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1. How do | add personal vehicle mileage to an Expense Report?

e Open an existing Expense Report or create a new one

e On the New Expense tab, select Personal Car Mileage from the New Expense List;
or type in all or part of the name in the search field to reduce the number expense types
displayed.

NOTE: As you use the system, frequently used Expense Types will appear above the
listing of the full Expense Type list.

My Concur Request Expense Profile

View Reports  Mew Expense Report  “Wiew Receipt Store Wiew Cash Sdvances  Mew Cash Advance

@ Mewr Expense Details - Receipts - Print / Email - E] Hide Exceptions
Exceptions =
Expense Date Amount Exception
Cifice Supplies 110372012 4§30 The TRn=ction Date iz Greater than 20 days ok, Please ke mone timely in your expenss submissions. ,
Fersonal Car bl 11/04/2012 412452 The Tmnmction Date is Greater than 30 days ok, Pleass ke more timehy in your sxpen s submissions ¥
Expenses Dekte Copy Wiew T 4 Mew Expense Receipt Store
Date - Bxpense Amount Requested
Adding New Expense Bxpans= | pers
B 1 Ta create @ hew expense, gl - helaw or ype the expense lype in the field
11152012 Ficed Meals sr1.00 ¢a100 B mwmﬁﬁmm

Moultrie, Gecrgia

1122012 Figed Meaks @ Recently Used Expense Types

Vakost, Gecrgi $21.00 $71.00

Cash Advance Return Perzonal Car Mileage Miscelaneous

11/08/2012 Personal Car Mileage

$137.09 $137.09 Hotel

5 U012 ppoter
0‘ () ComfortInns, Savannsh, Georgia

Transportation
11/08/2012 Tk
Eveaerah, Geomg s1o0 s1.o0 PeronalCr e -
11/07/2012 Personal Car Mileage

$230.00 $230.00 All Expense Types

$131.54 $131.54
A1 W n e ma 4
TOTAL AMOUNT TOTAL REQUESTED
$1,088.12 $1,088.12

e The Personal Car Mileage entry screen opens
o0 Enter the Transaction Date. This is the date you actually drove your car.
o Verify that the Vehicle Id is the correct one.

= The Vehicle ID is NOT the VIN number. It represents the rate used to
reimburse your miles.

e Tier | is the highest rate and is used when the use of your
personal car was the most economical or it was determined by
your supervisor that it was the most expedient.

e Tier Il is the lowest rate and is used when you were not
authorized to use your personal vehicle but chose to anyway. This
is acceptable, you just receive a lower reimbursement rate.

0 No other fields are manually completed on this screen.

o0 Click on Mileage Calculator to continue

Page 3.0f 19
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Nov 3-16 Travel Delete Report Submit Report
@ Mewr Expense | Details v Receipts = | Print/ Email - | B Show Exceptions
Expenses Dekte  Copy | Wiew 7| % New Expense Receipt Stors
[ Date ~ Expense Amount
s : iew Pei Fates
Adding Mew Expense Expense Type Tanzction Cate
1171320172 Fixed Meals s Personal Car Mileage 25 11f13/2012
- . $21.00 $21.00
touttrie, Gecrgi Purpoes of the Trip From Location
11/12/2012 Fixed Meals |N0rmal Travel ‘
Vakosta, Georai $21.00 $21.00
To Location Payment Type
11 2012 i
it Personal Car Mileage $137.00 $137.09
Disance : Amount Trips Ty
1082012 poger 0 000 USD ¥ [1nestate Travel v
> @‘ () comfart Inns, Savannah, Gecgia $230.00 $230.00
Comrment
11/08/3012 Tolls
Savannah, Gecrgia #1.00 #1.00
11 2012 ileage
107 Personal Car Mi $131.54 $131.54
11/06,/2012 Personal Car Mileage $137.64 $137.64 “vehicke ID Muriber of Passengers
Personal Car Tierl ¥ | o
11/06/7012  Tolk CTTETT= T AT
Savannah, Secrgia $1.00 $1.00 a0
11/05/3012 i
Personal Car Mileage $252.53 $252.53
5] v
11/04/2012 Personal Car Mileage $124.32 $124.32 Mileage Calculator
11/04/2012  Tons
‘ ‘iarner Robins, Gecigia $1.00 $1.00
v
TOTAL AMOUNT TOTAL REQUESTED m f _}iﬂ_a;:h" "i;l- ; _C-al_l;el_-
$1,088.12 $1,088.12
o If the following screen appears select Yes.

