 Select AGRESSO Common | Accounting structure | Account rules 

  

 

  

Field to create a new account rule 

 

Fields to set up 
the account 
analysis for the 
selected rule 
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2. Define an EXPENSES account rule for posting expenses transactions 
to the General Ledger: 

 Type ‘Travel – Expenses’ for the Rule, then tab through to the 
table field and press F7 

 

3. Define an EXPENSE ADVANCES account rule for posting expense 
advances transactions to the General Ledger, for example: 
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Setting up accounts 

You need to set up accounts for processing of travel expenses to link each 
of the account rules that you create for travel expenses to the relevant 
account group, and the account type (General Ledger or Accounts 
Payable). 

For example, if you create an account rule for General Ledger expenses, 
you need to set up an account that links the expenses account rule to the 
appropriate account group and type (General Ledger). 

You set accounts in ABW using the Chart of accounts window: 

1. Display the Chart of accounts window: 

 Select AGRESSO Common | Accounting structure | Chart of 
accounts 

 

 

2. Set up an account for the general expenses account rule: 

 Press Alt+F2 to insert a new row 

 Type the Account number, for example 5050 

 Type the Description, for example Project Expenses 

 Select the account rule for the Rule, for example Travel - 
Expenses 

 Select the account group, for example EXP 

 Enter type as GL 

3. Save the details and close the window. 

 

Exercise 

Open the Exercise Workbook and complete the following exercise: 

Exercise 1.1: Setting up accounts 

List of accounts 

 

 
   

 

Rules for accounts 
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Setting up payment dispatch  

NOTE: Payment dispatch is only relevant for expenses paid through payroll. 

You can use a payment dispatch function to pay resources their expenses 
using accounts other than their standard account (as entered in the 
Employee window, Payroll tab). 

You set up payment dispatch in ABW using the Payment dispatch window: 

1. Display the Payment dispatch window: 

 Select AGRESSO Human Resources | Payroll | personnel 
Registration | Payment dispatch 

 

Set up the payment dispatch template as required: 

Select Setup from tool bar – press F7 or binoculars – this will 
bring up an enquiry setup screen. 

 

 

Flag the boxes – Post accnt (Building Society Roll no), Account 
name and Sort Code. 
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Save the template – saving it as the default and global, giving it a 
name of ‘Bank account details’. 

 

 Type a resource ID for the ResID value, for example 1001, then 
tab onwards 

Type a reference number for the # value, for example 1 

Type a currency for the Currency, for example GBP 

Type a currency amount (if relevant) for the Curr amount 

Type a currency percentage as required for the % value 

Type a payment currency for the Pay curr value, for example GBP 

Select the appropriate flags to identify if the account is for 
expenses only (TT) or for Expenses and Payroll (TT pay PR). 

Type the code of the account to which payments are to be made 
for the Bank accnt value 

Type the sort code of the bank for the sort code value 

2. Save the details and close the window. 
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Setting up transaction series, types, and posting cycles 

Before you can register and post travel expenses you need to set up the 
following for General Ledger transactions and posting of supplier invoices: 

• transaction series 

• transaction types 

• posting cycles 

Additionally, you may need to set up transaction series, types, and posting 
cycles for Payroll transactions if you are using ABW Expense Ledger with 
ABW Payroll. 

• Path: AGRESSO Common | Fixed Registers 
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Setting up transaction series 

You need to set up transaction series with valid transaction numbers for 
purposes of registering and posting travel expenses in ABW. For the 
purposes of this training you should set up a transaction series for each of 
the following: 

• EP – Posting expenses 

• ER – Registering expenses 

NOTE: If you would like to keep the same transaction number from registering 
expense transactions through to posting expense transactions, you can 
define just one transaction series. However, the expense parameter 
TTPOSTARRIVE must be activated. 

You use the Transaction series window in ABW to set up a transaction 
series with valid transaction numbers. 

1. Display the Transaction series window: 

 Select AGRESSO Common | Fixed registers | Transaction series 

 Press F7 to display all transaction series that are currently set up, 
for example: 

 

2. Set up the transaction series that you require, for example to set up 
a transaction series EP for posting expenses: 

 Press Alt+F2 to create a new row 

 Type EP for the TS code 

 Select Automatic for the Assignment type 
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 Type posting expenses for the Description 

 Type the transaction series start value that you require in the 
TransNo from field, for example 60000000 

 Type the transaction series end value that you require in the 
TransNo to field, for example 69999999 

3. Save the details and close the window. 
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Setting up transaction types 

You set up transaction types to create a transaction type and associate it 
with a transaction series. For the purposes of our training you need to 
create the following transaction types: 

• PE- Posting expenses – and associate it with the Posting 
expenses transaction series  - use TC 65 

• RE – Registering expenses – and associate it with the Registering 
expenses transaction series – use TC 64 

You use the Transaction types window in ABW to create a transaction type 
and associate it with a valid transaction series. 

1. Display the Transaction types window: 

 Select AGRESSO Common | Fixed registers | Transaction types 

 Press F7 to display all transaction types that are currently set up, 
for example: 
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2. Set up the transaction type that you require, for example to create a 
transaction type PE for posting expenses and associate with the EP 
Posting Expenses transaction series: 

 Press Alt+F2 to create a new row 

 Type PE for the TT code 

 Type Posting Expenses for the Description 

 Type a treatment code for the TC value, for example 65 

 Type EP for the TS code to associate the EP transaction series 
with this new transaction type 

 Type N for a Normal status 

3. Save the details, then close the window. 

NOTE: If you have activated TTPOSTARRIVE a transaction type linked to 
TC 64 and another linked to TC 65 must still be defined, however, both 
must be linked to the one transaction series defined. 

 

Setting up posting cycles 

You set up posting cycles so that you can register travel expense 
transactions in ABW, and after you set up the necessary transaction series 
and transaction types. 

For the purposes of our training you need to set up a posting cycle for each 
of these transaction series: 

• EP Posting expenses 

• ER Registering expenses 

You register posting cycles in ABW using the Posting cycles window. 

1. Display the Posting cycles window: 

 Select AGRESSO Common | Fixed registers | Posting cycles 

 Press F7 to display all posting cycles that are currently set up, for 
example: 
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2. Set up the posting cycle that you require, for example to set up a 
posting cycle for the Posting expenses transaction series EP: 

 Press Alt+F2 to create a new row 

 Select EP for the TS code 

 Type the current period for the Period 

 Type the current financial year for the Year. (Leave the year blank 
if you wish to continue with the same transaction numbers in 
another year.) 

