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1. How long before I receive my travel expense reimbursement?

A. Reimbursement via ACH (direct deposit): The funds will appear in your bank
account 2 days after the expense report has been approved and processed for
payment.

Reimbursement via check: Checks will be mailed 3 days after the expense report
has been approved and processed for payment.

2. How do I attach the Cost Comparison Form to my Expense Report?
A. If you have an image of the Cost Comparison Form on your computer and want to
attach it to the Expense Report in general:
0 Open the Expense Report
o Click on the Receipts tab and select Attach Receipt Images

A «

Georgia

My Concur  Request | Expen| Profile

View Reports  MNew Expense Report Receipt Store  View Cash Advances Mew Cash Advance

[E] Hidle Exceptions

(@ New Expense || Details = Print / Email =

-

Exceptions
Expense Type

Date

Receipts Required

An View Receipts in new window

Parking 10/05/2011 View Receipts in current window
Hotel 10 Attach Receipt Images

View Receipt Store

130 days old. Please be more timely in your expense submissions.

030 days old. Please be more timely in your expense submissions.

View - | 1«

New Expense

Receipt Store

A

v

Expenses
P Delete Receipt Images
O Date =~ Expense Type Amount Requested
Expense Type
Adding New Expense
~
O io0s01  Fixed Meals 57.00 $7.00
Augusts, Georgia
O 10,'2?,'2011 Tolls $10.00 $10.00 -
O 02001 comy ch Business Promotions.
opy Charges
! Staples s40.00 $40.00 Other Promational Expense
O 1071972011 Fixed Meals - $21.00 $21.00 Trade Shows
Macon, Georgia v
< (S Cash Advance
TOTAL AMOUNT TOTAL REQUESTED Cash Advance Return 2
$1,295.22 $1,295.22

o Click on Browse and locate the copy of the Cost Comparison Form on your
computer.
Receipt Upload and Attach

According to company policy, you must provide receipts for the expenses listed below,
You may attach scanned images to individual expenses or to the report.

To attach a file to an expense line item first select it, then choose and upload the file, Line item attachment
should be used when the file is for a single expense line item, To attach at the report level, choose and upload
up to 10 files, without selecting an expense line item,

Expense Type Date =~ Amount
O ¢ Ef;:)‘{_f“arg es 10/20/2011 540,00
es

For best results, scan images in black & white with a resolution of 300 DFI or lower.
Click Browse and select a .png, jpg. jpeg, .pdf, .&if or &iff file for upload. 5 ME limit per file,

Files Selected for uploading: Browse...

lo files selected

Close




FAQ Spotlight

January 2012

o0 Click on the form and then click on Open.

Choose file m

Look it || ) Receipt Images | ﬂ |=_~=F E-

e i CostCompare 102211, pdf
L‘s' @Receiptl pdf

My Recent EReceiptZ.pdf
Documents | %] sarmple Hatel Receipt.ing

@ 'E]Sample Hotel Receipt, pdf

ﬁSampIe Hotel Receipt.psd

Desktop

My Documents

My Computer

-

Open

Py Metwork File name: |CostE0mpare 102211 . pdf
Places

Cancel

Lefl Lo

Files of type: | &ll Files [7.7)

o0 Click on Upload.
Receipt Upload and Attach

Accarding to company palicy, you must provide receipts for the expenses listed below.
You may attach scanned images to individual expenses or to the report.

Tao attach a file to an expense line item first select it, then choose and upload the file, Line item attachment
should be used when the file is for a single expense line item. To attach at the report level, choose and upload

up to 10 files, without selecting an expense line item.

Expense Type Date = Amount
O g Copy Charges 10/20/2011 540.00
Staples

For best results, scan images in black & white with a resolution of 300 DFI or lower,

Click Browse and select a .pnag, .jpa. .jpea, .pdf, .tif or .Liff file for upload. 5 ME limit per file.

