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Welcome to TeamWorks Travel & Expense (TTE)

TeamWorks Travel & Expense with Concur integrates expense reporting with a complete travel booking
solution. This comprehensive Web-based service provides all of the tools State of Georgia travelling
employees need to book travel as well as create and submit expense reports. Managers use the service
to review and approve expense reports, Cash Advance Requests and Travel Requests. Back-office
employees use the service to produce audit reports, ensure Travel Policy compliance, and deliver
business intelligence to help the State of Georgia reduce its costs.

Section 1: Log on to TeamWorks Travel & Expense

1. Log on to TeamWorks Travel & Expense with Your password is case sensitive.
the username and password provided by your If you are not sure how to log on, check with your
Local Travel & Expense Administrator. Local Travel & Expense Administrator or contact the

SAO Customer Service Center.

English (US} | Enclizh (UK) | Deutzch | Frangsis | Frangsis canadien | Espafiol | Portugués (Brasil) | Mederlsnds | talisno | Svensks

Wielcome

Notice:
If you experience dif ficulty logaing into the site, please click on the
Forgot your password? link below.

Si vous éprouvez des difficultés & ouvrir une session dans ce site, veuillez cliguer sur le lien Yous
L] aver oublié votre mot de pazze? ci-dessous,

Login

User Hame
Password

Remember user name on this computer

Forgot your user name?
Eorgot your passwiord?
Passwards are case sensitive.

.
N Make your life easier with Concur's mobile solution.

| This is what smartphones were made for. Click here to learn more.

|'A \

e
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Section 2: Explore the My Concur Page

The My Concur page includes several sections that make it easy for you to navigate and find the
information you need.

My Concur | Travel Expense Invoice Reporting  Administration  Profile

Not Sure Where You Are?

Your phone knows. GPS-enabled search for
hotels, restaurants and cars.

- 2 Report Mame Status Report Date Total
Register Concur for mobile. E E
OF Lunches Sept. 14-15 Approved 0972042010 $164.56
Trin Search Lunches for Intelligence Training
ri (1=
P Training Mot Filed 09/16/2010  $1,115.00
Flight || Car || Hotel | Taxi | Rail || Flight Status | Dining Training
Elan Expense Training 09708710 Final Accounting Approval 0971572010 23111
@ Raound Trip O One Way O hulti-5egment Onsite Expense Training
. Sales Training Mot Filed 0971072010 $0.00
Departure City [g) SEA Work with new sales system,
SES - Seattle T Intl Arpt - Seattle, WA
Eattle Tacoma ntl b satte Trip to San Francisco sent Back to Employee - 039,/09/2010 $57.00
Arvival City [ Onsite Expense Training Calnan, Brenna M
Hub International Anproved 087312010 $64.00
Departure Trawvel & Expense Training for Hub
International
depart [ w | | 9:00am (W || £ 3 |w
Training for Hub International Approved 0§/23/2010 $700.74
Return Concur Travel & Expense onsite training for
depart [% || Si0pm (| £ 3 |w Hub International
DPick-up,-’Drop-off car at airport Company Info

DAutomaticaIIy reserve this car

Welcome o Concur Expense and Invoice. Please click the Expense or Inwoice tab to start,
OJFind 3 Hotel

Use the Trip Search section. This section provides the tools you need to book a
trip with any or all of these: flight, car, or hotel.

This section appears on My Concur only if your
agency uses Travel.

Explore the Weather section. This section shows you the weather conditions at
any selected airport.

Look at the Company Info section. This section displays information and links provided
by your company.

Page 5 of 43 Revision Date: 02/25/13




TTE System Approvers Handbook

Section 2: Explore the My Concur Page (Continued)

Additional Information

Use the Expense Reports or Active Work
section.

Explore the Approval Queue section.

Explore the Trip List section.

Explore the Trips Awaiting Approval section.

Explore the Available Company Card Charges
section.

Explore the Travel Info section.

Page 6 of 43

This section provides links to create a new expense
report, or view your existing reports, authorization
requests, or cash advances. It also lists your
unsubmitted expense reports.

If your agency uses Authorization Requests
and/or cash Advances, this section is titled
“Active Work.” Otherwise, the section is titled
“Expense Reports.”

This section lists the expense reports awaiting your
review and approval as well as any Travel
Authorization requests or Cash Advances if you are
an approver for those functions.

This section appears on My Concur only if you
are an Expense approver and if you have
received at least one report for approval.

This section lists your outstanding trips.

This section appears on My Concur only if your
agency uses Travel.

This section lists the trips awaiting your approval.

This section appears on My Concur only if your
agency uses Travel and if you are a travel
approver.

This section lists all imported company credit card
transactions.

This section provides contact information for help
with booking travel and general travel information.

This section appears on My Concur only if your
agency uses Travel.
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Customize My Concur
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You can move the panes around the My Concur page to better meet your needs. Click the top bar of
a pane and drag it to a new position on the page.

My Concur | Travel Expense Reporting

Mobile makes it simple.

Manage your travel and expenses with

r Concur's maobile app. Get started.
Trip Search
Flight || Car || Hotel (| Flight Status

WARNIMG-Holding multiple reservations for same routing
or times or making multiple airline changes is considered
an illegal booking practice by the airlines. This can result in
additional fees billed to your credit card at a later date.

@ Round Trip O Cne Way O Multi-Segment

Departure City i)
|ATL - Hartsfield Intl Arpt - Atlanta, G4

ATL

Arrival City W

Select nearby sirports

Alerts
'Ea.‘-TripIt creates instant mobile

Expense Reports (0)

Profile

effiries for business and personal trips.

Simply connect your Concur ount to Triplt. | ‘Connect to Triplt Mo thanks

View Reports

Status

MNew Expense Report

Report Name Payment Status Report Date

Mo records found.

Travel Info

2] Concur Travel Alert - Seats Update 29Nov

Concur has been advised that seat maps for many airlines are currently not working resulting in inaccurate displays and inab
acknowledged the issue still exists and they are continuing their research to find a resolution.

Il to the State of Georgia Company Notes Page

Departure
| ||depart vHQ:OOam v||:3 v|

Return
| ||depart v||5:00pm v||:3 v|

D Pick-up/Drop-off car at airport

Page 7 of 43

When using Concur Travel for the first time:

1)

i Click on the Prefile’ menu cption.

2} Rewiew yeur profile and makes any changes or additions.

Revision Date: 02/25/13

|




TTE System Approvers Handbook

Section 3: Review and Approve Expense Reports

As an approver, you can approve an expense report “as is”; send an expense report back to the
employee to modify and resubmit; or add another approver to the Work Flow. Remember, as an
approver you will be required to attest to the validity of the expenses submitted on the Expense Report
and that you viewed the attachments to the best of your knowledge.

The TEAMWORKS Travel & Expense system is configured to the Travel Policy and any specific Agency
requirements. As an approver you are the second tier of Policy compliance, the system is tier one. The
system will track everything you do, or do not do, when you electronically handle the Expense Report ,
Travel Request or Cash Advance Request sent to you.

Review and Approve an Expense Report
All reports awaiting your review and approval appear in the Approval Queue section of My Concur.

Approval Queue

Travel Requests (2] | Expense Reports [2)

Report Mame Em ployes Report Date Amount Pue Bm ployes Requested Amount
tst2-1tol Abecombie, Willam 020772013 $2500 $2500
st

@) ) Morr 3-16 Trawel Abecombie, Willam 11/03/2012 Jloe=lz Jloe=lz

MNorrnal Travel

1. Access an Expense Report from the Approval
Queue by clicking on the Report Name.

Nov 3-16 Travel pbercombie, wilam]

Additional Information

The Expense Report opens.

You can immediately see if there are exceptions,
allocations and comments contained in an expense
Report by the presence of various icons.

Send Back to Employee Approve & Forward

Summary Details - Receipts - Print / Email - E] Hide Exceptions
Exceptions =
Expense Date Amount Exception
Orffice Supplies 1103202 430m The TmEn=ct 't iz 5reater than 20 days ok, Please ks mone timely in your xgpense subrissions,
Fersonal Car Mil.. 11042012 ction Date iz Sreater than 20 days old. Pleass ke mone timely in your expenss submissions.
Expenses Wiew * Summary
Vendor Mame Business Purpose  City Payment Type Amount Report Sum mary
Morrnal Trawel Moultrie, Gecrgia Out of Pockst 4211 FRepon Totls
Mol Trauwel Wakost, Georgls  Cut of Pocket fzyoc Amount Due Co..  Amount Due Em.
Personal Car Mil.. Morral Trawel Cut of Pocket 1o #0.00
Hotel Comfort Inns Mormal Trawel Savannah, GeorgiE  Outof Pocket =3
Travel Requests (1)
Tolks Morral Trawel Savannah, Georgl  Cut of Pocket

Personal Car Mil... Morrnal Trawel

Personal Car Mil... Morrnal Trawel

Tolks Mormal Trawel

Page 8 of 43

Savannah, GeomiE  Out of Pockst

Personal Car Mil... Morrnal Trawel Out of Pocket fenze: Cash .. Req.. Amo.. Start.- Avail..
Personal Car Mil... Horrmal Trawel St of Pocket 12452 OC Pe.. 021l $10000 §10000 4000
Tolks Mormal Trawel Warner Robins, 5. Cut of Pocket f1o0
Pt Ty " . [APY, - PPy fanie

TOTAL AMOUNT TOTAL REQUESTED

$1,083.12 $1,088.12

> Mame Reque.. Am.. Am..