 Type the permitted transaction number range in the TransNo from 
and TransNo to field 

 Type N for a Normal status 

3. Save the details, then close the window. 

 

Exercise 

Open the Exercise Workbook and complete the following exercise: 

Exercise 1.2: Transaction types, series and posting cycles 
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Setting up value references, value reference rates, and 
P&Ds 

You set up the following in ABW before registering and posting of travel 
expenses: 

• value references - to set up value references for each different 
occurrence of travel expense, for example Mileage Allowance 

• value reference rates – to create rates which apply to other 
resources in ABW and which can be used throughout the Expense 
Ledger, for example a Mileage Allowance rate 

• P&Ds - to link a value reference to a GL account code so that 
ABW can calculate expenses claims. 

Path: AGRESSO Human Resources | Expense Ledger | Payment and 
Deductions | Value References 
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Setting up value references 

You need to set up value references for each different occurrence of travel 
expense, for example Mileage Allowance, Overnight Stay Expenses, 
Additional Overnight Expenses etc.  

Some value references need to be set up as a consequence of government 
regulations, while others may need to be set up according to the 
requirements of your organisation. 

You set up value references in ABW using the Value references window. 

1. Display the Value references window: 

 Select AGRESSO Human Resources | Expense Ledger | Payment 
and deductions | Value references/Rates | Value references 

 In the search line, type in G100 and press F7 to display: 

 

The key fields you use to set up a value references are: 

• Value ref – a 6 character alphanumeric code for the value 
reference 

• Description – a description of the value reference 

• Balance –if selected makes the reference a balance reference (if 
deselected, makes the references a normal reference maintained 
in the rate registers) 

• P – if selected the rate is valid only for given periods 

• PR – indicates if the rate is to be used in payroll 

• Smart client HR – the rate will be shown in the payroll tab on 
Personnel Registration 

• Self Service HR – rate will be visible in self service 

• Payslip – if the value reference is a balance then this indicates 
whether the balance will be printed on the payslip. 

• Proc.gen.lev - Process rates on general level. This check box 
determines whether or not the rates will be processed on a 
general level also.  Note that even though the system parameter 
HS01_SHOW_GENERAL_RATES is activated, the rates with the 
check box Proc.gen.lev cleared are not shown in the Resource 
master file (all instances of HS01). 

2. Close the window. 
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NOTE: The following $P0 through to $P6 value references will be required if 
the itemisation functionality is to be used. $P value references do not need 
rates applied to them. 

 
Setting up value reference rates 

You may need to set up value reference rates to create rates which apply 
to other resources in ABW and which can be used throughout the Expense 
Ledger, for example a Mileage Allowance rate which can be used for all 
resources. 

You set up value reference rates in ABW using the Value reference rates 
window. 

1. Display the Value references rates window: 

  Select AGRESSO Human Resources | Expense Ledger | Payment 
and deductions | Value references/Rates | Value reference rates 

2. Display details of a value reference rate: 

  Select a rate from the Value ref field (for example G100 if 
defined) 

  Press Tab to move to the table field 

 Press F7 to display details, for example: 

 

The key fields you use to set up a value reference rate are: 

• Attrib – It is possible to have different rates for different groups 
of employees. The attribute field is used to identify this. 
GENERAL applies to all employees. 

• Attribute and Res/Grp fields –attributes and resource groups for 
which the rate is valid ( links to attrib) 

• Data from and Date to –the period for which the rate is valid 

• Rate – the rate, either a fixed amount or a percentage 
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• S – the status (N = Normal, P = Parked, or C = Closed) 

3. Close the window. 

 

NOTE: A General Line is always required, even if the rate is 0.00 

 

Exercise 

Open the Exercise Workbook and complete the following exercise: 

Exercise 1.3: Setting up value references and values 
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Setting up P&Ds 

You need to set up P&Ds to link a value reference to a GL account code so 
that ABW can calculate expenses claims.  

You set up P&Ds for travel expenses in ABW using the P&D register 
window: 

1. Display the P&D register window: 

 Select AGRESSO Human Resources | Expense Ledger | Payment 
and deductions | P&D register 

 

The tabs you use for setting up P&Ds for travel expense calculation 
are: 

• P&D – set up the P&D code, and the value reference to which it is 
linked 

• Analysis – set up the GL analysis 

• Limits – where there is a amount or no/base limit 

• Info – information about the P&D. 

2. Set up a P&D for Rail Fare where the claimant only needs to enter 
the amount they are claiming: 

 Type 4150 for the PD value and confirm the new code 

 Type Rail Fare for the description 

 Select Variable for the P&D type 

 Type Rail for the Short name 

 Leave the Formula Blank 

 Fix P0 through to P5. Leave P6 open 

 Ensure the travels box is checked. 
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3. Display the Analysis tab and enter the General Ledger analysis 
details: 

 Select GL Analysis: 

 Type 6000 for the Account 

 Make the value next to Costc R 

 

4. Display the Info tab and the P&D information details: 

 Select Info: 

 Check the period No/Base and amount boxes 

 Save 

5. Select P&D 4100 for Mileage Allowance: 



UNIT4 Training Services  Session 1: Overview and Setting up Fixed Registers 

 

36  Version 561.2 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Note the formula P0*P1 (Qty multiplied by Higher mileage rate) 

 Fix P1 through to P5 

 Check the analysis tab 

6. Display the Limits tab: 

 Select Limits: 

 Type 1 into the # field 

 Select Number for the control 

 Enter 10000 into Max 

 Select Calendar Year for the Horizon 

 Make the limit by ResID 

The Alt.PD/Valueref. Must be the value reference rate of the lower 
mileage rate 

 Make the treatment Stop 

 

7. Display the Info tab and the P&D information details: 

 Select Info: 

 Check the period No/Base and amount boxes 

 Save 

8. Close the window. 
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NOTE:  
• Position field – not ticked looks at Resource, ticked looks at Position 
• Currency field – not ticked uses base currency i.e. GBP, ticked uses currency of 

country selected. 
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Adding columns to payslip 

If you are paying expenses through payroll you may wish to see the items 
on the payslip. 

Select AGRESSO Human Resources | Expense Ledger | Payment and 
deductions | P & D’s in report columns 

 

Add the PD’s using the example above. 