Reguired fields are missing data, Would
you like to save anyway?

= - -

e The Mileage Calculator screen opens. This screen is used to enter your travel rout for
the specified day.
0 Enter your starting point in box A and press the Tab key or click in the next box.
o Continuing entering the legs of your trip in each box.
= If you do have an exact address, enter the city and state and the system wiill
calculate the distance to the center of that city or town. You can make
adjustments to this later.
= Enter the route as you drove it.
= If you avoided tolls or highways, click on the check box for this at the top of
the entry screen. It may come closer to your actual route. Otherwise the
system creates the shortest route.
= A visual of your trip appears on the map and the system calculates the
distances between points.
= The red balloons on the map indicate State Office locations for Agencies on
the TTE system. Hover over it to view the location and/or click on it and the
system will use that address as one of the stops (also called waypoints) on
your travels.
0 When you get to the final leg of your trip you have a couple of options:
e Enter the address of the final stop at the conclusion of the business day
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o If the final stop is the same as the stop in Box A, click on box Make
Round Trip to automatically enter that address.

Mileage Calculator of %
- [ amid Tats [ mid Highweays Latryetle Ellijay
L
Waypoints Distances Personal < 5 (52)
\ V r )
@ 100 Spring Drive, Roswell, G4 30075, L Mo’
i 1381
} O | Calhoun (129)
@ 2 East Main Street, Rorme, GA 20161, LIS Su| @ erville Jasper
} 18.4n | - Dav
+
@ cCedartown, GA 20125, USA |+ il
11201 |

@ Main Line Road, Rockmart, G4 30153, U

(201)
&
Canton
@| | Curm
Cakubte houte(” Wake Round Trip cart

Woaodstock

Directions
ell

es kmart Dul

@ 100 Spring Driee, Roseell, GA 30075, USA (-] : Sandy o
Daltas Springs
£2.0 mi - about 1 hour 12 mins Smyma
1. Head porth on Spring Dr toward GA-170 E e ft Mableton Tﬂ;ri:ms
2. Tum left onto GA-1270W a2 mi i
2. Exit onto GA-120 Loop W/North Marietta Plawy ME tovard 15 mi il Vilh Rica. D2ugiasville Atldnta
I75 M @
4 Turn right to merge onto I-75 W 243 rai East Faint
l:< Talc creit T o =0 W WA nd rai bt Forast Park
= Carrallton Riverdale

I:‘ Deduct Commute TOTAL PERSONAL 77 TOTAL BUSIMESS

0.0 MI(  91.5MI

Wip data EE013 Google - Terms of Use Reporta map emor
Add Mileage to Bxpense [T

o0 Click Deduct Commute:

e The Statewide Travel Policy states that you will be reimbursed for miles in
excess of what you would drive to and from your assigned work station.
= |f your round trip to work is normally 40 miles you will not be reimbursed

for the 1* 40 miles of your trip.
* How you enter the trip determines whether you deduct one way, round
trip or no commute.

e The first time you use the Mileage Calculator you will enter your home
address and work address in Deduct Commute Distance. The system will
remember that information going forward.

e Once you click on deduct commute your one way normal commute distance
to your office will appear in Total Personal and the Total Business
distance will be reduced by this same amount.
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hileage Calculator

D Awoid Tolls D Avoid Highways

Waypoints

) 100 Spring Drive, Roswel, G& 30075, L:

} 6LAMI[ |
@ 2 Eazt Main Street, Rome, G8 20161, US

} ;M|
{8 Cedartown, Ga 20125, USA

} 1120 |
'@ Main Lire Road, Rockmart, GA 30153, U

;|~ 493MI[ |
@ 100 Spring Drive, Roswell, GA 30075, L

®

Calcubte Route

Deducted Com mute Distance

0 me
100 Spring Drive, Rozwell, G4 30075, L

21.5 MI
Office }
200 Piedrmont Awenue SE, Atlanta, G4 2 |:|Deduct Round

Directions

<
Deduct Commute

21.5 ML

. N
Distances Personal

TOTAL PERSOMAL TOTAL BUSIMESS

1193 MI

?

