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1. What do I do if the corporate card charges and the trip charges for the same
trip appear separately in Smart Expenses?
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Normally these appear as one item. However, if they should be unmatched you can
correct the problem. In this example we have two charges and trips where the data was
split for some reason.

o0 Click on the checkbox next to the item you want to match to the expense report.
= In our example we selected the Airtran Airways charge appearing in
Corporate Card Charges on 1/9/13 for $234.20.
o Then click on the matching Trip: item. The dollar amount should be the same.
= In our example it is Airfare Jacksonville to Atlanta 1/07/13 for $234.20 in the
Trip section.
o Then click on the Match button.
0 You will have two options: /nto current report or Into new report. Select Into
current report.
o The items will be matched and imported as one item into your expense report.
o If you have multiple items, do this for each item.
NOTE: Do not use the Import button or each item will import separately!
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2. What do I do if my new supervisor doesn’t show up as my supervisor?

Until your agency makes the change in Payroll, the system will reflect the old supervisor.
In the interim, you may change the supervisor in the submitting process by selecting
your supervisor from the drop down list in the Approver field.

3. If a new traveler is having difficulty creating a Vendor ID in ESS, who should
they contact?

From the Home page of the SAO website (sao.georgia.gov) select Systems, select
Financials; Select Vendor Payment Management; then under Employee Expense
Reimbursement Resources and Training Tools at the bottom of the page click on
the ESS Employee Expense Reimbursement Job Aid to view complete instructions.

If you are still having difficulty, contact the Vendor Group at SAO.

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

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

Approval Flow for Report: ttt 8/17

Autharized Approval

Thornton, John A. 1 x
State Head Approval
2 -

L

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

s step may be skipped

Back Office Approval

o Clicking an up arrow will insert an additional approver before that normal
level of approval.

o Clicking a down arrow will insert an additional approver after that normal
level of approval.

o Examples:

Pad;ﬂr' 41 qj 10
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#1 Click on the blue up arrow in #1 to add an approver before #1.

#2 Click on the blue up arrow in #2 to add an approver after #1 but
before #2.

+« In our example we have clicked on the up arrow in #2

#3 Click on the blue up arrow in #3 to add an approver after #2 but
before #3.

#4 Click on the down arrow in #3 to add an approver after #3.

e Once you select an arrow a new section called User-Added Approver appears.

Approval Flow for Report: NW GA Review 8-1
A
Authorized Approval
Thornton, John A. 2| [x
User-Added Approver
2| %
State Head Approval:
2| %
Back Office Approval:
e “
£ >
Submit Report Cancel

o If you know the approver’'s name: Type in the last name of the approver you
want to send the report to.

Select that approver from the list that appears and click Submit Report.

o If you don't know the approver’'s name: Type in an *. A list of ALL the
approvers in your agency will appear.

Select the correct person from the list and click Submit Report.

Pagg'\;igf 10
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Approval Flow for Report: NW GA Review 8-1

Authorized Approval:

[
X

Thornton, John A,

User-Added Approver:
E

iHaidet, Chloe A, (noemail@georgia.gow)

[
X

Clarke, David R. (Clarkedri@audits.ga.gov)
Elaha, Edward F. (blahaef@
EBolton, Janet L. (noemail@

udits.ga.gov)

eargia.gov}

[
X

Thornton, John A ftharnton@audits.ga.gowv)

Whitesides, Michael L. fwhitesid@audits.ga.gowv}

AC_COMNCUREsao.ga.gov)

Hinton, Russell (SAQ_COMCURZsao.ga.govl — R
- >

-ch Approvers By ~

Search Approvers
Submit Report Cancel

Boyd, Roger W. {5

5. I am a new traveler and have never used the system before. Where can |
locate training materials?

You can access self-service training materials from the SAO website or from inside
TeamWorks Travel and Expense. We frequently update and add new training
materials.

a. SAO Website — available from any browser 24 x 7
o Access the website http://sao.georgia.gov
e Click on the Travel tab
e Click on TeamWorks Travel and Expense Training

GEORGIAGOV

State Accounting Office

yetems Reparting Paolicies Training Travel News
State Travel Policy
TeamWorks Travel and Expense

TeamWorks Travel and Expense
Training

MNon Georgia Travel System Users

Travel News Sign Up

TeamWorks Travel & Expense
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this link!

Register for
live monthly
webinars on

The Training page will open:

* You have access to ALL training materials from the SAO website!
GEORGIAGOV

Tranzlate | Abaul Us | Cantact Us | Sie Map

State Accounting Dffice T <.