 

Exercise 

Open the Exercise Workbook and complete the following exercise: 

Exercise 1.4: Setting up PD’s 
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Setting up expense types 

When setting up ABW fixed registers for travel expenses, you need to 
define the various expense types that will be registered through ABW 
Expense Ledger (TT). 

• you cannot set up expense type until after you have entered the 
P&Ds 

You set up expense types in ABW using the Expense types window. 

1. Display the Expense types window: 

 Select AGRESSO Human Resources | Expense Ledger | Fixed 
registers | Expense types 

 Press F7 to display all expense types that are currently set up, for 
example: 

 

2. Set up the expense type that you require, for example to set up an 
expense type for meal expenses: 

 Press Alt+F2 to create a new row 

 Select Meal for the Expenses types code 

 Type Meal for the Description 

 In Transaction Text type [Enter name of restaurant]  

 Type 4160 for the P&D code for the PD value 

 Select the TT check box to ensure that the expense type is 
enabled in the Expense Ledger for web entry 

 Select the Receipt check box to show that the default is a receipt 
must be provided 

 Type N for a Normal status 

3. Save the details. 

Exercise 

Open the Exercise Workbook and complete the following exercise: 

Exercise 1.5: Setting up expense types 
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Itemising expense items 

You may wish to have items such as hotel bills itemised. 

1. To do this EXPTYPE must be made a relation of EXPTYPE. 

 Select AGRESSO Common | Attributes and Relations | Relations | 
Relations 

 

2. Set up a relation for each item you wish to itemise against the 
EXPTYPE i.e. Hotel 

 Select AGRESSO Common | Attributes and Relations | Relations | 
Attributes per relation 

Select the relation EXPTYPE and HOTEL – and attribute as 
EXPTYPE 

 ALT+F2 to insert lines 

Add Room, Meal, Sundry and Bar as Values 

 

3. Save the details & close the window 

You can use one PD to enter all of the itemisable hotel costs, then once 
itemise is selected, these costs will be distributed across all of the relevant 
PDs, the benefit of this is to reduce the entry time. The resource simply 
enters all of the information on one expense type and doesn’t have to go 
back to the split the costs. These costs can be entered in either home 
currency or travel currency. 
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4. Define the attribute and attribute values for the expense 
descriptions: 

 

 

5. Save the details & close the windows 

6. Enter the attribute ID in the system parameter 
HS_PD_UNIT_ATT_ID. 

 Select AGRESSO Human Resources | Expense Ledger | System 
Setup | System parameters – Payroll/Personnel/Expense 

 

7. Save the details & close the window 

8. Select the hotel P&D and amend 

 Select AGRESSO Human Resources | Expense Ledger | Payment 
and deductions | P&D register 

Select the Hotel P&D 4140 - The hotel PD will be used as 
the main PD – this will provide the input template for the 
costs to be allocated across the correct P&D’s 

 Type P1+P2+P3 into the formula box 

  Fix P0, P4 and P5 

  Type $P1 into P1 factor Value Ref 

  Type $P2 into P2 Constant 

  Type $P3 into P3 Constant 
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9. Save the details  

 Select the Room P&D 4200 - The Room PD will be used to define 
the treatment of Hotel room costs 

 Type P0 into the formula box 

  Fix P1, P2, P3, P4 and P5 

  Type $P1 into P0 Qty/Base Value Ref 
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10. Save the details 

 Select the Meal P&D 4160 - The Meal PD will be used to define the 
treatment of Hotel meal costs 

 Type P0 into the formula box 

  Fix P1, P2, P3, P4 and P5 

  Type $P2 into P0 Qty/Base Value Ref 

 

11. Save the details  

 Select the Room P&D 4170 - The Bar PD will be used to define the 
treatment of Hotel Bar costs 

 Type P0 into the formula box 

  Fix P1, P2, P3, P4 and P5 

  Type $P3 into P0 Qty/Base Value Ref 
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12. Save the details and close the window 

13. You need to rename each constant where the itemised value will be 
entered to reflect the expense type it is for. 

 Select AGRESSO Human Resources | Expense Ledger | Fixed 
registers | Expense types, select Setup and F7 

You will need to set up a new template with P1, P2 and P3 
attribute description checked as shown below: 

 

You will now have additional fields available to enter the PD 
descriptions as shown: 

 

Make sure the expense type Hotel is checked for itemise and must 
itemise. 

14. Save the details and close the expense types window. 
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Setting up travel rules, allowances and agreements 

You need to set up travel rules to define rules for all types of expenses 
claim. Typically you need to define at least these three travel rules: 

• single travel, domestic & abroad - for a standard out and return 
trip 

• continuous travel - for a multi stop trip which calculates rates for 
different countries or locations as necessary 

• cost - for entry of expenses only, therefore you will be unable to 
claim 

After you set up travel rules you can use the DEF_TRAVEL_TYPE parameter 
to define a travel rule as the default travel rule (the default travel rule that 
ABW uses each time that an expense is registered or posted). 

In addition to the three minimum recommended rules, you may need to set 
up additional travel rules that relate to additional or reduced benefit for 
particular resources, groups, or positions.  

After you have defined several travel rules, you can define the TRAVRULE 
(CB) as a relation on resources, and link the specific travel rules to 
particular resources for management-specific or resource type specific 
travel rules.  This will allow you to control which expense types are 
available to specific employees. 

Setting up travel allowances 

Travel allowances and agreements are used to calculate the specific 
benefits for meals or overnight accommodation if these are not paid for 
directly. They may also calculate any deductions for any meals or expenses 
covered during the travel.  The travel allowances let you define rules for 
calculation of the different daily and overnight rates. 

1. Open the Travel allowance window: 

 Select AGRESSO Human Resources | Expense ledger | Travel 
allowance set up | Travel allowance 

 

2. Define type: can be Food, Night or Extra. These are fixed and cannot 
be amended: 

  Give the row a unique number 
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Set up day start- this can be either every 24th hour (allows 24 
hours in one day allowance) or every midnight (full allowances 
will start again from midnight) 

The per field is where you set the type or part of the journey that 
is valid for that rule i.e. D = depart, A = arrive, B = between or N 
= none. 

Define how the rule will be calculated i.e. hours, time or none 

Set any time or hours that apply for the rule  

If you set the remuneration up as hours you must define the 
rounding  

The value relates to the value reference that holds the rate 

The home and abroad relates to which P&D is to be used if there 
is no overnight travel and with overnight travel. 