< 2
N 4
138)
Calhoun (120)
Sy @ erville Jasper
‘_J Daw
+ Adairsville
[
(a01
Canton
Curr
e Woodstock
" {E)pharetta
i o
Ce Dul
Morcross
(-] Spriggs
Smyma
MNorth
A
Mableton sd Hille
_ Douglasville
Bismean Villa Rica
120 East Point
Forest Park
Camaliton Riverdale

Jonesborg

hap data EE013 Godgle » Terms of Use Reports map smor

Add Mileage to Expense  [ERT L

o Click Deduct Round Trip: Determine if you need to deduct round trip personal
commute miles. In our example we drove in excess of the normal daily round trip
commute and we entered our trip from home and ended at home, we would need to

deduct the round trip commute.

o0 When you click on Deduct Round Trip the Total Personal miles increases to the
round trip mileage to and from work and the Total Business mileage is reduced by

this additional amount.

¢ NOTE: If you have an address that is not accepted by Google Maps, click on the Report
a map error link at the bottom of the map. Follow the prompts and enter the required
data. Google Maps updates this and not SAO.

o Click Add Mileage to Expense

6@9} 19
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Mileage Calculator oo
- Crpary
[ avmid Tas [ awoid Highways
M (
Yaypoints Distances Personal % < > e
@ 100 Spring Drive, Raozwell, GA 30075, LI | (128)
Calhoun .
} 61.9 MI D Sl g Erville Jasper
@ 2 East Main Street, Rome, GA 20161, US ,@J o
an
} 134 |
@ cCedartown, Ga 30125, UsA, |+ (el
} 112 MI[]
@ Main Line Road, Rockmart, GA 30153, U
} 49.3 MI D Canton z
un
@ 100 Spring Drive, Roswell, GA 30075, Ut
i) - Woodstock
m [Elpharetta
Cakubte Routs Ced g
o Du
Deducted Com mute Distance | Norcross
Home
100 Spring Drive, Roswell, G4 30075, LU: North
ot } BT aga TEIGIH
Ice _ Douglasvillz
200 Fiedmonit Averue SE, Allsrts, 583 [FDeduct Round Trij Bremen VillaRica
0 East Point
Directions 3 Forast Park
> Carraiiton Riverdale

TOTAL PERSOMAL TOTAL BUSIMESS

43.0MI  97.8 MI

Deduct Commute Jondsboro

hp data EE013 Godgle s Temms of Use\ Reporta map smor

Add Mileage to Experse  [RIRE T =

The expense entry displays with information from Mileage Calculator completing the
Expense Entry.

0 The From and To locations are populated from the Mileage calculator

0 The Distance and Amount are populated from the Mileage Calculator

If you need to attach documentation such as the DOAS Car Cost Comparison click on
the Attach button and follow the prompts. Attaching documents or receipts is the same
for all Expense Types.

If you need to adjust the total mileage calculated, you may. However, be certain to
enter a reason for making the adjustment in the Comments field so your approver
doesn’t return your expense report for more information.