Files Selected for uploading: Browse... Upload

CostCompare 102211.pdf Remove

Close

B. If you have an image of the Cost Comparison Form on your computer and want to

attach it to a specific expense item:

0 Open the Expense Report
o Click on the expense item you want to attach the Cost Comparison Form to

on the left and the Expense detail opens on the right.
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Georgia
My Concur  Request = Expense | Profile
View Reports  Mew Expense Report  View Receipt Store  View Cash Advances New Cash Advance
Visits 10-1 to 22 Delete Report Submit Report
(®) New Expense | Details - ‘ Receipts || Print/Email = [E] Hidle Exceptions
Exceptions =
Expense Type Date Amount Exception
Tolls 10/20/2011 $10.00 The Transaction Date is Greater than 30 days old. Please be more timely in your expense submissions, A
Copy Charges 10/20/2011 $40.00 The Transaction Date is Greater than 30 days old, Please be more timely in your expense submissions, -
Expenses Delete Copy Wiew v | [% Expense Receipt Store
[ Date ™ Expense Type Amount Requested IE‘FE”‘SE Type A
~ Copy Charges e
O ioaop0n  Fied ':"EEG“. . 57.00 s7.00 =
fugusts, beargia Transaction Date
1042042011 b
0 /d Tolls 510.00 510.00 [ o/z072011 E]
Purpose of Trip
10/20/2011  Copy Charges LS
] Staples s40.00 $40.00 |Fieic visits
Vendar N
The Transaction Date is Greater than 30 days old. Please be more timely in your Lencarisme
expense submissions. Istap\es
m - Fixed Meals S __.__ ™8 City
< |12 =
TOTAL AMOUNT TOTAL REQUESTED m
Itemize | Attach Receipt Cancel |
$1,295.22 $1,295.22

o Click on the Attach Receipt button (appears on the right) to open the
Attach Receipt dialogue box.

Attach Receipt %

Click Browse and select a .pna, .jpo. .jpeg. .pdf, .tif or .4iff file for upload. 5 ME limit
per file,
For best results, scan images in black & white with a resolutio

300 DPFT ar lower,

File Selected for uploading:

Choose file

| © o B~

Look in;: | =) Receipt Images

| AReceiptl.pdf

My Recent  |TLjReceiptz.pdf
Documents Liﬂ Sample Hotel Receipt, jpg
?F ESample Hotel Receipt. pdf
ﬁSample Hotel Receipt, psd
Desktop

£

My Documents

My Computer

o Click Open.

i Netwaork File name: |EostC0mpare 102211 .pdf j Open
Places
Files of type: | & Files (%7 | Cancel
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o Click Attach.
Attach Receipt

Click Browse and select a .png, .jpa, jpeg, .pdf, .tif or .tiff file for upload. 5 I
per file.
For best results, scan images in black & white with a resolution of 200 D

File Selected for uploading: Browse...

CostCompare 102211 . pdf

o Click Save.
° i

My Concur  Request | Expense Profile

View Reports New Expense Report  View Receipt Store  View Cash Advances New Cash Advance

Visits 10-1 to 22 Delete Report Submit Report
(® New Expense ‘ Details v| Receipts - | Print/Email - ] Hide Exceptions

Exceptions =
Expense Type  Date Amount  Exception
Fixed Meals 10/01/2011 §27.00 The Transaction Date is Greater than 30 days old. Please be more timely in your expense submissions, ~
Copy Charges 10/20/2011 $40.00 The Transaction Date is Greater than 30 days old. Please be mare timely in your expense submissions. -
Expenses | Detete || copy || view ~| | | Expense | Receiptimsge
1 Date ~ Expense Type Amount Requested lEKPEHSE Type &
; Al |copy charges he
L jopoaeny Fixed "“EZ". o $7.00 57.00 =
fugusta, Geargla Transaction Date
10/20/2011 B
O /207 Tolls $10.00 $10.00 | 102072011 |
Purpose of Trip
10/20/2011  Copy Charges -
e 540.00 $40.00 | Fiete visite
Vendor N
The Transaction Date is Greater than 30 days old. Please be more timely in your enceriiame
expense submissions. |5(aples
[l I Fixed Meals S .. S City
< I v

TOTAL AMOUNT TOTAL REQUESTED
$1,295.22 $1,295.22 temze || cance |

C. If you only have a hard copy of the Cost Comparison Form and want to attach it to
your expense report you must FAX it.
0 Open the expense report you want to attach the form to
o Click on Print/Email
0 Select *SOG Fax Receipt Cover Page and print it.