3. The second tab allows you to state how much should be deducted if 
any meals are purchased on their behalf both at home and abroad. 
You can also state a P&D which will always give a small allowance to 
cover sundries. 

 Choose the Cost type (Abroad, Domestic, Tax) 

 

Enter the variant of the reduction allowed. 0 is used as the 
standard allowed reduction according to the government’s rates. 
This can be temporarily set up as a variant of the reduction 
allowed, for example if you wish to always deduct £5 per meal for 
journeys of less than 12 hours, define this as variant 1. In the 
travel allowance for # 1, the value 1 will appear in the column for 
variant instead of 0 

Checking the % box indicates whether or not the percentage of 
the rate (the value reference) applies. 

You then enter a value in the Breakfast, Lunch and Dinner boxes 
or, if set up, the relevant Value reference. 

You can specify a maximum amount that can be deducted for 
breakfast during trips abroad in the Max box. It only applies if 
lunch and dinner are not deducted, however. 

Finally, you can specify a PD code that gives a minimum diet 
allowance.  This is relevant if all meals are paid for (ie: breakfast 
is covered in the hotel bill or a conference gives you lunch, etc), 
but you are still entitled to a minimum administrative provision to 
buy small daily items such as drinks or a newspaper 
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Travel Agreements 

Travel agreements are used to define additions to the standard allowances. 
For example, Managers may have slightly different rates or terms. These 
can be treated in a different manner by defining a different processing 
P&D. The travel agreement will be calculated in addition to the travel 
allowance on which it is based 

You can use previous allowances and agreements as templates for new 
versions. This allows for a history on the allowance for processing. 

         
 

Setting up a travel rule 

You set up travel rules in ABW using the Travel rules window: 

1. Select AGRESSO Human Resources | Expense Ledger | Travel 
allowance setup | Travel rules 

2. Set up an expense travel rule for entry of expenses only: 

 Type CON for the Type 

Type Continuous Travel for the description 

Select Continuous for the type 

3. Set up the way in which the rule calculates travel allowances: 

 Select the Travel allowance check box to make the rule 
automatically calculate the travel allowances 

Set the Travel agreement to EN and fix it 

Select the Free Meals and Detailed Information Check boxes 

4. Set up the options that the rule provides for expense registration: 

 Select the Registration check box to allow the resource to match 
advances during expense registration 
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Select 7000 as the P&D for automatic matching of advances 

Select the Expenses check box to display the Expenses window 
when a user selects Details during expense registration and 
posting 

5. Set up the way that the rule processes postings of expenses: 

 Select the Workflow check box to enable expense authorisation 
through workflow 

Select the Direct payment check box to pay the expense directly 
through the General Ledger and Accounts Payable, or through 
variable payments in Payroll 

 

 Type 0 for the General Ledger value so that expense information 
is not aggregated in the General Ledger 

 

Select the GL analysis requirements for cost splitting and 
additional reporting: 

  

7. Save the rule, then close the window. 

Setting the default travel rule 

You can use the DEF_TRAVEL_TYPE parameter after you set up travel rules 
to define one of travel rules as the default travel rule (i.e. the travel rule 
that ABW uses each time an expense is registered or posted, this will be 
used by the system unless this is over-ridden for a particular resource 
when entering the travel claim). 

1. You set the default travel rule in ABW using the System parameters 
window: 
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 Select AGRESSO Human Resources | Expense ledger | System 
setup | System parameters - Travel 

Locate and display the DEF_TRAVEL_TYPE parameter: 
 Press F7 to display a list of system parameters 

Scroll to the DEF_TRAVEL_TYPE parameter, for example: 

 

 

2. Set the default rule: 

 Enter INC in the value column (Travel rule is still to be defined) 

Enable (tick) the Status check box to activate the parameter 

3. Close the window. 

Limiting expense types per travel rule 

It is possible to limit the expense types that can be seen by the resource in 
self service based on the travel rule, for example for travel rule you may 
not want to see any mileage expense types. 

This is set up as follows: 

1. Define Expense type as a relation on travel type 

 Select AGRESSO Common | Attributes and relations | Relations | 
Relations 

Select EXPTYPE and add TRAVTYPE as the relation 

NOTE: If you are using this attribute for the first time you will need to enter 
the attribute id ‘CO4’ in the attributes and save. Then re-save all the travel 
rules which will populate the attribute values.   

 

 

Tick “allow duplicates” – to allow the relevant expense types 
per travel rule multiple attribute values. 
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2. Enter the relevant expense types per travel rule 

 Select AGRESSO Common | Attributes and relations | Relations | 
Attributes per relation 

Select relation TRAVTYPE then select which travel rule you wish to 
limit the items on, in this case, COST. Select attribute EXPTYPE. 

 

 Select the expense type required and save 

Limiting Travel Rule per Resource 

It is possible to limit the travel rule that can be seen by the resource in self 
service to just one travel rule, for example resources that will never accrue 
travel subsistence allowances can be limited to see only incidentals 

This is set up as follows: 

1. Make TRAVTYPE a relation on resource 

 Select AGRESSO Human Resources | Expense Ledger | Fixed 
Registers | Relations on Resources  

Enter TRAVTYPE as a relation 

 

2. Save and close the window. 

3. Fix a resource to a TRAVTYPE 

 Select AGRESSO Human Resources | Expense Ledger | Personnel 
Registration | Personnel  

Select Resource 1000 

 Go to the relation tab 
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 Attach Andrew Markham to the travel type of CON 

 

4. Save and close the window. 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 1.6: Setting up travel rules 
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Setting up Proxy expense entry 

You can define proxy groups to allow specified individuals to be nominated 
as a proxy for the input of other resources expenses. 