To adjust total miles, just replace the number in the field with the adjusted number.
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My Concur Request Expense Profile

View Reports  Mew Expense Report Wiew Receipt Store  “Wiew Cash Adwances  MNew Cash Advance

Nowv 3-16 Travel Delete Report Submit Report

| @ Mewe Expense | Details - Receipts = Print/Email = | B show Exceptions
Expenses | Dekte || Copy | Wew v« Expense Recsipt Store |
=] Date ~ Expanse Amount asted
L £od 2 Wiew Reimbursernent Rates
C 1171372012 :"“‘E"t MeGak . $71.00 $21.00 — Expense Type Transction Date .
Sl BesiEE |Personal Car Mileage e 11f13f2012 B|

an DERE REmmEr s $0.00 $0,00 Purpose of the Trip T Location

@ |N0rma| Travel
:S:n:::;cstbn Date is Greater than 20 days old. Please ba mone timeky in your expenss yp—— e Tz
Missing required fiekd: From Location, To Lecation. Main Line Road, Rockmart, GA 3016837 5

11/12/2012 Firced Miaals rEnce : Amount Tripy Type
C Valdosta, Gecga $21.00 $21.00 98 - 5439 USCr ¥ |In-State Trawel i

11 2012 i Comrment
C 108 Personal Car Mileage $137.09 $137.00

11/08/2012  potel
o> ‘ () Comfort Inns, Savannah, Georgia $230.00 $230.00

1087012 Tols
C S:uannah Geomi $1.00 $1.00 wehicke 1D Mumber of Passengers

Personal Car Tierl ¥ oo

11/07/2012 Personal Car Il

O leage $131.54 $131.54 Dismnce to Date:
o

11/06/2012 i
C Fersonal Car IMileage $137.64 $137.64

1L06/7012  Tols
C Swvannah, Geogis $1.00 $1.00

11/05/2012 i
C Personal Car Mileage $25..53 $252.53
= 11/04/2012  personal Car Mileaoe e am — .

TOTAL AMOUNT TCTAL REQUESTED m —A“::"——_; :a—l—
Fecei| nce
$1,088.12 $1,088.12 | |

¢ When you are done, click on Save. This will update the entry and place it in the
Expense Report.
o Repeat this process for each day you claim Personal Car Mileage

My Concur Request Expense Profile

View Reports  Mew Expense Report  “Wiew Receipt Store  Wiew Cash Advances  Mew Cash Advance

Mow 3-16 Travel Delete Report Submit Report

@ Mews Expense | Details - Receipts | Print/Email | 'G Show Exceptions ]
Delete Copy  Wiew v 4] Mew Expense | Receipt Store |
penses |

| -
Date ~ Expense Amount Requested =

H e Expensa

i Adding New Expense =

i i\ To cregbe g new expense, click the anoropriobe cxpense bipe below or bene the cxpense ine in the
1171372012 Fixxed Meals 5 field abave, To edit an existing expense, click the expense an the left side of the page.

= Moultrie, Geniga #21.00 #21.00

1112012 Personal Car Mileage @ Recently Used Expense Types

$54.39 $54.39
Perzonal Car Milkage Cash Adwvance Return
11272012 Fixed Meak
[ alosta, Geogi $21.00 $21.00 Miscelaneous Tolls
11/08/20132 leage Hotel
C Fersonal Car MF $137.09 $137.09
All Expense Types y
11082012 el
o> € O comfortInns, Savannah, Georgia $230.00 $230.00 Business Promotions
11/08/3012 Tolks Crther Promotional Bxpense
C Savannah, Georg@ $1.00 $1.00
Trade Showes
11/07/2012 ileage
C Fersonal Car MF $131.54 $131.54 Cash Advance
Cash Advance Return
C 11/06/2012 Personal Car Mileage $137.64 $137.64
. . ‘Comm unications
11/06/2012 Tolls Cellular Phone
C Savannah, Georg@ $1.00 $1.00
Internet Charges
11/05/2012 i =
E Personal Car Mileage $352.53 $I52.53 Local Phone
110472012 Long Disance
Personal Car Mileage
C $124.32 $124,32 Company Car Expense
v
aa ooa s - Company Car Fuel
TOTAL AMOUNT TOTAL REQUESTED
Company Car Maintenance
$1,142.51 $1,142.51 v

TeamWorks Travel & Expense



I.z FAQ Spotlight
| N QApriPZOlSQ

2. How do | import Smart Expenses into an 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.

w

How do I Allocate expenses?
0 Open the Expense report and click on the Details tab
o Click on Allocations

-

° @

C—.eofgiu
My Concur Request Expense Profile

View Reports  Mew Expense Report  Wiew Receipt Store  Wiew Cash Advances  News Cash Advance