$350.00 $100.00

Out of Focket
Y > Tripts. ZEA

Dot of Pocket

Cash Advances (1)

You can immediately tell if there were Travel
Requests or Cash Advances in the Summary section.
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Clicking on the travel Request name will display the
detail. Cash Advance shows advances assigned to
this report.

T POF . E-mail | Prnt | Close | o

Booking Business Travel

R 10 3EIA
fapanal St : Approved

Emphye= Hame : Abercrombie, William A.
Dfinak. Mansz=: Mam= : Thornton, John A.
D=zl Mansg= Ems| : noemaili@georgia .goe
Counr | UNITED STATES
SSG g UK LB Uk : 40400
#S0G Cig Usit 2-Depitmer. : STATE GOVERNMENT DIVISION
S0 Hig Unt Fumd Soscs - STATE GENERAL FUNDS
<505 Og st SCl=s - 301
<506 019 Unt 4P Ve 10 : OOO03E1129

Serie Mam= - Abercrombie, William A
Dk, Managz: Ham= : Thomton, John A.
Dk, Mansge: Emsl : noemaili@georgia .oy
Courc - UNITED STATES
SSG g UK LB Uk : 40400
<505 g Ust STATE I
<506 Qv Ut +Furd Soues : STATE GENERAL FUNDS
<505 O st SCl=s - 301
“50G 01 Uns 4P Ve 10 : 0000381129

st Date : 01f07J2013

Exd Det= : 01/09)2013
Tivel Rerpe=t Poicy - 500G Request Policy 1
rupme : Annual XYZ Conference

Segments
Hotel Reservation
Fousign Arcunt : $22500

~ab il Ol ol ol A A e

2. To review the Report Header information, click
on the Details tab and select the Report
Header from Report section of the drop down

menu.
Mov3-16T [Abere rombis, Willar] Send Back to Employee Approve & Forward
Summary [ Details »  Receipts = Print/Email ~ | [¥] Hide Exceptions ]
Exceptions Report A
Eperee Report Header
Cifice Supplies Totals iz Greater than 20 days okd. Please be mare timels in your expenss submissons. A
Personal Car il Audit Trail is (3 reater than 30 days old. Please ba mare timaly in your expense submissions. [V
. Approval Flow [ en ~ B S
Comments ) .
ne Business Purpose  Cily Payment Type Amount Report Summa ry
Cash Advances Morrmal Travel Moultrie, Georgia Out of Pocket 42100 | Repor Totals
Assigned Nrmal Trae Valdosts, Georga  Out of Poc ket 2100 Amount Due Co..  Amount Due Em..
00 FoBE.12
Allocations Marmal Travel ut of Pocket 1370 0.
> QQ Allocations H Mormal Trawel Savannah, Georgia  Out of Pocket J23000
. Travel Requests (1)
Travel Allowances Mormal Trwel Savannah, Georgia Dot of Pocket jLic > - Reque.. . o
Itineraries Hormal Travel Out of Peckst L D> Thpto. 3EIA $350.00 $100.00
Expenses & Adjustments Marmal Trwel St of Pocket 41376
Reirmbursable Allowances Surmmary Meormal Tavel sauannah, GeogE Cut of Pockst gL Cash Advances (1)
‘ LIS AN Personal Car hl... Marmal Trawvel 2ot of Poo ket el Cash.. Req.- Amo.- Stark.. Avail.-
11042012 Personal Car Mil... Marmal Trawel Cut of Poc ket 412432 DC Pe.. 0211, 410000 10000 $000
‘ 1170472012 Tolk Hormal Travel ‘Warner Robins, 5. Out of Pocket i
&, 11 e AEFin Cannline ol Kl Trand ik i L P
< | >
TOTAL AMOLUNT TOTAL REQUESTED
$1,088.12 $1,088.12

iﬂttps:,l’,l’implementation.concursolutions.com,l’Expense,l’CIient,l’deFauIt. asp#
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The Report Header page appears to allow you to
view the contents of the Report Header.

TTE System Approvers Handbook

Any approved Travel Requests assigned to the
Expense report will be listed in the Travel Request
section as well as in the Summary section shown on
the previous page..

Pay particular attention to the Trip Type as it
affects which General Ledger accounts will be used
for this Expense Report.

Click Cancel when you are done viewing.

0|
Report header for: MNow 3-16 Travel
Presious Comment Wisw All
| Entered By John Thorntan: meals l
Report Mame Trip Ty Folicy
M 3-16 Trawel In-State Trawvel
Trip S@ant Date Trip End Date Purpozs of Trip Corrent
110342012 11f16 2012 Marrnal Trawvel
Ernploties Mame Report Kesy Report Curnenoy Receipts Recehed
Abercrambie, William 42273 1S, Dallar
Subrit Date Appneal SEtus Fayment SEtus Wendor [0
021472013 Submitted & Pending &pprowval MHat Paid 0000351129
Special Acthvity
Travel Requests
Request hflame Request ID Cancelled Request Total Amount A pproved Amount Remaining
Trip to S@wannah 1-F 1o, ZEA Mo FELala] f35000 10000
=N

3. To review the Audit Trail of this Expense Report,
click on the Details tab and select the Audit
Trail from the drop down menu.

Page 10 of 43

The Audit Trail appears allowing you to view the
history of this expense report. A history of every
time the report is “touched” after it is submitted
appears here — including the system “touches” such
as Exception Icons and Expense Report Status
changes.
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Audit Trail

‘ Report Level

Date,/Time -
0214/2013 302 P
02/14/2013 32 P
0214/2013 302 P

‘ Entry Level

Date Time -

021452012 302 Phd

21472012 302 Pha

Updated By

A benc rom bie, Willa m

Abs=nc rom bieWillam

A benc rom bie, Willa m

Updated By

Abs=nc rom bieWillam

Abs=nc rom bieWillam

Action

Approwal Satus Change

Approwal Satus Change

Confirmation Agresment
Acceptance

Action

Exception

Exception

TTE System Approvers Handbook

x

Description
SEtus changed from Subrmitted to ~

Submitted B Pending Approaal
Comment:

Satus changed from Mot Submitted to
Submitted
Cormment:

#5233 User Submit Agresment

Sttus changed from Submitted B W

Description
The Tmnmction Date is Greater than 20 #

days old. Please be mone timeby in your
expanse submissions. B

The TmRn=ction Date is Geater than 20
days old. Please be mone timeky in your (s

Close

The Audit Trail is segmented into two sections:
Report Level and Expense Level. The Audit Trail is

created automatically and requires no action by the
Employee, Approvers or Back Office.

Click CLOSE when you are done viewing.

4. To review Allocations made by the employee on

the Expense Report:

e Items displaying the allocation icon €

have allocations entered..

Mov 3-16 Travel [abecombie wilkam]

Send Back to Employee Approve & Forward

 Summary | Details - Receipts - Print/Email - ' [@] Hide Exceptions |
Exceptions =
Expense Date Amount  Exception
Cffice Supplies 11032012 §z20m The TRn=ction Date is Gieater than 30 days okd. Pleass be o tmel in your expense subrissions £
Personal Car bil.. 11042012 12432 The Tmnmction Dats iz Greater than 30 days old. Pleass be mos timaky in your spanss subrmissions b
Expenses wiew v« Summary
Transaction Date - Expense Type Vendor Name Business Purpose  City Payment Type Amount Report Sum mary
114132012 Fixed Meals Marmal Trawel Moulrie, GeoriE  Cutof Focket g1 | Repor Tomls
11/12/2012 Fixed Meals Marmal Truel Vadost, Geoigl  Cutof Pocket 42100 Amount Due Co..  Amount Due Em..
110872012 Personal Car Mil.. Marmal Trawel 2wt af Pocket fikninc .00 12
> GO 11082012 Hotel Comfort Inns Mormal Trawel S@vannah, GeomiE  Cutof Pockst 423000
Travel Requests (1)
110502012 Tolk Mormal Trawel Savannah, Seorgia  Cutof Pocket f1om
? Mame  Reque.. Am.- Am..
11072012 Persomal Car Mil... Mormal Travel St of Pocket 413154 > Tipwm. IEA £I50.00 F100.00
11062012 Personal Car Rdil Mormal Trawel Dt of Poc ket 4137 64
11062012 Tolk Mormal Trawel Savannah, Seorgia  Cutof Pockst f1m Cash Advances (1)
‘ 11/0572012 Personal Car Mil... Mormal Travel out of Pocket f25252 Cash.. Req.. Amo.. Start.. Avail..
11,/04/2012 Personal Car Mil.. Mormal Trawel Cut of Pocket $124.3z DCFe. @1l 410000 410000 4000
‘ 11/04r2012 Tolk Marmal Trawel Warner Robins, 3. Cutof Pocket 200
- 11 nE e P Cannline ol Mrernml Tl Furt ok P Lot tare
S | %
TOTAL AMOUNT TOTAL REQUESTED
$1,088.12 $1,088.12
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e You have two options to view the allocation:

0 Hover you mouse over the allocation
icon to display the data

TTE System Approvers Handbook

The Allocation details appear with either option.