-~
D)

0
8
Q

g
F

My Concur  Request | Expense | Profile

View Reports  Mew Expense Report  View Receipt Store[lllw Cash Advances  New Cash Advance

Visits 10-1 to 22
@ New Expense || Details -

Delete Report Submit Report
[E] Hidle Exceptions

Receipts ~

Exceptions *50G Fax Receipt Cover Page ™
Expense Type  Date Amount  Excey *50G Detailed Report

Fixed Mesls 10/01/2011 $27.00 B3 Thetramacttor rate tr S reateT A Seay O Préase be more timely in your expense submissions, a8
Copy Charges  10/20/2011 54000 The Transaction Date is Greater than 30 days old. Please be more timely in your expense submissions, §
Expenses Delete | | Copy || View - [ I/ | Expense | Receipt Store |
(] Date ~ Expense Type Amount Requested Expense Type ia |
O iopopons  FixedMeals $7.00 s200 ° [cony crarges ad

August, Geargia Transaction Date
[} 10/(25/2011 Tolls $1000 sunoo ] | 10/20/2011 ]
Purpose of Tri
m/z!wmn g(;;,gecsharges 40.00 40,00 |FiEIpd o e |

Vendor N
The Transaction Date is Greater than 30 days old. Please be more timely in your cncnirame

expense submissians. [staples
1 I Fixed Meals R _____ =l City
< It ]
TOTAL AMOUNT TOTAL REQUESTED
$1,295.22 $1.295.22 m Itemize | Attach Receipt ‘ Cancel ‘
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0 Fax the cover page and the form to the phone number printed on the cover

page.

TOR

TOP

TR

FAX COVER PAGE

See INStruckions oere

Fax this page and your receipts to:
866-428-9026 Inside US/Canada

Report Mame:

Employee Name: Abercrombis, Willizm A
Report Key: 1044
EmployeeID -

Company D :
Report Total -

Amount Due Employes: £E48 77

Amaunt Due Company Card 5000

Receipts to Fax

O
I
]
3
!

o The form will be attached to your expense report.

3. How do | enter Meals Per Diem?

A. When opening a NEW Expense Report

¢ On the My Concur in the Expense Report or Active Work section click on

New Expense Report
Complete the required Report Header information

e If required, link any Travel Requests to the Expense Report

Click Add under Travel Request and select the appropriate Travel
Request(s) to link to the Expense Report
¢ Click Save and the Travel Allowances dialogue box will appear.

Click Yes
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Travel Allowances X

9 Will this report include travel allowance expenses?

.

v" Note: Travel Allowance Expenses = Meals Per Diem
0 The Travel Allowances dialogue box opens to the Standard Itinerary by
default. Click on Go To Single Day ltineraries.

[=]|B5:
Travel Allowances For Report: Weekly Travel 12-01 to 12-11
1| Create New Itinerar'.ur Available Itineraries IE‘ Expenses & Adjustments +
Itinerary Info
Itinerary Mame Selection
|'\-'-a'eeka Travel 12-01 to 12-11 Regular In State -l
Add Stop New Itinerary Stop
s
|:| Departure City Arrival City Arrival Rate Location Depart from (city] 3
Mo Itinerary Rows Found |
Date
| O
Time
Arrive in [city)
|1 =
Go to Single Day Itineraries Next == Cancel

v" Note: You can make the Single Day Itinerary your default in Profile. Select
Expense Preferences and under Display, check the box next to “Make Single Day
Itineraries page my default in the Travel Allowance wizard.”

o0 Enter the date you want to begin entering information for in Choose

Start Date.