Travel MAr 16to 31 Delete Report Submit Report

(® Mew Expense | Details = Receipts - | Print/Email ~

E)(penses Repor‘ Copy Viewe * 4 New Expense Receipt Stone
| ~
Date ~ Report Header
................................................... B
Adding New Expense Totals
. . Ta create @ hew expense, dick the apprapriote expense hype helow or type the expense type in the fisld
0379201 3 Audit Trail \ £150.00 above. Toedit an existing expense, click the expense an the left side of the page.
LN Approval Flow
0379201 3 C:Enments @ Recently Used Expense Types
= ] $200.00
e == rsonal Car Milkage
Cash Ad Hitel Pei | Car Milea
as vances
Availabl Taols Rental Car Fuel
wallabple
. Rentl Cars Only
Assigned
Allocations All Expense Types
Allocations Business Promotions wOther
Travel Allowances Cther Promotional Bxpen s MiscelBnecus
MNew Itinerary Trade Shows Motany Costs
. . . Comm unications Cfice: Supplies
Available Itineraries PR
. Celular Phone i - i
Expenses a Adjustments Other Opemting Expenses-Passpor & \Vim
. Internet Charges [
Reimbursable Allowances Summary steg=
Local Phone Registrmtion
Long Disance Testing and Certification [CDOL Licenss)
Com pamy Car Expense Other Meals
TOT:L AMOUNT TOTALsREQUESI'ED Company Car Fuel Group Meals
| $R60.00 350.00 ) v
Attos:fimolementation. concursolutions. comiExoense s Client idef ault. aso# Comaany Car Mainenznee. Transnartation

o Select the items you wish to allocate
e You may select individual items or select all items by clicking in the box to the left of
Date.
o Click on Allocate Selected Expenses

Pag;i& of 19
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Allocations for Report: Travel hAAr 16 to 21 =
Bxpense List Allocations
" Alscate Seected Expenzes || ClearSefegtions || Sum| o
L Select Group - Percentage * Department [;> * Frogram [;> * Fund Souwrce [;> * Fund [}
@ Expense Group Amount
= Hotel
[0 omezmenz Howl 7500
[ owewon:  How 7500
¥ oz Hewel 10000
¥ oznmmiz Hewl 410000
5 *
= -
" Dome
o Click on the drop down arrow in the Allocate By Tab
o Select Percentage or Amount
Allocations for Report: Travel kA 16 to 31 aix

Expense List

Allocate Selected Expenses Clear Selections Sum

Seleck Group -
Date Expense Group Amount

=l Hotel

03272013 Heel kriun]
053802013 Hiel 7m0
02180201 2 Hiel 410000
021572013 Hiel 4100000

Allocations

| Alocate By~

® Percentage

Amount

Tomf20000  Allocated 20000 (100%])  Remaining 3000 (5]

Add Mews Allocation

Delete Selected Allocations 3

* Department [;> * Frogram [ * Fund Source [y * Fund [;7

STATE GOWERN... | (DRSI201) Smtewi.. | (01000) STATEG.. | (10100) Cpemtions

>
= -

Done
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o To change the allocation but not split the allocation click in the field you want to change

Allocations for Report: Trawvel Mar 16 to 3

Expense List

Allocate Selected Expense

Select Group -

P E- G- Amc

= Hotel

03..
03.

03

03.

750

4100,
$100.

R -

Allocations

‘Mlocate By, - | Add Mew Alocation | Delefe Selected Allocations | Favarites -

=%

Toml{20000  Allocated 320000 (100%)  Rernaining:§0.00 (6]

Add to Favarites

*

|| percentoge * Department ;7 * Program ;> * Fund Source 1> * Fund f7 Project 1,7 * Class i Code
!
f STATE GOWERM... | [(850201) Smiewi.. | (01000) STATES.. | (10100) Opermtions | (01) STATE BASE .. | 301 -A0ME010600-085. .