Note: Not all agencies allow Allocations to be

entered by the Employee submitting the Expense

Report.
11062012 Tolk Maormal Trawel Savannah, Georgia Cutof Pocket Lo
‘ 11mE e . L BAGL " e & = ity focns
| Allacatinn ofix|
[This expense has been allocated. |
Percentage Department ;7 Program [;7 Fund Source [;7  Fund [;7 Froject ;7 Class HActivity Code
an STATE GCWERM..  [DRS0201) Statewi.. [DL000) STATE GE.. (I0100) Cpemtions  [01) STATE BASE .. 301 404201 0AIN-08E...
a0 STATE GOWERM.. (0740500 Pouttry..  (OLO10) STATE_FU.. (10100) Cpemtions  [01) STATE BASE .. 301 -A0EN0600-074...

ad

o Click on the Details tab and select
Allocations from the Allocation
section of the drop down menu.

The allocations will then display. Use the scroll bar

at the bottom of the box to view all the fields.

MNov3-16 Tra

b o bie, Willia )

Send Back to Employee Approve & Forward

Summary [ Ciet = Receipts = Print/Email = ' [¥] Hide Exceptions
Exceptions Report
Expemnce | Report Header
Persanal Car Mil Totals iz Gremter than 20 days o, Please ke more timeks in wour espenz= submissions. A1
Personal Car Mil Audit Trail is Greater than 20 days ok, Pleass ke mors timshy in your s<penss submissicns. B
Expenses ‘ Approval Flow Cwiew v %) Expense
Comments - . pn , . PR enens ooo T =l
ne usiness Purpose ayme: ou A
. L b Approved Amount
Allocations Hormal Trawel Moutrie, Georga ot of Pocket g1 00 A 25253
| Allocations Morral Trawel Valdost, Geomga Ot of Pocket 42100 I
Travel Allowances Mormal Trawel Sut of Pocket 13705 5
> o0 Ttineraries = Marrnal Trawsl Savannah, Gecrgim  Out of Pockst 23000 Trip Tyrpe
In-State Trawel
Expenses & Adjustments Marmal Trawvel Sawvannah, Geogia  Cut of Pockst 100
Comment
Reimbursable Allowances Summary rrial Trawel of P ket 4131.54

Allocations for Report: Mo 3-16 Travel

ol

Total§2E2 52 Alocated 425253 (100%]  Remaining:$000 [05)

Bxpense List Allocations
Allocate Selected Expenses Clear Selections Surmn | Allacate By 1
Select Group - 0 p———

Date Expense Group Amount I I7u)
1132012 Fioed hdeals $21.00 [ ao
1171272012 Fied heals $21.00
11/08/2012 PersonalCa.. $137.09
11/08/2012 Tolls $1.00
11/07/2012 PersonalCa.. $131.54
11062012 Personal Ca.. F137.64
110672012 Talls $1.00

1 1105801 PersonalCa.. 2 FILRLE
11/04/2012 PersonalCa.. $124.37
11/04/2012  Tolls 3 $1.00
11/03/2012 Cffica Supp. 1 F30.00

=l Hotel

110772012 Hitel f100.00
11/07/2012 CCCUpancy... f1000
110772012 Internst Che. 4500
1L/06/2012  Hotel 410000
110652012 Deocupancy.. 41000 =
11/06/2012  Internet Ch.. 4500

Page 12 of 43

| Add Mew Allocation || Delete Selected &llocations [ »
* Department by? * Program by? * Fund Source ye * Fund by?
STATE GOWERN .. | [DBE0E01) Smtewi. | [OLOO0) STATEG.. | (10100 Opermtic
STATE GOWERN .. | (0740500 Pouhr. | [OL010) STATE_F.. | [10100) Opermtic
>
== =)
Done
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5. To view approved Cash Advance assigned to
the Expense Report,

a. View the Cash Advance item on the
Summary. or

b. Click on the Details tab and select
Assigned from the Cash Advances
section.

i. Click Cancel when you are
done viewing

|

Details ~| Receipts ~| Print/Email -

Report
Report Header
Totals

Audit Trail
Approval Flow
Comments

Cash Advances

Travel Allowances

[tineraries

Expenses & Adjustments
Reimbursable Allowances Summary
Allocations

Allocations

Cash Advances Assigned to Report

TTE System Approvers Handbook

Click on Cancel and then Done when you complete
viewing the allocations.

The Cash Advances Assigned to Report window
opens and lists the Cash Advance assigned. It
shows the amount of the Cash Advance and how
much was used in the Expense Report.

If the Cash Advance was more than the expenses,
make certain that the employee showed a Cash
Advance Return line item in expenses for the
difference and that the Agency has received a check
from the employee for this difference.

o OO

Cash Advance Mame Foreign Amount Exchange Rate  Amount Balance Amourt Used in Report
D¢ Pegce Officer Cony, .. 4100000 1 410000 o000 4100000
Delete from Report Cancel

Page 13 of 43

Revision Date: 02/25/13



6. To review Travel Allowances (Meals Per Diem)
assigned to this Expense Report, click on the
Details tab and select the Itineraries from the
Travel Allowances section of the drop down
menu.

In the same window (see red arrow), click on
the Expenses & Adjustments tab to view the
details by meal period for each day

Travel Allowances For R#}v 2-16 Travel
Assigned Itineraries Expenses 2 Adjustments Reirmbursable Allowances Sumrmary +

TTE System Approvers Handbook

The Assigned Itineraries will display.

Use the Scroll Bars to the right if necessary to
review all the entries.

Note: The system is configured to automatically
determine high or low cost areas based on the last
business location visited that day.

The Expenses & Adjustment tab opens.

Departure City Date and Time Arrival ity

= Itinerary: 1171373012 Valdosta

: Atlanta, Georgia 11/12/2012 700 Ard Yaldosta, Georgia

B Waldosta, Georgia 1171202012 600 Pha Atlanta Georgia

= Itinerarz 11/1 3/2012 Moultrie

j Atlanta, Georgia 11/13/2012 800 Ak Moultrie. Georgia

B moultrie Georgia 11/13£2012 700 PR Atlanta, Georgia

Date and Time Arrival Rate Location

111272002 2230 Akl UZ-34, UMITED STATES

111272012 830 Phd FULTOM OOUMTY, US-GA, U5

1171372002 1000 Ak
111372012 300 Phd

UZ-34, UMITED STATES
FULTOM OOUMTY, US-GA, U5

Done
ol |
Travel Allowances For Report: Mow 3-16 Trawel
Aszignied Itineraries Expenses & Adjustments Reimbursable allowances Surmary -+
Showe dates from Elm E| _(50"
Exclude | ANl | Date/Location ~ Breakfast Provided Lunch Frovided Dinner Provided Allowance
& 117133012
- Wadosta, Geogi@ fz1m
& 117133012
= woulrie, GeogE fz1m
Done

Page 14 of 43
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7. To review the Comments History of the Expense
Report, click on the Details tab and select
Comments from the Report section of the drop
down menu.

TTE System Approvers Handbook

Use the Scroll Bars to the right if necessary to
review all the entries.

A checkbox next to a meal indicates that the
employee did not claim that meal and the amount of
the total reimbursement claimed for that day was
reduced by that specific meal allowance in the
Amount column.

Note that per the Travel Policy for any single day
travel not requiring an overnight stay, the employee
must be in Travel Status for at least 13 hours to
qualify for a Travel (Meals Per Diem) Allowance. The
system automatically takes this into consideration.

Click DONE when you are finished viewing the
detalils.
You may add comments in the comments section.

Click Save to save your comments or Cancel to exit
without adding any comments.

Comment History

Date ~ Entered By
214201 3
02144201 3

Thaornton, John A, meals

Comment Texdt

Tharnton, lohn A, tEwel riequest

ahd then click Sawve,

If you weould like to add a camment to this repart, type itin the text box below

Comment

Page 15 of 43
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9. To review individual Expenses in the expense
report, click on the expense item to display the
Expense detail to the right.

TTE System Approvers Handbook

Details of the expense as entered by the employee
will display.

Pay particular attention to the information in any
Comment boxes. Important information from the
employee is contained in the comments and may be
necessary for you to accept the expense.

Note: Hover the cursor over any icons appearing
with any expense item to quickly view the
information for comments, allocations, etc.