0 Click Go to open the data entry screen.
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Travel Allowances Eor ReporgWeekly Travel 12-01 to 12-11
1| single Day Itineral |z| Availabl 1eraries§| Expenses & Adjustments
Choose start date | 12/01/2011 [ Go |

Fl 120172011 T..,

12/02/2011 ...

12/03/2011 ...

O @

12/04/2011 ...

o O

12/05/2011 ...

12/06/2011 T...

]

12/07/2011 ...

Go to Standard Itinerary Next ==

Hours

Save ineraries

Cancel

el

M

o For each day you want to claim a Travel (Meal Per Diem) Allowance enter

your starting location for that day in Start Location and click the Tab key.
v" Note: This will usually be your home. (i.e. Roswell, Ga)

o Enter the time (using am or pm) you left in Depart and click the Tab key.
0 Enter your last business location of the day in End Location and click the

Tab key.

o Enter the time you arrived at this final location in Arrive and click the Tab

key.

o0 Enter the time you left this location in Depart and click the Tab key.
o Enter the time you arrived home in Back and click the Tab key.

v Note: The system will calculate your travel status hours in Hours.

0 When you have entered all the days you are claiming click Save Itineraries.
v" Note: You can go back in and add additional days in a different week later.

o Click Next.

o to Standard linerary

1

Save ltineraries

Next ==

Cancel
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Travel Allowances For Report: Weekly Travel 12-01 to 12-11 S

Single Day Itineraries| 2| Available Ttineraries|3] Expenses & Adjustments

Assigned Itineraries

Departure City Date and Time ~ Arrival City Date and Time Arrival Rate Location

I Itinerary: 12/01/2011 Macon

Roswell, Georgia 12,/01/2011 7:00 AM Macon, Georgia 12/01/2011 2:15 AM US-GA, UNITED STATES
Macon, Georgia 12/01/2011 7:30 PM Roswell, Georgia 12/01/2011 9:00 PM FULTON COUMNTY, US-GA,..

Available Itineraries

Current ftineraries hd

Departure City Date and Time = Arrival City Date and Time Arrival Rate Locatig

<= Previous
0 Click Next again.

o Click on any meal period that was provided to you for any days you reported.
The system will adjust your reimbursement amount for that meal period.

= Itinerarv: Visits 10-1 to 11

A o|(%
Travel Allowances For Report: Weekly Travel 12-01 to 12-11
Single Day Itineraries Available Itineraries| 3| Expenses & Adjustments >
Show dates from [ to [l Go
Exclude | All [| Date/Location ~ Breakfast Provided Lunch Provided Dinner Provided Allowance
12/01/2011 .
O Macan, Georgia O [ §14.00

1

== Previous Create Expenses Cancel

o0 Click on Create Expenses.

0 An Expense Entry called Fixed Meals will be created in your expense report
for each day you claimed for any eligible amounts.
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B. To an EXISTING Expense Report
o On the My Concur page in the Expense Report or Active Work section click on
an existing Expense Report to open it.
o Click on the Details tab.

Geo‘l“gia

My Concur  Request . Expense | Profile

View Reports  New ExpdillReport  View Receipt Store  View Cash Advances Mew Cash Advance

Site Visits 12/
(3) MNew Expense Receipts - || Print/Email -

E)(PEHSE'S View = | % New Expense Receipt Stare
[} Date Expense Type Amount Requested

Expense Type

ding New Expense

O toppen  FixedMeals 527.00 527.00 To
Augusta, Geargia .

<

isting &

0 Select New Itinerary under the Travel Allowances section
[l

Report

Report Header
Totals

Audit Trail
Approval Flow
Comments
Cash Advances
Available
Assigned
Allocations

Allocations

Travel Allowances

m e ltinerary

Available Itineraries

Expenses & Adjustments

Feimbursable Allowances Summary

0 Enter the date you want to enter Travel (Meals Per Diem) allowances for in
Choose Start Date and click on Go to open the data entry screen.