o To split the allocations click on Add New Allocation

Allocations

" Allocate By: -

Each time you click Add New Allocation you
allocation

add a new line to use for

The new line will appear with the default Chartfield information
The percentage or amount will divide equally. You can override this to whatever
you need by entering the correct percentage or amount in that field

Click on any of the fields with a red asterisk to
segment of the Chartfield.

change the coding for that

= When you click in any field a drop down list of options will appear

*= You can optionally type in the adjusted

-.t'l-\d_d-hie-\-\;.-ﬂ\ll-c:ca-'c-in_r'; . Dielete Selected Allocations | -I;a\_rari-t:as-- =

information

Toml420000  Allocated 420000 [100%)  Remaining:$0.00 |

Add to Favorites

hmmw * Fund Source [> * Fund ;>

3333333334
3333333333
3333333333

Allocations

| Allocate By, ~

-

Percentage
3333332334
3333333333

2333332333

O

STATE GOWERM, | [DB50201) Stewi.. | (0L000) STATE G.. | (10100) Cpemtions
ST [0BE0E01) Sttewi.. | [DLO00]) STATEG... | (L0LO0) Opemtions
STATE GOWERM... | [S50201) Statewi.. | (01000) STATEG... | [10100) Cpemtions

[01) 2TATE BASE ... | 201
[01) STATE BASE ... | 201
[01] STATE BASE .. | 201

To delete a line, click on the checkbox next to that line and then click on Delete

Selected Allocations

| Add New Allocation | Delete Selected Allocations | Favorites +

* Department ;> * Program [, * Fund Source [z * Fund [,

STATE GCWERM... | [B850201) Statewi. | [01000) STATEG.. | [10100) Spemtions
STATE GCWERM... | [B850201) Statewi. | [01000) STATEG.. | [10100) Spemtions
STATE GOWERN... | [B850201) Swtewi. | [01000) STATEG.. | [10100) Opemtions

Tom k=000 Alccated 200000 [100%]  Rernaining: 00
Add to Favarites

* Project [7 * Class Activity

[01) STATE BASE .. | 201

[O1) STATE BASE .. | 201
[01) STATE BASE .. | 201

Click on yes in the pop-up dialogue box to confirm the delete

Flease Confirm

Delete the selected rowis)?

= -

TeamWorks Travel & Expense
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e Here you can see we changed the Fund Source for this allocation. You can make

changes in any of the fields
Allocations Toml$E0m  Allocated $20000 (1005 Remaining 000
" Allocate By: +| | Add Mew Allocation || Delete Selected Allocations || Faworites - || Add to Faworites
Percentage * Department [ * Program [ * Fund Sowrce [;> * Fund [ * Project [ * Class Actnrity
=] STATE (RCWERN... | [DRSI201) Statewi.. | [01000) STATEG.. | [10100) Cpetions | [01) STATE BASE .. | 201
[#] | 52 STATE GOWERN... | [DSG0E01) Statewi. | (0101) STATE BA.. | (10100) Opemtions | [01) STATE BASE .. | 301

e |If this is an allocation you will use again you can save it to your Allocation Favorites
o Click on Add to Favorites
0 Give the allocation a name meaningful to you
o Click Save

Add to Favorites .

Enter Allocation Fawarite |F‘r-:uject ABCL allocations
Marne:

Save Cancel
e |f you want to use a previously saved Allocation
o Click on Favorites
0 Select the favorite you need
Allocations Tomlkiz000  Allocated: 420000 (L00%)  Remaining:30.00 (%)

© Allocate By - add Mew &llocation | Delete Selected Allocations [ Favarites «| Add to Faworites

Percentage * Department [;> * Program [ * Fund Source 7 * rrr allocation X Activity Cox
@ STATE GOWERN . | [IBS0201) Statewi.. | [LOO0) STATEG.. | [1T tt-ahecatien = e
P N 1 x
¥l | STATE GOWERM.. | [IS0Z01) Statewi.. | [0101) STATEBA.. | |[1 Project X Allocations a0

Project abc allocations  *
G55 Project *

o0 Click yes on the popup dialogue box

Flease Confirm

Replace existing allocations with allocations in "Project ¥ Allacations"