View v

Expenses Expense | Summary
o - . el

Transaction Date | Expense Type Yendor Mame Business Purpose ity Payment Type Amount Emen i
11132012 Fixed Meals Hormal Trawal Moultrie, GeorgEa  Cut of Pocket 100 Talls
111202012 Fixed Meals Hormal Trawal ‘adost, Georgie Cut of Pocket 21 Trn=ction Date
11/0E0z Personal Car Mil.. Mormal Trawel Out of Pocket n7E 1/08/201z

> Q:ﬁ ) Lz Hotel Cornfort Inns Hormnal Trwel fvannah, Georgl  Out of Pocket ezl Purpase of Trip

Marrnal Travel
11082012 Tolk Hormal Trawsl Savannah, Georg@  Cut of Pocket 1
‘fendor Name
The Ten=ction Date is Greater than 30 days old. Please be more timely in your expense submissions.
11072012 Personal Car Mil.. Marral Trawel Cut of Poc ket 41315 City
11062012 Personal Car Mil.. Miormal Trauel Cut of Pocket 1378 Sawanniah, Georgia
11062012 Tolk Marral Trawel Savannah, Georga  Cut of Pocket 410c Payrnent Type
‘ 110552012 Personal Car Mil.. Marrmal Trawel Ot of Pocket foren:
11 12 Pe | Car Rl H | Trawiel Ot of Poc ket f1243% fmount
t .
SO0 rsonal Car Mil orrnal TrRwel U 2 i UsD v
-
b ¥ Personal Expense [do not reimbu szl b/

10. To Review Personal Car Mileage: Additional
information may need to be reviewed for some
expense types.

Mileage Ca

e
b >

m Atftach Receipt

Page 16 of 43

TOTAL AMOUNT

$1,088.12

TOTAL REQUESTED

$1,088.12

m Attach Receipt

Use the scroll bars to the right of the Expense detail
to view all th

Pay particular attention to Trip Type and Payment
Type. Payment Type determines whether an
employee receives reimbursement or not.

To verify that the mileage claimed matches the
mileage calculated click on Mileage Calculator at
the bottom of the expense detail to the right.

The Mileage Calculator entry window will appear.

Revision Date: 02/25/13
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Mileage Calculator &%

Waypoin Distances Personal ~ Fairmeunt L3 [map | sateite ][ Hybrid

®|
~
]
&
v
-

Adairsville —

. |

:|‘ 29.3 MI Shannon Waleska
+ White
:|‘ 71.0 MI T Hingstan Canton
@ | Hally cummin
L|-|dale -
springs
} 225 ML ' e
@ we Sprin foodstock
} 38.3 MI
dartokr
Kennesaw
@ 25.4 MI |
G
@ Dallas
Springs
— ) Mableton
Bucranan
poosa Tomple viia R Douglasville
5 . lla Rica
Deducted Commute Distance Bremen Panthersyilie
Ezj ‘Waco East Point
Mt Zion Forest Park
:|» 58.6 MI Carroliton Union City " Riverdale
Office dowdon — Stnrbhridna
Deduct Round Trip
Deduct Commute TOTAL PERSOMAL TOTALEU FOWERED BV
58.6 MI 127.9 MI 0[}8& Map data 2011 Google - Term= of Use

g —

You can view the Waypoint, commute mileage, total
personal miles and total business miles for each day
claimed individually. Use the scroll bars as necessary
to view complete data for the day you have
selected.

Odometer readings have been replaced with the
waypoints.

Note: Employees are reimbursed for Personal Car
Mileage in excess of what they would normally drive
from home to their normal assigned work station
and back on a normal work day.

There are several factors you must take into
consideration if the travel was made on a weekend
which is not a normal work day, if the employee
works from home or if this was a multiple day trip.
Additionally, employees are only required to deduct
normal round trip commute mileage ONCE on a
multi day trip. They can enter it in multiple ways: all
on one day, the first half on day one and the last
half on the last day. Pay particular attention to all
the areas marked with arrows (see previous page).

Click Close when you are done viewing the
waypoints and return to the Expense detail.
Compare the Total Business miles from the Mileage
Calculator with the Distance miles on the Expense
detail. If there is a discrepancy, there should be an
explanation in the Comments box.

Exceptions happen! Sometimes there are valid exceptions. Employees
are required to provide you with information why

they made an exception (such as over ride the mileage
from the Mileage Calculator due to detours or locations with no

Page 17 of 43 Revision Date: 02/25/13




11. View Receipts attached to the Expense Report

My Concur  Request | Ex e | Reporting  Profile

TTE System Approvers Handbook

street address, using a personal vehicle when normally a rented
vehicle would be more economical, etc.) in the Comments
box in the Expense detail area.

Comment

The box can hold much more information than it
appears! Notice the up and down arrows.

Any discrepancies without an explanation in the
Comments box should qualify the Expense Report to
be returned to the employee for correction.

Things to look for:

e Does the total mileage calculated by the Mileage
Calculator = the total miles claimed?

e Comments explaining exceptions to policy
entered in the Comments box?

e DOAS Waiver or other approval attached if
necessary

You can choose how you will view receipts by
selecting View Receipts Required in New
Window or View Receipts in Current Window
from the Receipts tab drop down menu.

These options display all receipts attached to the
Expense Report

XX

Wiew Reports  Mew Expense Repo iewy Receipt Store Approve Reports  VWiew Cash &dvances  MNew Cash Advance  Approve Cash Advances

July 8-13 Expenses [ ie, William]

Sumrnary Details « || Receipts - | Print/Ernail »

Exceptions Receipts Required

Send Back to Employee Approve & Forward

Hide Exceptions
F

e

Expense Date WView Receipts in new window
. . . . v
[ View Recelpts in current window cation has been charged to another department. If applicable, prior to approving add an additional approwal =

¢ Attach Receipt Images

Page 18 of 43
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Welcoeme, John Thornton View in New Window Option QHeIp | Log Out

g, https:fimagingupload. concursolutions. com/getImage?cid=t001 3580lbg 3w al=26532 953092 CO2C437 1 E3BACT 352600876044 7073470 1 808DDCATIEEST, ¥ %

& https:/fimagingupload.concursolutions.com/setimage?cid=t00138801bg 3 val-26532953D92C92C4371E3BA - Wind... |_ E”z‘ (§

Georgia

My Concur

View Reports

Visits 10

Personal Car

Personal Car

STATEMENT OF ACCOUN

1401 Strand Avenue ~ Tybee Island, GA 31328

# b
R OCEANrj’ PLAZA Ph:912-786-7777 * Fax: 9127864531 F Exceptions

SEACHS RESORT wywOceanPlaza.com =
accountno:  L0385T
roowuNTNO: 1250 cuprg:  AH .
apmive 09/16/11 N
pEpART:  09/18/11 =

RATE PLAM/PACKAGE: 170,10
RATEFACKAGE DESCRIPTION: AARP

Expenses NO. TN PARTY: 2 n
ADVANCE DEPOSIT RECD.: A
DEPOSIT REFUNDED: W
O " .
09/16/11 Transient Discounts
The T 09/16/11 State sales Tax -
= 09/16/11 Room Tax .
—  09/17/11 Transient Discounts B
Q 09/17/11 State Sales Tax
- 09/17/11 Room Tax
B 09/18/11 XXXK0317 =
< 09/18/11 XXXX4612 5
Subtotals
- h Receipt
Daone & Unknown Zone
Jone T © Irternet 100w -
Click on the red X to close the new window.
View in Current Window Option o=
° &
Georgia
My Concur  Request | Expense Reporting Profile

Visits 10-1

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

to 22 [snercrombie, William) Send Back to Employee Approve & Forward

Details v| Receipts v| Print/ Email - [E] Hidle Exceptions

Exceptions
Expense Type
Personal Car M...

Personal Car M...

Expenses

o

O

|~

The Transaction Date is Greater than 30 days old. Please be mare -

-
Date Amount Exception

10/11/2011 57548 The Transaction Date is Greater than 30 days old. Please be more timely in your expense submissions. ]
10/12/2011 568.85 The Transaction Date is Greater than 30 days old. Please be more timely in your expense submissions. :

¥

Receipts

 view - JL<I Exp

Transaction Date | Expense Type Vendor Name ) , STATEMENT OF ACCOUNT &
10/20/2011 Fixed Meals ~ Previous Comment Vie o ¥ -’ﬁ.AZA o i
10/19/2011 Fixed Meals Entered By William Abercrombie: Dete| »

Kennesaw due to traffic accident.