16

LI,
A \"‘3,,
Paég»\:v -

5
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Travel Allowances For Report: Site Visits 12/1 to 11

Single Day Iti

Choose start date | 12/02/2011 (|

ineraries Expenses & Adjustments Reimbursable Allowances Summary -+

o

Go |
Exclude Date Start Location ‘ End Location ®? Hours

12/08/2011 T...
12/09/2011 ...
12/10/2011 ..
124172011 ..
1242/2011 ..
12/13/2011 T...

12/14/2011 .., .
ot

Save ltineraries

Go to Standard Itinerary Cancel

For each day you want to claim a Travel (Meal Per Diem) Allowance enter
your starting location for that day in Start Location and click the Tab key.
v" Note: This will usually be your home. (i.e. Roswell, GA)
Enter the time (using am or pm) you left in Depart and click the Tab key.
Enter your last business location of the day in End Location and click the
Tab key.
Enter the time you arrived at this final location in Arrive and click the Tab
key.
Enter the time you left this location in Depart and click the Tab key.
Enter the time you arrived home in Back and click the Tab key.
v Note: The system will calculate your travel status hours in Hours.
When you have entered all the days you are claiming click Save Itineraries.
Click on the Expenses & Adjustments tab.

Travel Allowances For Report: Site Visits 12/1 to 11

Single Day Itineraries || Available Itineraries | Expenses & Adjustments | Reimbursable Allowances Summary +

Choose start date | 12/08/2011 @l Go

Exclude Date Start Location Depart End Location Arrive  Depart Back.. Hours

O o ooom

12/058/2011 T... Itinerary has been created
)

12/09/2011 ...

12/0/2011 ..

12/11/2011 ...

1271272011 ..

12/13/2011 T...

12/14/2011 ..

Go to Standard Itinerary Cancel
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o0 Click on Update Expenses.
Travel Allowances For Report: Site Visits 12/1 to 11

Single Day Itineraries Available Itineraries Expenses & Adjustments | Rembursable Alowances Summary

Show dates from 3 to [ Go

Exclude | Al [ | Date/Location ~ Breakfast Provided Lunch Provided Dinner Provided

D iif;ﬁ ;rtzac_’lé eargia D D D

D ilzjjf ;rtzac_.’ 161 eorgia D D D

Update Expenses

Allowance

§27.00

§27.00

Cancel

0 An Expense Entry called Fixed Meals will be added to your expense report for
each day you claimed for any amounts eligible according to the Travel Policy.

4. How do I delete a Travel Allowance | entered incorrectly?

e Open the Expense Report you need to correct.
e Click on the Details tab

o Click on Available Itineraries under the Travel Allowances section.

Report

Report Header
Totals

Audit Trail
Approval Flow
Comments
Cash Advances
Available
Assigned
Allocations

Allocations

Travel Allowances
Mew [tinerary

- Available Itineraries
Expenses & Adjustments

Reimbursable Allowances Summary
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e Click on the Itinerary you want to adjust in the Assigned Itineraries section.
¢ Click on Unassign

Travel Allowances For Report: Conference in DC 10-23 to 28 =%
Create Mew Itinerary Available Itineraries | Expenses & Adjustments Reimbursable Allowances Summary -
c Assigned Itineraries
Edit
Departure City Date and Time = Arrival City Date and Time Arrival Rate Location
= Itinerary: Confere in DC 10.23 a5
Atlanta, Georgia 10/23/2010 8:00 AM Washington, District of C... 10/23/2010 9:30 AM DISTRICT OF COLUMBILA, U...

ton, District of C... 10/23/2010 &:00 PM Atlanta, Georgia 10/28/2010 10:00 PM FULTOM

Available Itineraries

Current tinerariez »

Departure City Date and Time = Arrival City Date and Time Arrival Rate Location

lo Available Itineraries Found

Done

e The Itinerary clears from the Assigned Itineraries section
+ The Itinerary in no longer assigned to this Expense Report

rs . 8|
Travel Allowances For Report: Conference in DC 10-23 to 28
Create New Itinerary Available Itineraries | Expenses & Adjustments Reimbursable Allowances Summary -
Assigned Itineraries
Departure City Date and Time = Arrival City Date and Time Arrival Rate Location
Mo Assigned Itineraries Found
Available Itineraries
tineraries for last Yeal Assign
Departure City Date and Time = Arrival City Date and Time Arrival Rate Location
Alpharetta, Georgia 10/20,/2011 7:00 AM Augusta, Georgia 10/20/2011 9:30 AM RICHMOMND COUNTY, US-.. |
Augusta, Georgia 10/20,/2011 7:00 PM Alpharetta, Georgia 10,/20/2011 9:30 PM FULTOM COUNTY, US-GA, .