= -

e Whether you enter a manual allocation, create a new Favorite Allocation or use a
previously saved Allocation click on Save

TeamWorks Travel & Expense
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Allocations Toml$20000  Allocated 20000 (100%)  Remaining 30,00 (%)
[ Allocate By, ~| | Add Mew Allocation || Delete Selected Allocations || Faworites = || Add to Favorites |

|_| Percentage * Department 37 * Program v * Fund Source by * Fund b7 * Project b7 Actirity Cod
O |70 STATE GOWVERM... | [D950201) Smtewi.. | [01000) STATEG.. | [10100) Opemtions | [01) STATE BASE . 404
O = STATE GOWERN... | [CES0E0L) Statewi.. | (0102 STATE BA.. | [10100) Opemtions | [01) STATE BASE .. A0

< | >
=
Done
°

Click on OK in the popup dialogue box

Click on Done

SLCCess

Allocations have been saved,

TeamWorks Travel & Expense
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Allocations
Allocate By - Add Mew Allocation Favorites - Add ta Favarites

Percentage * Department * Program * Fund Source * Fund * Project Class Actirity

e The items chosen for allocation will now appear with the allocation icon € nextto
them

-~

My Concur Request Expense Profile

Yiew Reports Mew Expense Report  Wiew Feceipt Store  iew Cash Advances  Mew Cash &dvance

Travel MAr 16to 31

.G:INEWEXIJEHSE | Details - || Receipts + | Print/Email - |

Delte  Copy | View = | 4 Mew

Expenses
L] Date ~ Expense Amount Requested
Adding Mew Expene
032001 3 Hotel
[ 1 D Best Wiestern International, Savannal ALY S

0329101 3 Hotel
) ( [:J Best Wiestern International, Savannal % oo § oo

TeamWorks Travel & Expense
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4. How do | add Travel Allowances for a trip with no overnight stay 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.

-

X @

Ggof—gm

My Concur  Reque Expense | Profile

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

Site Visits 12/1 Delete Report Submit Report
(@ New Expense Receipts ~ Print / Email ~
Expenses View = | % MNew Expense Reczipt Store

D Date ~ Expense Type Amount Requested

Expense Type
Adding New Expense

Fixed Meals
Augusta, Georgia

a 12/02/2011

§27.00 §27.00 T

e Select New Itinerary under the Travel Allowances section

Report

Report Header
Taotals

Audit Trail
Approval Flow
Comments
Cash Adwvances

Available

st
Allocations
Allocations

Trawvel Allowances

” Mew Itinerary

Available Itineraries

Expenses & Adjustments

Reimbursable Allowances Summjarny

e The system opens to the Standard (Multi-Day) Itinerary. Verify that the
Selection box matches the Travel Allowance Meals you are requesting
(Regular In State or GSA Out of State)

v" Note: Remember you cannot mix expenses for In State, Out of State and
International Travel on the same Expense Report.

v" Note: Selection is not the same as Trip Type. Selection determines which table will
be used to reimburse you for allowed meals.

¢ Click on Go to Single Day Itineraries
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1| Ccreate New Itinerary [2] asilable Tneraries (3] Expenzes 2 Adjustrients +

Itinerary Info

Ttinemry arme Selection
Sike Wisits 12/1 ko 11 |Regular In State >

[ addstop || Delete Rows New Itinerary Stop

Departure City ~ Arrial City Arrival Rate Location Depart from [city)
Mo Thinerary Rows Found
Date
| ]

Tirne

Arriwe in ficity]
Tirne

: | GotoSingle DayItineraries || | Mext=- | | Cancel ‘

e 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.

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

single Day Itil neraries Expenses & Adjustments Reimbursable Allowances Summary -+

Choose start date  12/08/2011 | Go |

Exclude Date Start Location ‘ @@@ Hours

F 12082011 T... 15

[ 12/09/2011 ..,
F 1271002011,
(=} 12/11/2011 ...
F 124202011,
(=} 12A43/2011 T...

[ 1214/2011 ..