10/12/2011 Personal Car Mi... L | _

Expense Type

Personal Car Mileage

10/11,/2011 Fixed Meals omgiL
Transaction Date 11

10/11/2011 Personal Car Mi... 10/12fz011

WREma?
ExxEA612

ubtotais

10/10,/2011 Fixed Meals
| > <

83

Purpose w
r el

| -
Pt T L <o TR YO

! >
TOTAL AMOUNT TOTAL REQUESTED .
$1,245.22 $1,245.22 Sl oo ecent | o

You can also view the receipt images attached
directly to an expense line item by hovering over the

Receipt icon I[Bin the body of the Expense report on
the left.
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X -
o ®
° 0 C Georgia
A
STAIFMENT OF ACCOUNT —
My Conc :
View Repo QCEAMJ THLAZA Mew Cash Advance  Approve Cash Advances
Visits 1 Send Back to Employee Approve & Forward
Details [T] Hide Exceptions
Excepti -
Expense T
Hatel be mare timely in your expense submissions. )
Hotel | eptions. b
; el :
Expens KR4S View = | % Expense | ReceiptImage
crbTnlala
i ) \L? Payment Type . Total Amount: 540246 | ltemized: 5402.46 | R
— TaLs TY W.LL --- TIEAR TED: S B A Reviewed A
A =
— v
-( Out of Packet
> @ , Geor... Out of Packet Approved Amount
1 402,46
Eeceipt Image Available| ns. Trip Type
In-State Travel
‘ , Geor..  Out of Pocket 4 SO
‘ ~ h, Geor... Out of Pocket =
— v v
< l 3 s I
QUNT TOTAL REQUESTED m
v
—_ $1,245.22
12. View allocations made by the employee. To view the allocation of an individual expense item,

hover over the allocation icon ‘ to display the
details of the Allocation.

< Allocations
-‘ Percentage
- 75
<
25

* Department [;7
(4042010800} 5T...

(4042010600 5T...

* Program [37

(0850201) State...

(0850200) Audit ..,

= 1P
* Fund Source [;7 * Fund [;7 * Project [;7 Class Code
[01000) STATE G... || (10100} Operati... || {01} STATE BASE .|| 301 -4042010600-03...
(01000} STATE G... || {10100) Operati... || (01) STATE BASE ...|| 301 -40420106800-03...

Page 20 of
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13. View details for Fixed Meals. Fixed Meals is the expense type for Meals Per Diem
or Travel Allowance.

Expense Amount
27.00 bt
Expense Type Reviewed
Fixed Meals L
Transaction Date Approved Amaount
10/0202011 27.00
Purpose of Trip Trip Type
|Fie|d Visits ’
In-Skate Travel >
iy Comment
Savannah, Georgia
Payment Type
~r Show fixed allowances for 10/02/2011

Click on the Show fixed allowances for {date} link to
view the individual meal period allowances.

Travel Allowances For Report: Visits 10-1 to 22

Assigned Itineraries Expenses & Adjustments | Reimbursable Alowances Summary

Show dates from 10/02/2011 [@ito 10/02/2011 @l Go
Exclude | Al [ Date/Location « Breakfast Provided Lunch Provided Dinner Provided Allowance
10/02/2011
B /02/ m ]

Savannah, Georgia

Click on DONE when you are finished viewing the
Travel Allowance details.

13. Approve an Expense Report: after you are
satisfied with all the entries, comments and
receipts attached, click on Approve.

Page 21 of 43 Revision Date: 02/25/13
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View Reports  Mew Expense Report  View Receipt Store  Approve Reports  View Cash Advances Mew Cash Advance  Approve Cash /

Visits 10-1 to 22 [sbercrombie, william] Send Back to Employee Approve & Forward
Details v| Receipts v| Print / Email - [EF]Hide Exceptions

Exceptions =

Expense Type Date Amount Exception

N/~ This report amount due employee is over 5500, Please review and forward this report to Department head.

Fixed Meals 10/01/2011 327.00 The Transaction Date is Greater than 30 days old, Please be mare timely in your expense submissions.,

Expenses View = [%

| Transaction Date 1 Expense Type Vendor Name Business Purpose City Payment Type i
10/20/2011 Fixed Meals Field Visits Augusta, Georgia Out of Pocket |
10/19/2011 Fixed Meals Field Visits Macon, Georgia  Out of Pocket 4

O 101272011 Personal Car Mi... Field Visits Out of Pocket ]
10/11/2011 Fixed Meals Field Visits Augusta, Georgia Out of Pocket
O 10/11/2011 Personal Car Mi... Field Visits Out of Pocket
10/10/2011 Fixed Meals Field Visits Macon, Georgia  Out of Pocket
10/09/2011 Fixed Meals Field Visits Macon, Georgia  Qut of Pocket W
< il | > -
TOTAL AMCUNT TOTAL REQUESTED
$1,245.22 $1,245.22

Click Accept to send the Expense Report to the next
Approval level.

Final Confirmation X

Approver Receipts

By clicking on the "Accept’ button, I certify that the receipts have been reviewed.

o
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How To Allocate Expenses

The Allocations feature allows you to allocate single or multiple expenses to different chart fields
(projects, departments, funds, etc). Whether an Employee, Approver or Back Office individual enters
Allocations is an Agency policy.

1. Open an expense report from the Approval The Expense Report opens.
Queue
2. Click the Details tab Details_~ and select

Allocations from the Allocations section of the
drop down menu.

Visits 10-1 to 22 (2bercrombie, william Send Back to Employee Approve Approve & Forward
Details - Receipts - Print / Email ~ [E]Hide Exceptions
Report —
Report Header pos
Total e Transaction Date is Greater than 30 days old. Please be more ti n your expense submissions, A5
otals
Audit Trail e Transaction Date is Greater than 30 days old. Please be more timely in your expense submissions, e
Approval Flow View = | € Expense
Comments Vendor Name Business Purpose City Payment Type 4 Distance : Amount 5
~
Allocations Field Visits Augusta, Georgia Out of Pocket A
. ~ . - Approved Amount
) Field Visits Macon, Georgia  Qut of Pocket
Allocations _ P
Wi... Field Visits Out of Pocket
Travel Allowances ! ! e Huberred Reenen
ltineraries old, Please be more timely in your expense submissions, e
Expenses & Adjustments Field Visits Augusta, Georgia Out of Pocket Trip Type
Reimbursable Allowances Summary i, Field Visits Out of Pocket In-State Travel
Comment
10/10/2011 Fixed Meals Field Visits Macon, Georgia  Out of Pocket A ¥
< > < >
TOTAL AMOUNT TOTAL REQUESTED m
Attach Receipt
$1.245.22 $1,245.22

The Expense List for the Allocates for Report
window appears.

Allocations for Report: Visits 10-1 to 22 gil=

Expense List Allocations

Select Group -

Date ~ Expense Ty... Group Amount Percentage Department Program Fund Source

10/01/2011 Fixed Meals 1 527.00

10/01/2011 Personal Ca... 2 5297.33

10/02/2011 Fixed Meals 1 §27.00

10/03/2011 Fixed Meals 2 536.00

10/04/2011 Fixed Meals 2 $36.00

10/05/2011 Fixed Meals 2 527.00

10/05/2011 Parking 2 $5.00

= Hotel

100172011 Hotel Tax 2 59.99

10/01/2011 Hotel 2 £110.00

10/01/2011 Occupancy ... 2 57.50

10/02/2011 Hotel Tax 2 $9.99

10/02/2011 Hotel 2 $110.00

10/02/2011 COccupanoy ... 2 £7.50 2 Cancel

Done
3. Click in the check box next to the expenses Select one, multiple or all of the expenses listed in

listed in the Expense List that you want to the left hand column.
allocate.

Click on Select Group to choose an entire group of
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expenses. Click Clear Selections to start the
selection process over.

Allocations for Report: Visits 10-1 to 22 Sl
Expen Allocations
Allccate Selected Expenses | Clear SelEst |
Select Group = Allocate By: - Add New Allecation
D| Date * | Expense Ty.. Group Amount Percentage * Department [;7 * Program [;7 * Fund Source [;7
[#] 10/01/2011  Fixed Meals 1 §27.00
|z| 10/01/2011 Personal Ca... 2 $297.33
[#] 10/02/2011  Fixed Meals 1 $27.00
[¥] 10/03/2011  Fixed Meals 2 $36.00
[#] 10/04/2011  Fixed Meals 2 $36.00
[#] 10/05/2011  Fixed Meals 2 $27.00
[#] 10/05/2011  Parking 2 §5.00
=l Hotel 0
[#] 10/01/2011  Hotel Tax 2 39.99
[#] 10/01/2011  Hotel 2 $110.00
|z| 10/01/2011 Occupancy .. 2 §7.50
[#] 10/02/2011  Hotel Tax 2 39.99
[#] 10/02/2011  Hotel 2 $110.00
|z| 10/02/2011 Occupancy .. 2 §7.50 3 E Cancel

Done

4. Click Allocate Selected Expenses. The Allocations window to the right is now
available.
Allocations for Report: July 8-13 Expenses =X
Expense List Allocations Total$110.00  Allocatecd:$110.00 (10026  Remaining:$0.00 (03]
alocatelelecteltnesy eyt aicny Sllocate Byr - “ Sdd Mewr Sllocation | Delete Selected Allocations Faworites - | Add to Favorites
e | Percentage *Department [,z *Program [;7 *Fund Source [yz  * Fund ;7 * Project 17

Date + Expense Gioup Amount O 75 [4042010600) $T.., || [0850201) State,., || (01000) STATE G.., || (10100) Operati.. | (01) STATE BASE..,
08/03/2012  Fixed Meals $27.0040 25 (40420807001 IT ... | [0650201) State... || (01000 STATE G... | (10100 Operati... | (03] STATE BASE...
0870272012 Fixed Meals $36.00
057012012 Fixed Meals $27.00
07/17/2012 Cash Adva,. $0.00

v 071372012 Crues 1 $110.00
07/13/2012 Fixed Meals $21.00
07/1172012 Fixed Meals 1 $27.00
0771072012 Fixed Meals 1 $36.00
0770972012 Fixed Meals 1 $18.00
0770572012 Fixed Meals $21.00