This is set up as follows: 

1. Create an attribute to be used to identify the Proxy groups 

 Select AGRESSO Common | Attributes and Relations | Attributes 

Define PROXY as an attribute giving it a Mnt of O 

 

Note; Do not prefix the proxy id with E 

2. Save and close the window. 

3. Define Proxy Values for the Proxy groups 

  Select AGRESSO Common | Attributes and Relations | Attribute 
Values 

 

4. Save and close the window. 

5. Make proxy a relation on resource. This will allow you to identify 
everyone who belongs to a proxy group. 

 Select AGRESSO Human Resources | Expense Ledger | Fixed 
Registers | Relations on Resources  

 

6. Save and close the window. 
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7. Add resources to the proxy group A 

 Select AGRESSO Human Resources | Expense Ledger | Personnel 
Registration | Personnel 

Select Resource 1000 

Go to the relations tab 

Enter A against the PROXY relation 

 

8. Save and close the window. 

9. Repeat step 7 for resource number 1001 

10. Make Resno a relation on Proxy – This will allow you to identify the 
imputer for a proxy group 

 Select AGRESSO Common | Attributes and Relations | Relations | 
Relations  

 

11. Save and close the window. 

12. Identify the imputer for proxy group 

 Select AGRESSO Common | Attributes and Relations | Relations | 
Attributes per Relation 

 Enter resource 1000 as the imputer for proxy group A 

  

13. Save and close the window. 
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14. Define PROXY as the method to distribute access for expense entry 
 Select Settings | System Administration | Users and access | 

Distributed information access | Distributed information access 

 Enter All Clients against Client 

 Enter Self Service for the interface 

 Module - Expense Ledger 

 Menu Item – Travel Expenses 

 Define PROXY as the relation 

 

15. Save and close the window. 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 1.7: Adding Proxy Members 
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Session 2 
Registering Travel Expenses 
 

This session provides you with an overview of registering advance 
expenses and expenses invoices. It covers: 

• registering expense advances 

• registering expenses via Smart Client 

• registering expenses via Self Service 

By the end of this session you should have a firm understanding of how to 
register advance expenses and expenses invoices in ABW (for expenses in 
advance of an expense claim), and how you use ABW Self Service to 
register a claim for travel expenses. 

 

Key learning points 

Understanding how you can register expense advances to a 
resource in ABW Smart Client, in advance of an expenses claim. 

Understanding how you can register details of supplier invoices for 
expenses trips in advance of an expenses claim in ABW Smart 
Client. 

Understanding how you use ABW Self Service to register a claim for 
travel expenses. 
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After you have set up ABW with all the relevant posting cycles, attributes & 
values, and travel rules, the functionality of the Expense ledger is ready for 
you to use. 

Depending on your reporting and analysis requirements, in addition to 
having valid resources in ABW you may also need to have Cost centres and 
Projects against which to book the relevant expenses. 

Using the ABW Expense ledger it is possible to process advances of 
expenses and invoices for travel tickets, and then subsequently match 
them to the relevant travel claim for the resource. 

Registration of travel expenses is the second stage in the process flow of 
information and tasks for Travel Expenses in ABW: 
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Registering expense advances 

The Financials functionality in ABW Smart Client allows you to give 
advances for expenses to resources. 

All advances are held as an open payment within the General Ledger 
against the resource. When the resource subsequently enters a travel 
claim, ABW warns that there are outstanding advances, which the resource 
can then match using the Tools | Advance payment function. The advance 
is then posted as a credit note to the resource.  

NOTE: To use this functionality: 

• an account must be set up for advance payments, which is linked 
to the relevant account rules 

• the relevant transaction series, transaction types, and posting 
cycles for the bank transactions must be set up and open 

You register expense advances in ABW Smart Client using the VP10 BT - 
Bank Transactions (the transactions entry posting window in the General 
Ledger) or VP10 – Purchase Invoices/Credit Notes (the transactions entry 
posting window in the Accounts Payable Ledger) 

1. Display the VP10 Purchase Invoices/Credit Notes window: 

 Select AGRESSO Financials | Accounts Payable | Invoice Posting | 
Posting Supplier Invoices 

 Select the P3 – Purchase Invoices/Credit Notes posting cycle 

2. Enter the details, for example: 

 

 Type 1001 for the SuppID 

 Leave the account as 9410 – Employee creditors control 

 Type CBAR for the Costc 

 Type 750 for the Amount  

 Select Yes – for Credit Note 

 Type Travel advance for the Text description 
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 Type 1001 for the InvoiceNo 

 Tab through the window until the details are displayed in the table 
field and press Keep to transfer the information to the bottom half 
of the screen. 

3. Enter the details of the second entry: 

 Type 1001 for the SuppID 

 Change the account to the Employees Advances Account (9305) 

 Type CBAR for the Costc 

 Type 999 for the project number 

 Type 1001 for the Resno 

 Type 750 for the amount 

 Type 1001 for the InvoiceNo 

4. Keep and Save the details. A transaction number is generated 

5. Close the window. 

6. Display details of the transaction in the General Ledger, for example: 

 Select AGRESSO Financials | General Ledger | Enquires | General 
Ledger transactions 

 

 
NOTE: The travel expense payment is displayed as a credit to the resource. 
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Registering expenses via Smart Client 

The ABW Smart Client allows you to: 

• register expense claims through Travel Expenses Simple – this 
screen reflects the input through Self Service for ease of entry 
where the imputer is more familiar with Self Service entry than 
smart client entry This allows for workflow distribution 

• register expense claims through Registration of travel Invoices – 
for where the imputer is more familiar with smart client entry.  
This allows for workflow distribution 

• post claims directly through Posting travel invoices. This will post 
expense claims directly without submitting them to workflow for 
approval 

1. Enter an expense through smart client simple entry. 

 Select AGRESSO Human Resources | Expense Ledger | Travel 
Expenses Simple 

 Make sure the Resource Andrew Markham is the Resource 

 Select Travel Type Incidentals 

 Enter a purpose description of Week 10 2011 

 Only enter a comment if there is additional information to be 
highlighted 

 

Select Next step 
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2. Complete the Expenses tab: 

 Click add 

 Select Mileage from the drop down 

 Enter 01/09/2011 for the date 

 Enter a description 

 Enter 100 in the No/Base field 

 

Select Next step 

2. Complete the summary tab: 

 Check the details are correct 

 Change the status to Ready 

 Save the claim and note the transaction number 
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Registering expenses via Self Service 

The ABW Self Services functionality allows you to: 

• register travel claims and expense claims via Self Service 

• Match Claims to advances 

• use the web to view claims that have been rejected 

1. Start ABW Self Service. 

 Log on as Susan Jones – User Name IA/Client A3/Password ia 

2. Display the Travel expense entry window in Self Service: 

 Select the Self Service tab 

 Select Time & expenses 

 Select Expenses 

 Select Travel expenses 

3. Complete the general tab: 

 Make sure the resource is Susan Jones 

 Make sure the travel type is Continuous Travel  

 Enter Travel Claim for the purpose. 