CEwe

= Hinerary: Confer

Fdil

Atlanta, Georgia 10/23/2011 7:00 AM Washington, District of C...  10/23/2011 9:45 AM ALL OTHER DESTINATIONS

+« Continue to the next step if you wish to delete the Travel Allowance
Itinerary from the system.
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Using the scroll bars on the right, scroll to locate the Itinerary in the Available

Itineraries section.

= Select the itinerary and click on Delete.

Please Confirm

@

You are about to delete selected itineraries. Once deleted, you will have to create
the itineraries and all the rows again. Are you sure you want to delete the selected

itineraries?

= Click on Yes in the Confirmation dialogue box.

5. How do | add an additional approver to the workflow?
o After you click Submit Report and Accept & Submit a screen similar to the
following will appear showing your default Authorized Approver.

e Note: Your Approval form may appear different depending on the configuration for your
Agency.

Approval Flow for Report: ttt 8/17 X |

Autharized Approval:

Thornton, John A. 1 X

State Head Approval:
2 x

Cris siEp may 0E 2appad,

Back Cffice Approval:

Submit Report Cancel

¢ Note the blue arrows available for each level of approval.

(0}

(0}

Clicking an up arrow will insert an additional approver before that normal

level of approval.

Clicking a down arrow will insert an additional approver after that normal

level of approval.

Examples:

= #1 Clicking on the blue up arrow in #1 will add an approver before #1.

= #2 Clicking on the blue up arrow in #2 lill add an approver after #1 but
before #2.

@

% In our example we have clicked on the up arrow in #2
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=  #3 Clicking on the blue up arrow in #3 will add an approver after #2
but before #3.
= #4 Clicking on the down arrow in #3 will add an approver after #3.
e Once you select an arrow a new section called User-Added Approver appears.

Approval Flow for Report: NW GA Review 8-1 X

Authorized Approval

Thornten, John A, L é- X
User-Added Approver
Xl x
State Head Approval:
x| x
({this sten may be skipped))
Back Office Approval:
IR v
+ >
Approval Flow for Report: NW GA Review 8-1 X
-
Authorized Approval:
Thornton, John A, EARE
User-Added Approver:
=-<| x »
‘Haidet, Chloe A, (noemail@georgia.gov
Clarke, David R, (Clarkedr@audits.ga.gov]
Elaha, Edward F. [blahaef@audits.ga.gov}
Eaolton, Janet L. {noemail@geargia.gov) | =
Tharnton, John A, thornton@audits.ga.govj
Whitesides, Michael L. fwhitesid@audits.ga.gaov]
Eoyd, Roger W, [SAD_COMNCURZsa0.ga.govi
Hinton, Russell W, (S&0_CONCUR@sao.ga.gov) — - Al
Search Approvers By w b4
Submit Report Cancel

= |f you know the approver’s name: Type in the last name of the approver
you want to send the report to. Select that approver from the list that
appears and click Submit Report.

= |f you don’'t know the approver's name: Type in an *. A list of ALL the
approvers in your agency will appear. Select the correct person from the
list and click Submit Report.




	1. How long before I receive my travel expense reimbursement?
	1.
	2. How do I attach the Cost Comparison Form to my Expense Report?
	1.
	2.
	3. How do I enter Meals Per Diem?
	A. When opening a NEW Expense Report
	A.
	B. To an EXISTING Expense Report

	1.
	2.
	3.
	4. How do I delete a Travel Allowance I entered incorrectly?
	1.
	2.
	3.
	4.
	5. How do I add an additional approver to the workflow?
	1.
	2.
	3.
	4.
	5.