= Hotel
0771272012 Hotel Tax $10.0C
0771272012 Hotel $105.0C
071272012 DCCUPANG . $5.0C
071272012 Internet Ch.. $5.00
071172012 Hotel Tax 510,00
07/1172012 Hotel $105.00
0771172012 CccUpandy .. $5.00
0771172012 Internet Ch... $5.00
0771072012 Hotel Tax 410,00 ¢ >
07/10/2012  Hotel §105.0¢ Cancel
AT HAARA T [ —— o nrk¥

hktps: ffimplementation, concur solutions, comExpense)Clientjdefault, asp# 13
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5. Click Allocate By and select Percentages or
Amount. (see above)

6. From the Allocate By dropdown menu, select
either Percentage or Amount.

Allocations

| Allacate By - :

Percentage

Amount

7. Click Add New Allocation

8. Click in the field representing the chart field you
want to change.

Allocations Total:$423.33

Allocate By: - Add Mew Allocation

Percentage

100

Allocated:5423.33 (100%)

* Department [;> * Program [;7

DTA.TE felaglSai ~ || (0850201) State...

TTE System Approvers Handbook

The system defaults to percentages.

You can allocate the expenses by a percentage of
the total or by a specific amount

Initially one line allocated per the default settings for
the user with the entire amount of the expenses to
be allocated as dollars or %.

A new line appears to allow you to split the
expenses between two different sets of GL entries.

Each time you click Add New Allocation a new line
appears.

Select the correct entry for the chart field. Once you
click on a field, a list of available choices appears.

Remaining:50.00 (0%g)

Delete Selected Allocations

* Fund Source [y7

(01000} STATE G...

Type to search by: O Text @ Code

(Code) Text

(0850300} LEGISLATIVE SERVICES

(0550301} LEGISLATIVE SERVICES

(0550400) STWDE EQ ADJ PROP TAX DIGEST

(0850401} STWDE EQ ADJ PROP TAX DIGEST

(0850500} DEPARTMEMNT ADMIMISTRATICON

(0850501} DEPARTMENT ADMIMNISTRATICN

{404} Trust Organization

(4042010200 EDUCATION AUDITS DIVISICHHN
(4042010600} STATE GOWVERMMENT DIVISIOHN

9. Enter the % or the dollar amount in the
Amount/Percentage field you wish to
allocate.

10. Click Add New Allocation for each additional
line of allocation you require. Then repeat steps
7 & 8 for each line of allocation you add.

Page 25 of 43
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Notice where the scroll bar is. The goes to the point
in the list that reflects the default coding. Use the
scroll bars to navigate up or down through the lists
in the chart fields.

Also notice than the default search is by code. You
can change the search to text by clicking the Text
radio button.

Click on any additional chart fields you need to
correct for this allocation.

Percentage appears if you chose to allocate by
percentage; Amount appears if you chose to
allocate by Amount. You can change this at any
time.

Add as many allocations as necessary. You can
adjust the amounts and percentages.
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11. To Save this allocation to reuse again, click on
the Add to Favorites tab.

Enter a name for the allocation in the dialogue box
that opens.

Click Save

To use an existing allocation from Favorites, click on
the Favorites tab.

Select the appropriate allocation from the drop down
list.

Click Yes in the dialogue box.

12. Click Save and then OK.
13. In the Allocate Report window, click Done.

Allocations for Repaort: July 8-13 Expenses

Expenss List Allocations

Allocate By: « Add New Allocation

TTE System Approvers Handbook

Allocations Total$12.00  Allocated:$12.00 (L00%)  Remaining:F0.00 (0%)
Allocate By: ~ Add New &llocation Delete Selected Allacations Favorites ~ Add to Favorites
[] Percentage “Department y> *Progiam b " Fund Source [z *Fund 7 * Projedt 7 Clas,
O | 25 (4042010600) ST... | (0850201) State.. || (01000) STATE G.. | (10100) Operati., || [01) STATE BASE.. | 301
5 (4042010600) ST... | (0B50206) Inter.., v [10100) Dperati.., | (0] STATE BASE... | 301
Add to Favorites ®
|
Enter Allocation Fawvorife “ |
- Save Cancel
: Selected Allocations Fawvorites - :d to Favarites
i Test Allocation - Use a name thatis meaningful ¥ ;
Test Allocation X
r 50/40 allpcation sssssssss x
Allocation Faworites Example X
IT Alloc X
Special Project Alloca X
X

Project x Allocation

Please Confirm
Replace existing allocations with allocations in "Allocation Faworites Example”

Tes No

The allocation icon " appears on the left side of
the expense items that have allocations.

=l

Torald11u.00  Alocatedd110.00 [I00%]  RemainingS0,00 (0%

L1
Date Expense Grougp Amuunt 14042010600] 5T,
127,00 (4042080700 IT .

16,00

2 2.001

Hotel
<
hitps: fimplementation, concursolutions. com/Expensefchentfdef auk, asp#
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Delate Selected Allocatia Favorites = || Add to Favarite
ogram oy * Fund Source iy Fund oy “ Project o

State.. || [02000] STATE G... || [10100) Speérati 193] STATE BasL.,

) State... || (02000) STATE G... || (20100) Operati.. || [01) STATE BASE...

>

-#
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Send an Expense Report Back to the Employee
All reports awaiting your review and approval appear in the Approval Queue section of the My

Concur page.

1. Click the report name (link) to open the report.

2. Click Send Back to Employee.

3. Enter a comment for the employee, and then

click OK.

Additional Information

The Expense Report page appears.
The Send Back Report box appears.

The report is returned to the employee.

C ®
Send Back Report
Comment History
Date ~ Entered By Comment Text
Abererombie The Personal Car Mileage issue was actually on
11,/30/2011 R 10/12 and not 10/2. Mo Personal Car Mileage was
William A N . 5
claimed for 10/2,
There is 3 crepancy b n the mileage
= Thornton, John calculated and the mi aimed and no
11,/30/2011 . - _ - _
A explanation was offered in the Comments box on
10/02/11
11/10/2011 Abererombie, g yeekly Exenses
William A,
Add a comment to explain why you are returning the repert. Then click OK to return
the report to the employee.
Comment
More detail is required for the Personal Car Mileage on 1012, Please update the COmments
box far this expense item.|
Page 27 of 43
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Add an Additional Review Step for an Expense Report

Depending on your Agency configuration, you can add additional approval steps for an expense report,
as needed. For example, if an expense report has an amount that is greater than your authorized
approval limit or if the expense report has an allocation to a cost center that is not within your approval
authorization, you can manually select the appropriate approver for the report.

1. On the My Concur page in the Approval The Expense Report page appears.
Queue section, click the report name (link) to
open the report.

2. Click Approve & Forward. The Approval Flow for Report window appears.
3. Enter the last name of the approver you want to The system will display a list of matches. Select the
add in the User-Added Approver field. appropriate approver.
-OR-
Click the Search Approvers By dropdown A list of search options appears.
arrow.
Select the desired search option from the Search by First Name, Last nhame, Email Address,
dropdown list. Login ID
In the User-Added Approver field, type the The system displays all matches for the search
information matching the approver you want to criteria that you entered.
add.

From the list of matches displayed by the
search, select the appropriate approver.

4. Enter any comments necessary for the added

Approver in the Comment box. The expense report is forwarded to the additional

5. Click Approve & Forward approver.

Approve 8 Forvward Report Now 3-16 Trawve|

c Comment
[

6. Click on Accept in the Approver The report continues the approval hierarchy and the
Confirmation dialogue box. Employee status for this report is updated.

Approve £ Fonvard Cancel

Final Confirmation

Approver Confirmation

By clicking on the ‘Accept’ button, I certify that this report is in compliance with the State of Seorgia Tawel Policy and
therefors approwed for e<pense processing

——
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Review A Resubmitted Expense Report

Any resubmitted Expense Reports waiting for your review and approval appear in the Approval
Queue section of the My Concur page along with newly submitted Expense Reports. A resubmitted

Expense Report is indicated

Approval Queue

Travel Requests (0] || Expense Reports (1) | C

Repaort Name

Visits 10-1 to 22
Field Visits

=

by the Resubmitted icon.

ash Advances (1)

Employee Report Date

Abercrombie, William 11/15/2011

Requested Amount

USD 1,245.22

Additional Information

1. Click the report name (link) of the report with

the Resubmitted icon to open the report.

2. Click on the Details tab and select Comments
from the Report section.

Comment History

Date Entered By
i Abercrombie,

11/30/2011 william A,

11/30/2011 'I_'h-:urnt-:un_. John

Abercrombie,

Comment Text

explanation was offer

The expense report appears.
This icon indicates the report was returned to the
user, corrected and resubmitted for Approval.