 Click Next Step 

 

4. Complete the Travel tab: 

 Enter Travel Start Date of 04/07/11 

 Enter Start Time of 0800 

 Enter Travel End Date of 15/07/11 

 Enter end time of 1700 

 Check the end step box 
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Select Next Step 

Click on OK to confirm the free meals and nights shown are correct 

 

5. Match an outstanding advance to the claim: 

 Tick the box to select the £750 advance 

 Select OK to confirm 

 

6. Complete the Expense tab: 

 Click Add to add an expense 

 Use the Expense Type drop down to select Hotel  

 Enter 04/07/11 as the expense date 

 Enter Hilton x 4 nights as the description 

 Enter 640 in the Room field 

 Enter 100 in the Meal Field  

 Enter 15 in the Bar Field 

 Make the Project PROJ1 
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Select Itemise to split the elements of the hotel bill 

 

Select Next Step 

7. Complete the summary tab: 

 Check the details are correct 

 Change the status to Ready 

 Save 

 

8. You may wish to call back an entry to add additional items  

To do this: 

 Open Travel Expense Entry 

 On the toolbar select Open 

 Type in the transaction no if known – if not click on the icon with 
three dots to allow you to search on all 

 Press Search and select the required transaction from the 
returned list. You can then continue adding to entries. 

 When all entries are completed then change the status to Ready 
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9. Exit Self Service. 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 2.1: Registering travel expenses 
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Session 3 
Posting Travel Expenses 
 

This session provides you with an overview how you post claims for travel 
in expenses in ABW. It covers: 

• posting a single expenses claim 

• posting multiple expenses claims 

• travel expenses Workflow approval 

 

By the end of this session you should have a firm understanding of the 
ways in which you can use ABW to post travel expenses. 

 

Key learning points 

Understanding the ways in which you can post travel expenses in 
ABW Smart Client. 

Understanding how to post a single expenses claim in ABW Smart 
Client, through both Payroll and Accounts Payable. 

Understanding how to post multiple expenses claims in ABW Smart 
Client, through both Payroll and Accounts Payable. 
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Posting of travel expenses is the third stage in the process flow of 
information and tasks for Travel Expenses in ABW: 
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Posting a single expenses claim 

The posting expenses functionality in ABW Smart Client provides the same 
capabilities as the functionality for registration of expenses for resources 
who can post their own expenses. Most resources, however, can only 
register expenses in ABW, then forward these for authorisation and posting 
by administration staff. 

You post a single expense claim in ABW using the TT02 Posting travel 
invoices window. 

 

NOTE:  

• if you enter the transaction number for a claim you have already 
registered, this claim is displayed in the window 

• the window allows you to select a Direct payment type (which if 
selected processes the payment with the next bank remittance 
run in ABW Accounts Payable, rather than in the next pay run in 
ABW Payroll). 
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Posting an expenses claim 

Path: AGRESSO Human Resources | Expense Ledger | Posting travel 
invoices 

1. Display the TT02 Posting travel invoices window: 

 Select AGRESSO Human Resources | Expense Ledger | Posting 
travel invoices  

 Select the required posting cycle, for example Posting expenses: 

2. Enter the expense claim information in the Settlement tab: 

 Type a resource ID next to the ResID field 

 If an employee has an outstanding advance a message will 
appear. 

 

 Navigate to the Details tab and the advance payment button will 
be available 

 Click on the advance paym button on the tool bar 
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 Select the advance you wish to match with this claim 
 

 

 Press Keep (F11) 

 

 This has now moved the advance into the claim. If you only wish 
to reclaim part of the advance, click on the settlement tab and 
change the amounts to the correct total. 

 

 Save 

 Leave the Direct payment check box deselected to process the 
payment in the next pay run in ABW Payroll 
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 Type a description of the claim for the Reference - i.e. -Trip to Spain 
 

 

 

  Tab through to the Details tab 

 

 

 

3. Enter the details: 

 Type a P&D for the PD (4090) 

 Enter the expense claim amount for the Amount 

 Type the account information, for example COSTC for Cat 1 and 
PROJECT for Cat 2 

 Move to memo tab and enter any additional details regarding the 
expenses that you wish to hold. 
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4. Save the details to post the claim for remittance and to the General 
Ledger, and to display GL analysis information: 

 

5. Check the GL analysis information, correct as required, then confirm 
the details: 

 Select OK to confirm the GL analysis and display the transaction 
number, for example: 

 

 Select OK to acknowledge the transaction number 

6. Display details of the transaction in the General Ledger, for example: 

  Select AGRESSO Financials | General Ledger | Enquiries | General 
Ledger transactions 

 

 All transactions are balanced with regards to payments and 
reimbursements. 
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Posting a direct payment 

You can post a direct payment claim to process an expense payment with 
the next bank remittance run in ABW Accounts Payable (rather than in the 
next pay run in ABW Payroll). 

1. Display the TT02 Posting travel invoices window: 

  Select AGRESSO Human Resources | Expense Ledger | Posting 
travel invoices 

 Select the required posting cycle, for example Posting expenses. 

 Select RESID 1003 

2. Enter the expense claim information in the Settlement and Details 
tabs. Remember to tick the Direct payment flag. 

 Put in reference as taxi fees and the amount of 54.77. 

 

3. Save the details to post the claim to Accounts Payable, and to 
display Supplier Details that allow you to confirm that the claim will 
be posted to the correct account: 

 

4. Check the supplier information (and correct as required), then 
confirm the details: 

 Select OK to confirm and display the transaction number 

 Select OK to acknowledge the transaction number 
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5. Display details of the Accounts Payable open and historical items to 
display the expense payment: 

 Select AGRESSO Financials | Accounts Payable | Enquiries | Open 
and historical items per supplier 

 Enter the supplier ID for the SuppID 

 Tab to the table field 

 Press F7 to display details for the supplier, including the expenses 
payment, for example: 
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Posting multiple expenses claims 

The ABW Expense Ledger provides functionality to post multiple expense 
claims by displaying all registered expense claims in a single window. You 
can then: 

• confirm each claim (you can zoom on each claim to display 
details about a claim as necessary) 

• select the expense claims that you want to post, and specify 
whether you want these claims to be posted either directly or 
through Payroll 

You post multiple expenses claims using the Mass posting travel invoices 
window. 