Go to 5tandard Itinerary | Cancel

e 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.

e Enter the time (using am or pm) you left in Depart and click the Tab key.

e Enter your last business location of the day in End Location and click the
Tab key.

e Enter the time you arrived at this final location in Arrive and click the Tab
key.
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o Enter the time you left this location in Depart and click the Tab key.
e Enter the time you arrived home in Back and click the Tab key.
v" Note: The system will calculate your travel status time under Hours.
¢ When you have entered all the days you are claiming click Save Itineraries.

o Click on the Expenses & Adjustments tab at the top of the window

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

Single Day Itineraries Available Ttineraries Expenses & Adjustments Reimbursable Allowances Summary -

Choose start date | 12/08/2011 =] Go

Exclude Date Start Location Depart End Location Arrive  Depart Back.. Hours
12/08/2011 T...Itinerary has been created

12/09/2011 ...
12/10/2011 ...
12/11/2011 ...
12/12/2011 ...
12/13/2011 T...

12/14/2011 ...

O 8 8 8 08 03

Go to Standard Itinerary Cancel
e Click on Update Expenses.
. .. ., [=]|E3
Travel Allowances For Report: Site Visits 12/1 to 11
Single Day Itineraries Available Itineraries Expenses & Adjustments Reimbursable Allowances Summary -+
Show dates from [ to [ Go
Exclude | Al [ ] Date/Location ~ Breakfast Provided Lunch Provided Dinner Provided Allowance
12/02/2011 &
[ Augusta, Georgia ] o o $27.00
12/08/2011
0 Augusta, Georgia o O I} 527.00
Update Expenses Cancel

¢ 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.
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5. How do I sign up for the TTE Mobile App?
Loginto TTE

e Click on the Profile Tab
e Select Mobile Registration

My Concur Request Travel Expense Reporting Administration Profile

Perzonal Information

Trip List Change Pazzwond

Boaok flights from your tablet

Trip Mame/Descriptio st iAg
o SMia r‘t;::u hone. Mobile Registation

e Enter your email address or your mobile number.
o0 A link will be sent to your phone or email to down load the app
o If you enter your email address, make sure you can receive email on your
mobile device
o If you enter your mobile number, you will receive a text with the link
e Click Send Link
Follow the instructions received on your mobile device

L @

Georgila
My Concur  Request Travel Expense Reporting  Administration | Profile

Personal Information  Change Password  System Settings  Mobile Registration

My Profile To edit the profile of someone ather than yourss, ssiecta namea fiom the list 1o the right. I you have the

saff-assigning assisnt permission, you may uze the s=arch buthon 1o kocate users not aleady in the list,

Your Information

Persanal Information
Company Information
Cantact Information

Capture your receipts
e ot and manage your travel
Credit Cards On the g O!

Travel Settings

Trawel Preferences
International Travel
Frequent-Traveler Programs

Assistants fArrangers

Request Settings

Request Information
Request Delegates

Request Praferences Review your log in details Download the app

Favarite Attendees Log inInformation

Use oosEz1 96 G -

" rnames soagagoy Ao,

E-ULLECREITL Passworck Use the mme password you use 1o kog in to Concur for @ I I
Eperes immien Web. T you don't know your password, you may eset

your passwod or creste 3 mobik FIN
Expense Delegates cresn= s mabie HH

Expense Preferences Or send a link ko your device - enter your email a
mobile phone number (including country code §
Expense Approvers

numbers) and we will send wo
Personal Car
Favorite Attendees Hfizgend@mcgagey |

Other Settings

System Settings
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6.

Important TTE Notes

Travel Inc General Questions

Travel Inc. has confirmed that traveler’'s should not incur a travel agency fee for calling
and asking general questions during normal business hours. However, any users calling
Travel Inc. outside of the normal business hours of 8-5 incur an after hour fee of $18
billed to the agency.

Monthly Training

We offer Expense Report Basics, Booking Travel in TTE, Approver Training and a
Spotlight Training Webinar based on the most frequently asked questions the previous
months. Please check the Upcoming Training link on the TTE Training page of the SAO
website to see a list of upcoming training webinars...and to register for them!
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