The Report Level comments will appear. The
comments you entered to instruct the employee
what to correct appear here as well as any
comments the employee sent back to you.

Comment source is indicated in Entered By.
Click Cancel to exit the Comments.

®

ue was actually on
sonal Car Mileage was

veen the mileage
e claimed and no
ed in the Comments box on

'I-the mile

3. Review the item that was corrected.

4. Click Approve.

Page 29 of 43

11/10/2011 s . Bi Weekly Exenses
William A,
If you would like to add a comment to this report, type it in the text box below and
then click Save.
Comment

m Cance'

The report moves to the next step in the workflow.
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Section 4: Review & Approve Cash Advance Requests

Depending on your Agency policy, employees may be able to request a Cash Advance in TEAMWORKS
Travel & Expense before incurring travel expenses. Once submitted, the request is routed to the
employee's Cash Advance Approver, who may or may not be the employee's manager and can be
different from the employee's expense report approver. Cash Advance will not appear if it is not
configured for your Agency or if you do not have approval authority.

All Cash Advance Requests awaiting your review and approval appear in the Approval Queue section
of My Concur.

Approval Queue

Travel Requests (0) || Expense Reports (1) || Cash Advances (2)
Cash Advance Name Employee Request Date Amount Requested
trip Abercrombie, William 11,/09/2011 usD 500.00
- 2012 HR Conference NY Abercrombig, William 12/01/2011 USD 1,000.00
How to... Additional Information
1. Access a Cash Advance Request from the The Cash Advance Approval List opens.
Approval Queue by clicking on the Report There are two Cash Advance Requests in your
Name. Approval Queue.
Select one to review for approval by clicking on it.
o (
Georgia
My Concur Request Expense Reporting Profile
View Reports  MNew Expense Report  View Receipt Store  Approve Reports View Cash Advances  MNew Cash Advance Approve Cash Advances
Cash Advance List n
Cash Advance Approval List
Comments Audit Trail
Cash Advance Name Employee Mame Comment Request Date ~ Amount Reques... Exchange Rate Starting Balance  Available Balance
2012 HCI Strategy & Workfaorce
- 2012 HR Conference MY Abercrombie, William Planning Confe Jan 30 - 12/01,/2011 %1,000.00 Mot Available 50.00

Feb 1st Atlanta GA

trip Abercrombie, William tigprkglerl 11/09/2011 5500.00 Mot Available 50.00

2. To Approve the Cash Advance click on Enter any comments in the Approve Cash
Approve. Advance box appears and then click OK

The Cash Advance Request will be routed to the
Cash Advance Administrator for final approval.

3. To Reject the Cash Advance, click on Reject. A Reject Cash Advance box appears. You are
required to enter a reason for rejecting the Cash
Advance Request.

Click on OK.

The rejected Cash Advance Request is routed
back to the employee.

Page 30 of 43 o XasN Revision Date: 02/25/13
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Approve Cash Advance X Reject Cash Advance X

Comment

Revision Date: 02/25/13
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Section 5: Review & Approve Travel Requests

Depending on your Agency policy, employees may be required to make a Travel Request to get pre-trip
authorization before incurring travel expenses. Once submitted, the request is routed to the employee's
Travel Request Approver, who may or may not be the employee's manager and can be different from
the employee's expense report approver. Travel Request Approval hierarchy is determined by Agency
policy. Travel Request will not appear if it is not configured for your Agency or if you do not have

approval authority.

All Travel Requests awaiting your review and approval appear in the Approval Queue section of My
Concur. You can also access them in the Request Tab under View Requests. The second option
allows you to view unapproved and previously received Requests.

Approval Queue

Requests (4) | Expenze Reports (3]

Request Mame Request ID Em ployes Request Dates Date Subm itted Total

D Annual Cert Taining 3=1to &6 3JELP Abercrombie, Willam 03/01,/2013 021572013 3117500
Certifc 03062013

D Trip 1o Mow firie 3ELM Abercrombie, Willam 02252013 02/13/2013 450000
site wists 228,203
SHRM Conference Washington DC SELT Abercom bie, Willam o2f172013 022502013 p el
Required CE's 02f21,/2013

D ;D Tennes== Commene Yisits 12710 t SEHZ Abercrombie, Willam 1210/2002 /1252013 faze00
normal tawel 127142012

1. Access a Travel Request from the Approval
Queue by clicking on the Report Name.

2. Review the Summary Request Header
information.

Request 3ELT [tbercrambie, William]
Request Mames SHRM Conference Washington DC
Purpose: Required CEs

Additional Information

The Travel Request opens showing summary
detail by segment type.

The Travel Request Summary opens
automatically when you open the Travel Request.

To view segment details, click on View Increment
Detail or the Segments tab.

If you see the delegate icon i'i it indicates this
report was submitted by a delegate and not the
employee.

Print / Email - Send Back Request Approve Approve £: Forward

Status Submitted & Pending Approal
Amount: 55000

S Evspen o= Type

Date Expense Amount Requested Airfare
CEA1TFE01E Airfare $750.00 425000
O2A1TF20E Rental Cars Cnly $125.00 412500
AT E Lodging $525.00 42500
=t n Ther $50.00 45000
TOTAL AWCUNT TOTAL REQUESTED
$950.00 $950.00

Tran=mction Amount

ZE0.00 so

Page 32 of 43
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3. Review the Segments information: click on the Segments information can contain specific airline

Segments tab to view the details.

ticket costs, car rental costs, hotel costs,
miscellaneous costs and dining (Meals Per
Diem/Travel Allowances) estimated by the employee
for the requested travel.

Using the Scroll Bars on the right, scroll through and
review each segment.

Air Ticket Segment

it

Check-In c
Cate:
Detail:

Check-Out e

Corrent:

Allocate | | Modifty || Dekete
Car Rental Segment
@ carren Gomerme D 4
Pick-up City:
Ciate:
Detail:
Drop-off iy
Ciate:
Deil:
Comrment:
| Allocate || v
Hotel Segment
@ Hotel Reservation @D _
Check-In City:
Cate:
Detail:
Check-Out .
Comrent:
Allocate || Modwy | | Delete

Page 33 of 43
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Miscellaneous Segment

Departune City:

Arrival Date:

Deil:

Arreal City:
Departure Date:

Detail:

| Allocate

Notice that comments were entered for the
Miscellaneous request.

There is also a segment available for entering Dining
(Meals Per Diem)

3. To approve the Travel Request, click on An approval confirmation acknowledgement will

Approve. appear briefly.

Request 3ELT [sbercrombie, William] | Cancel Save | | Print/Email - | Send Back Request Approve & Fonvard
Request Mame:  SHRM Conference Washington DO Statws Submitted & Pending Approwal
Purposes Required CE's Amount: 355000

4. To return the Travel Request to the employee,
click on Send Back Travel Request.

.

Request SELT [sbercrombie, william] Cancel Save Print [ Email -~ | Send Back Request WIS Approve & Forward
Request Mame:s  SHEM Conference Washington DO Statws Submitted £ Pending Approsal
Purpose:  Required CE's Amount 25000

Clicking on Send Back Travel Request opens the
Send Back Travel Request dialogue box. In the
Comments box enter exactly what you want the
employee to do before he re-submits this same
Travel Request.

Click on OK to send the Travel Request with your
comments back to the employee.
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Send Back Travel Request

Comment History
Entered By

Comment

5. To add an additional review step for the Travel
Request, click on Approve & Forward.

Travel Request 227H
Request Name: SHRM Conference Washington DC
Purpose: Required CE's

Segments

Abercrombie, William A, s e 12/01/2011
15-20, 2012
Add a comment to explain why you are returning the travel request. Then click OK to

return the travel request to the employee.

Comment Text Creation date

Employment Law &
Legisistive Conference

Print / Email - Send Back Travel Request | Approve & Forward

Status: Submitted & Pending Approval
Amount: 5950.00

Travel Request 227H

Request Name: SHRM Conference Washington DC
Purpose: Required CE's

Approval Flow

The Approval Flow tab opens.

Save Workflow Print / Email - Send Back Travel Request |

Status: Submitted & Pending Approval
Amount: 5950.00

Manager Approval 1:

User-Added Approver:

EAEEY

Type the last name of the approver you want to add
in the User-Added Approver field.

-OR-
Click in the User-Added Approver box

Page 35 of 43

The system will display the best matches it can find
as you type.

Select the appropriate approver from the list.

The Search Approvers By box appears

Click on the drop down menu arrow.

Revision Date: 02/25/13
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User-Added Approver

User-Added Approver:

Last Mame

- First Mame

Email Address
Lagin ID

Click Approve

o

Page 36 of 43
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*[
53
x

v_

Search Criteria appears. Select any of the lines as
your search criteria.

Click on the User-Added Approver field and type in
the information for the approver you want to find.

The system displays all matches for the search
criteria that you entered.

Click on the appropriate approver.

A brief confirmation box appears.
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Section 6: View Previously Approved Reports

The Approval Queue displayed on My Concur displays reports pending approval. The Approval Queue
as displayed in the Approve Reports section of Expenses has additional options for viewing reports

already approved.