1. Display the TT20 Mass posting travel invoices window: 

 Select AGRESSO Human Resources | Expense Ledger | Mass 
posting travel invoices 

 

Note:  Direct Payment – Selected - Payment through AP (If greyed out, 
this is fixed) 

Direct Payment – Not selected – Payment through payroll (If 
greyed out, this is fixed) 

  Post – If checked, to post ready for payment 

  Info – If checked, the claimant had added information to the claim 

  Advance – If checked the claimant has an outstanding advance 

Receipt – If checked the claimant has receipts *note – to open the 
receipt box on the expense entry screen to allow the claimant to 
record where receipts exist, you must open the receipt box 
through window options and distribute it to expense entry  

2. Post all selected claims: 

 Select Data | Save (or press F12) 

 

Exercise 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.1 Posting travel expenses 



Session 3: Posting Travel Expenses  UNIT4 Training Services 

 

Version 561.2  75 

Notes 

 

Travel Expenses Workflow approval 

You can define a workflow structure for travel expense approval. In order 
for the approval to work you must make sure you have flagged the 
approve box on the travel rule. 

1. Ensure that all the attributes that you wish to use in workflow are 
flagged to be available 

  Select AGRESSO Common | Attributes and relations | Attributes 

 

2. Set up the distribution rule – for example in this case we have a 
named recipient. This can be used as part of the distribution rule. 

 AGRESSO Common | Workflow | Distribution Rules 

 

3. The workflow process will then need to be defined 

 Select AGRESSO Common | Workflow | Process Definition 

 Highlight Workflow and click on right hand side of mouse to add a 
new folder. Name the folder Travel Expense approval. Save 

 Click on the folder and right click to add a process. Call the 
process –Travel Expense approval. 
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4. You will then be offered a graphed sheet with a start and finish point. 

 Under element type, select travel expenses. 

 Select the palette to define the workflow stages. The icons can be 
drag and dropped. 

 Complete the requirements in the right hand side which states 
what the rules are for the relevant actions. 
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5. Once all the stages have been defined then the diagram can be 
checked for errors. This is an option on the toolbar. If the diagram is 
ok then the process can be committed. You will need to name the 
version and save. This will then make the process live. Please note 
any claims that were processed using a different version of workflow 
will still continue under that version. This version will only take effect 
for any new claims. 

Setting up element types 

You can use element types in workflow to define how you want ABW to 
treat an item in a workflow, i.e. to set up the way in which a workflow item 
is handled by the workflow process. 

  Select AGRESSO Settings | System administration | System setup 
| Element types 

 Select the drop down list in the element type field and select 
travel invoices 

 Ensure that treatment if no rule is set to move to items to follow 
up. 

 

Once you have selected the element type you will display all the database 
tables associated with that element type. You can then define which 
columns are available for workflow modelling. 

  Highlight the database table and click on element type details on 
the toolbar 
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You will then be offered all the fields available within that table 

 

This table comes predefined – it can be amended but will affect all the 
clients so care must be taken when making changes. 

Each column relates to a particular function with workflow. 

Up to five items can be flagged to show on the task list. Please see sample 
above.  

 Save the changes. 
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Security 

 Select AGRESSO Settings | System Administration | Users and 
access | User master file 

 Ensure that the recipient or role is flagged for workflow and that 
the menu access is set for travel approval.  

 

Select AGRESSO Human Resources | Expense Ledger | Travel Allowance 
setup | Travel Rules and switch on approve in order to test this. 
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Session 4 
Performing Enquiries & 
Generating Reports 
 

This session shows how you run enquiries and generate reports to obtain 
information on travel expenses claims and travel expenses advances. It 
covers: 

• performing enquiries 

• generating reports 

By the end of this session you should have a firm understanding of how 
you can enquire and report on expense claim and advances data which is 
processed via the ABW Expense Ledger. 

 

Key learning points 

Understanding the options that are available to perform enquiries 
and generate reports on travel expense data. 

Understanding how you use the reporting facilities to generate 
travel expenses reports on Expense Ledger data. 
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Running enquiries and reports is the final element in the travel expenses 
process flow through ABW (although they can be performed at any stage). 

Record
& authorise

travel
expenses

Set up
fixed

registers

Post
travel

expenses

Reporting
Enquiries

1

2

3

4

 

All of the enquiry and reporting options are available using options in the 
Travel transaction enquiries branch of the Expense Ledger: 

 

Travel expenses 
enquiry and 
reporting options 
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Performing enquiries 

Enquiries enable you to view information on travel expenses claims and 
advances. You can perform the following enquiries in the Expense Ledger: 

• Open advances – to view details of open travel expense advances 
in Accounts Payable 

• Registered travel expenses – to view details of all registered and 
posted travel claims in ABW 

• Resource expense transaction – to view details of all travel 
expense transactions in detail 

• Expenses transaction – to view details of a travel expense claim 
for a particular resource using a transaction number. 

 

Performing an open advances enquiry 

This enquiry enables you to view details of all open travel expenses 
advances in Accounts Payable, and which you can match by posting travel 
settlements.  

1. Open the Open advances window: 

 Select AGRESSO Human Resources | Expense Ledger | Travel 
transaction enquiries | Open advances 

2. To Search for all open items: 

 Press F7 

 Or enter the search criteria in the grey line – for example -1001 

 

The information that is displayed for each open advance includes: 

• resource 

• invoice numbers associated with advance 

• the advance due data 

• current status of the advance 

◄ Note:  
To search for all 
open advances for 
a particular 
resource, type a 
resource code in 
the SuppID field, 
then press F7. 
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• the account where the advance is kept (the account normally 
indicates the type of advance, eg cash advance, or paid tickets 
for a flight/hotel) 

• the original advance amount  

• the remaining amount for the advance 

3. Close the window. 

Performing a registered travel expenses enquiry 

This enquiry enables you to view to view details of all or selected travels 
expense claims which are either registered or posted in ABW. When the 
enquiry results are displayed you can: 

• zoom further on each trip for details relating to the particular 
journey 

• mark and view the fields which are kept on the travel settlement 
for each trip, i.e. fields which are valid for all journeys registered 
on the same travel settlement  

1. Open the Travels window: 

 Select AGRESSO Human Resources | Expense Ledger | Travel 
transaction enquiries | Travels 

2. To search for all registered travel expense items: 

 Press F7 or use the search criteria to limit the selection for 
example all transaction for period 200603 

 

The information that is displayed for each item includes: 

• TT (transaction type) 

• transaction number 

• period in which the expenses was registered or posted 

• resource ID of the person who made the expense claim 

• name of the person who made the expense claim 

• reference for the expense 

• claim date 

• a description of the expense 

• destination country associated with the expense claim 
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3. Display more details about an item in the list: 

 Double-click on a row to zoom (or highlight an item in the list and 
select Data | Zoom) 

 Details of the settlement for the selected claim are displayed, for 
example: 

 

4. Close the window. 

5. Search for all only posted travel expense items in the current period: 

 Type the treatment code for posted expense items in the TT field 
(PE) 

 Type the current period in the Period field 

 Press F7 

 All posted expenses items for the current period are displayed. 

6. Display more details about an item in the list: 

 Double-click on a row to zoom (or highlight an item in the list and 
select Data | Zoom) 

7. Close the zoom window, then close the Travels window. 
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Performing a resource expense transaction enquiry 

This enquiry enables you to view details of travel expense transactions in 
detail. When you perform the enquiry, an enquiry setup window is 
displayed to allow you to: 

• select and specify the items for which you want to search 

• specify the order in which the search results are displayed 

1. Open the Travel transactions window: 

 Select AGRESSO Human Resources | Expense Ledger | Travel 
transaction enquiries | Travel transactions 

An Enquiry setup window is displayed: 

 

The parameters enable you to search for the items that you want, 
and to order the search results that are displayed. In this example 
you can search for items in the current period, and sort by treatment 
type and period. 

2. Enter the search parameters. 

 Select TT Treatment Type -PE 

 Type 1 in the Sort column of the TT 

 Select Period  

 Type the current period in the From column of the Period row 

 Type 2 in the Sort column of the Period 

 Select OK 
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The Travel transactions window is displayed: 

 

3. Close the window. 

4. Perform another search for all expense claims within a transaction 
number range, for example 500000 to 500005: 

  Select AGRESSO Human Resources | Expense Ledger | Travel 
transaction enquiries | Travel transactions 

 Type the start transaction number in the From column of the 
TransNo 

 Type the end transaction number in the To column of the TransNo 

 Type 1 in the Sort column of the TransNo to order the search 
results by transaction number 

 Select OK 

5. Close the window. 
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Performing an expense transaction enquiry 

This enquiry enables you to view details of a travel expense claim for a 
particular resource using a transaction number. When the enquiry results 
are displayed you can: 

• print a copy of the original expense claim 

• zoom to display the relevant expense details 

1. Open the Travel transaction window: 

 Select AGRESSO Human Resources | Expense Ledger | Travel 
transaction enquiries | Travel transaction 

2. Enter the transaction number of an expenses claim: 

 Type a transaction number for the TransNo, for example 500005 

 Press Tab to perform the enquiry 

Details of the transaction are displayed: 

 

 

 

The travel details table field shows the “heading” information for the 
journeys which are registered in the travel settlement. 

This expense claim details table field shows all transactions which 
are included on the trips, as well as aggregated transactions for 
calculated allocations and transactions (e.g. tax). 

 

3. Print the details: 

 Select Tools | Printout 

Travel details 

Expense claim details 
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4. Display more details about the item: 

 Select Data | Zoom (or press Alt+F6) 

 Details of the claim are displayed. 

5. Close the window, then close the Travel transaction window. 

 

Exercises 

Open the Exercise Workbook and complete the following exercises: 

Exercise 4.1: Performing an open advances enquiry 

Exercise 4.2: Performing a registered travel expenses enquiry 

Exercise 4.3: Performing an enquiry selecting transactions using special 
criteria 

Exercise 4.4: Performing an expense transaction enquiry 
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Generating reports 

Reports enable you to view details of travel expense data stored in ABW. 
You can produce the following reports from within the Expense Ledger: 

• TT01 Travel specification– to generate details of all resource 
travel expense claims along with allowance allocations, for a 
posting period that you specify 

• TT09 – to generate details of all open travel expenses advances 
in Accounts Payable for resource criteria that you specify. 

The method for producing a report is the same for each report type. 

1. Open the Travel specification window: 

 Select AGRESSO Human Resources | Expense Ledger | Travel 
transaction enquiries | Travel specification 

 

A list of parameters is displayed to enable you to select the data to 
include in the report. 

2. Enter the search parameters to select a report for a range of 
expense claims: 

 Type the report details in the fields 

3. Save the details. An order number is displayed. 

  Select AGRESSO Common | Maintenance of ordered reports  

 Display the report and after highlighting the report output, select 
Tools | Show report printout 

 The report is displayed. 
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Exercise 

Open the Exercise Workbook and complete the following exercise: 

Exercise 4.5: Generating a travel expense claims report 
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Course Review 
 

This section reviews the main elements of the course and covers the 
objectives of the course and the key learning points from each session. 

 

Objectives of the course 

The objectives of the course were to help you: 

• understand the scope and functionality of ABW Expense Ledger 
for travel expenses 

• be able to set-up the appropriate ABW fixed registers which are 
required for travel expenses recording and posting 

• be able to enter record and post travel expenses in ABW 

• understand how to perform enquiries on travel expenses 

• understand how to run reports on travel expenses 
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Key learning points 

Remind yourself of the key leaning points for each session. 

Session 1 – Overview and Setting up Fixed Registers 

• Understanding the fixed registers that you may need to set up 
before you register and post travel expense data in ABW. 

• Understanding how you use ABW to set up fixed registers 
required for travel expense registration and posting. 

Session 2 – Recording Travel Expenses 

• Understanding how you can register expense advances to a 
resource in ABW Smart Client, in advance of an expenses claim. 

• Understanding how you can register details of supplier invoices 
for expenses trips in advance of an expenses claim in ABW Smart 
Client. 

• Understanding how you use ABW Self Service to register a claim 
for travel expenses. 

Session 3 – Posting Travel Expenses 

• Understanding the ways in which you can post travel expenses in 
ABW Smart Client and Self Service. 

• Understanding how to post a single expenses claim in ABW Smart 
Client, through both Payroll and Accounts Payable. 

• Understanding how to post multiple expenses claims in ABW 
Smart Client, through both Payroll and Accounts Payable. 

Session 4 – Performing Enquiries and Generating Reports 

• Understanding the options that are available to perform enquiries 
and generate reports on travel expense data. 

• Understanding how you use the reporting facilities to generate 
travel expenses reports on Expense Ledger data.  

 

Course evaluation form 

Don’t forget to complete the form and hand it to your trainer. 
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