My Concur View:
My Concur | Request Expense  Beporting  Profile

Approval Queue
Travel Requests (0) || Expense Reports {2) || Cash advances (1)

Report Mame Employee Report Date Requested Amount
Monthly Site Visits Abercrambie, William 0e6/28/2012 UsD 216,12
normal business
NW GA Review 3/1-15 Abercrombie, 'William 06/16/2012 LsD 415,59
Audits
Approve Reports View:

My Concur  Request | Expense | Reporting  Profile

Wiews Reports  Mew Expense Report View Receipt Store  Approve Reports  View Cash Advances  Mew Cash Advance  Spprove Cash Advances

Expense Repoart List

Reports Pending your Approval (2)

Wiew -
Employee Mame Report Name Comments Report Date Date Submitted Total Requeste...
Monthly Site Visits 06/28/2012 08/2142012 $216.12 $216.12

Shercrambie, Willia.., .
narmal business

This report and/or entry allocation has been charged to another department, If applicable, prior to approving add an additional approval step for the charged Approver by using
the "Approve & Foreard” option,

Report's approval tine expired

@  sbercrombie, Willia... zxif:‘““'e‘””'“ and itwas sent to the System  06/16/2012 0972172012 $415.53 £415.59
Processar,

This report and/or entry allocation has been charged to another department, If applicable, prior to approving add an additional approval step far the charged Approver by using
the "Approve & Foreard” option,
This report has one ar more entry level exceptions,

How to view previously approved Expense Reports

1. From My Concur select the Expense tab The Expense tab opens to Active Reports
2. Select Approve Reports

My Concur  Request | Expense | Reporting Pl

View Reports  MNew Expense Report  View Receipt Store Approwve Reports Wiew Cash Advances  Mew Cash Advance  Approve Cash Advances

Expense Report List

Active Reports
Wiews - Create & Edit ~
Report Mame Comments Status Payment Status Report Date Total Request...
ig:‘ Mot Submitted Mot Paid 06/28/2012 $0.00 $0.00

Reports Pending your Approval opens
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3. Click on the drop down arrow in the View box A list of the available views appears

My Concur  Request | Expense | Reporting  Profile

Wiewr Reports  Mew Expense Report  View Receipt Store Approve Reports  View Cash Advances  Mew Cash Advance  Approve Cash &dwances

Expense rt List
ReplFending vour Approval (2)

Wiew -

Reports Pending your Approval Comments Report Date Date Submitted Total  Requeste...

Reports you Approved this Month — sits 06/28/2012 09/21/2012 $216.12 $216.12
Reports you Approved last Month

Reports wou Approved this Quarter 1 charged to ahother department. If applicable, prior to approving add an additional approval step for the charged Approver by using

Reports yvou Approved last Quarter
Report's approval time expired

and itwas sent to the System n6/16/2012 0497212012 $415.59 $415.59
Processar,

Reports yvou Approved this Year

Reports yvou Approved last Year

eport and/or entry allocation

e 35 been charged to another department. If applicable, prior to approving add an additional approval step for the charged Approver by using
the "Approve & Forward option,

This repart has one or more entry level exceptions,

4. Select the view meeting your requirement In our example we chose Reports you Approved this

Month

My Concur  Request | Expense | Reporting  Profile

Wiews Reports  Mew Expense Report View Receipt Store  Approve Reports  View Cash Advances  Mew Cash Advance  ASpprove Cash Advances
Expense Report List

Reports you Approved this Month

Wiew -
Employee Ma... Report Mame Comments Status Payment Status  Report Date Date Submitted Total Requ...
Report’s approwal
. July Travel 7-16 to 31 time expired and it .
Ahercrombie, .. T TED ST Approved & In &cco.. Mot Paid 07/ 18¢2012 0a9/21/2012 $679.50 $679.51

System Processar,

This report andfor entry allocation has been charged to anather department, If applicable, prior to approving add an additional approval step for the charged Approver by using the
“Approve & Forward” option.

This report amount due employee is ower $500, Please reviews and forward this report ta Department head.
Report's approval

MW GA Review 3/1-15 time expired and it . )
Audits was sent bo the Approved &1In &cco., Mot Paid 06/16/2012 0472172012 $415.59 $415.5!

System Processor,

&) Abercrombie, ..

This report and/or entry allocation has been charged to another department, If applicable, prior to approving add an additional approval step for the charged Approver by using the
“Approve & Forward” option.

This report has one or more entry level exceptions,

Page 1|ofl

Displaying 1- 2 of 2

Note the arrows at the bottom of the page that will
allow you to navigate between pages

5. When you exit Approve Reports will default to
the Reports Pending your Approval view
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Appendix A: Buttons and Icons

Button/Ilcon Description

Add New Allocation

Add New Allocation: Add a new allocation row.

&

Airfare: Click to view your airfare booking information.

Allocate By: - | | Allocate By: Choose between allocating by percentage or amount.
.‘ Allocations: Indicates that an expense entry has been allocated.
(22 Attendees: Indicates that an expense entry has associated attendees.

Approve: Approve the expense report for processing.

Approve & Forward

Approve & Forward: Add additional review steps for an expense report.

=

Car Rental: Click to view booking information for your car rental.

(=)

Credit Card Transaction: Indicates that an expense entry was from a credit
card transaction.

Comments: Indicates that an expense entry has comments associated with it.

al

Create Expense Report: Creates an expense report from a completed Trip
Itinerary or a Travel Request.

o

Delegate Action: Indicates action taken by a Delegate and not the
employee.

Delete Report

Delete Report: Deletes the current expense report. *Only originator can
delete.

Details -

Details: Provides options to view details of the expense report such as the
report header, allocations, and audit trail.

Dining: Click to add a Request for Meals on a Travel Request.

0
0

Exceptions: Indicates that an expense entry has an exception associated with
it. Red exceptions create a hard stop. Yellow errors allow you to continue.

Import -

Import: Provides access to import trip details or credit card charges to the
current expense report.

Itemize: Save the current expense entry and begin the itemization process.
For example, hotel expenses have to be itemized.

Lodging: Click to view your lodging (hotel) booking information.

Misc: Click to add a Request for Miscellaneous Expenses on a Travel Request.

Mobile Expense: Indicates that the expense was entered in Concur Mobile.

< woof

Multiply: Reverses the exchange rate when working with foreign out of
pocket transactions.

Mew Attendee

New Attendee: Add a never before used attendee to an expense report.

(3 New Expense

New Expense: Add a new expense entry to an Expense Report..

New Expense Report: Create a new expense report.

Next: After creating the expense report header go to the next step in the
process.

Personal: Indicates that an expense entry was marked as personal.

Print / Email -

Print: Print the fax cover page or detail report for the current expense report.

Recall

Recall: Recall a submitted Travel Request or Expense Report not already
approved

Receipts -

Receipts: Access to attach receipt images or view previously attached
receipts.

Reserve

Reserve: Reserves the selected trip details. A green reserve indicates the
reservation is within Policy, Yellow indicates out of policy

®

Resubmitted: This icon indicates the report was returned to the user,
corrected and resubmitted for Approval.
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Button/Icon Description

&

Seat map: Click to view the flight seat map.

Send Back to Employee

Send Back to Employee: Allows the approver to send the expense report

back for corrections.

Submit Report: Submit the expense report for approval.

Tooltip: Click the tooltip icon to view the associated field-related help.

Submit Report
e
v o>

Show 7/ Hide ltemization: Click this icon to view or hide itemization

specifics.

Yellow Diamond: Indicates a company preferred vendor.
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Appendix B: Expense Report Approver Checklist

Open the Expense Report from the Approval Queue in My Concur

From the Details tab:

ooooog

Review the Report Header Information

Review the Audit Trail

Enter any Allocations not entered by the employee
Review Travel Allowances (Meals Per Diem) entered
Review Comments History

Review Cash Advances Assigned

From Expenses:

[

O 00

Review individual Expense line items
Hover over Receipts icon to view receipts attached to individual line item Expenses
Review Personal Car Mileage & Mileage Calculator Mileage

Hover over Allocations icon ® to review allocations made by the employee to an individual line
item

From the Receipts tab:

(|

Click Receipts Required to detail receipts required by statewide Travel Policy
Click View Receipts In New Window or View Receipts in Current Window to veiw ALL
receipts.

Choose Approve, Approve & Forward or Send Back to Employee
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Appendix C: Cash Advance Approver Checklist

Select the Cash Advance Request from the Approval Queue in My Concur

1 Click the Comments tab to review all Comments
[ Click the Audit Trail tab to review the Audit Trail

1 Select Approve or Reject
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Appendix D: Travel Request Approver Checklist

Select the Travel Request from the Approval Queue in My Concur

] Review the Travel Request Header Information

Segments Tab:
1 Review any Car Rental requests
L] Review any Airfare requests
L1 Review any Hotel requests
(1 Review any Meals requests
1 Review any Miscellaneous requests

Select Send Back Travel Request, Approve or Approve & Forward
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