Reporting Folinies Training Travel Tools Mews

Home @ Travel * TeamWorks Travel and Expense Training

TeamWorks Travel and Expense Training

State Travel Policy

» TeamWorks Travel and
Expense

Access direct links to video,
" TeamWorks Traveland What's New in TTE2 interactive simulations,
EupenziIESning Refer to the recormmende documents and manua|S on

TeamWorks Travel & Expan?

2012 Fad Spotlight . .
archive R EPeElE Expense users can acce:z the thIS ||nk|

inta ta TeamWworks Travel &

ia Travel System
+ Recommended Training

e Upcoring Live TTE Training Webinars

Travel News Sign Up

e Howto Enter Single Day Trip Mileage

# Howto Enter Multiple Dray Trip Mileage

# Howto Create Expense Report with Travel &llowancee and Co Paid
Trawel Charges from a Completed Trip

* Howto Enter Travel Allowances (Per Diem] With Mo Cwernight Staw

# Howto Enter Travel Allowances (Per Diem) With Gwernight Stay

« TTE Cash Advance Approver Checklist

» TTE Expense Approver Checklist

« TTE Travel Request Approver Checklist

Manuals

« TTE System szer Reference Guide

s TTE Approvers Handbook

« GA Travel fzsistant Handbook

s TTE Reporting Handbook
s TTE Travel Request Users Guide SpOﬂIght FAQ,S
only appear on
the SAO website.

FAQ's

o TeamWorks Travel and Expense Frequently Askeg

o 2013 January Spotlight FAQ

» 2012 FAC Spotlight Archive
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The Recommended Training link opens a document that provide direct links to video,

interactive simulations, documents and manuals.

b. From inside TeamWorks Travel and Expense My Concur Home Page:

WWelcome, Donna Fitzgerald [ Yow are administering for: Yourself ] Last logged in: 02/08,2013 9:35 AM [Cretails

My Concur Request Travel Expense Reporting Administration Profile

Active Work

On your smartphone ] L
book your travel

ense Report

and manage your .
expenses on the go! Travel Requests (0) | Expense Reports (D)

Report Mame Status Payment Status Report Date

Weather

ATL - Friday
Mostly cloudy with a shower in
4 spots

High: S8°F change to ¢* Trip List < ..a
Low: 33°F

Please enteran airport. G ATL

ATL - Hartsfiel Intl Anst - Athnta, GA

No records found.

“¥ou have no upcaming trips. Ses trip library for camplate list,

e Scroll down to locate the Company Info box
e Click on the link Travel Training Portal

Company Info
Mewr hdileage Rates for Calendar “ear 2013
The G54 recently announced revised mtes for calendar year 2013, The following mtes are applicable to tawel that ooccurs on or after Janoany 1 20130
Tier I Rates: Automaobike  §565 per mik
Motorcycle § 535 per mik
Ainc @ft 4133 par mike
Tier I Rate:  Gow't Cwned Avaibble  §24

Sign_up for Travel Mews
Applicable to abl TTE users EXCERT K54

In a effort to kesp our usars updated on tavel rebted information, we are requesting that wou sign up for "SEte of Geoma Travel Mews” Clickon Link Abouwe,

Travel Taining Poral

Pleaz= ses Lhe nk abave [2 addilanal Travel Laining appailuniles.

Ferminder: Revizw Employes Profile!

Bl avalis MUST vy Lhai amplyss pralle’s, updals canlacl nfaimatan, and S8VE belare making any Lavel ez=wvalans in Cancur,

e This Travel Training Portal Opens. Simply select the item you wish to
view or read.
= These are the same items you link to in the Recommended
Training Document.

TeamWorks Travel & Expense

1>



FAQ Spotlight

February 2013

Cr ur

cli lone-

Logging Into Expense
Changing Your Passwoard

Updating Your Travel Profile

Flash Interactive Simulations

Concur Premier Travel and Expense Training Site

Welcame to the Concur Travel and Expense training sitel To learn the basics of

el, submitting your expenses, ar creating and managing payment

ick the links in the left menu to practice an interactive simulation. Each
akes about 5- 10 minutes to complete and will help getyou up and

kly. Wou can also find these simulations on the Help and Training tab in

Georgia’

For questions or suppor,

Creating a Travel
Reseration

vel and Expense system. contact:

Changing a Trip (After Travel Help Desk

Purchase) Guides and FAQs:

Laocal
In addition to completing the interactive simulations, it is alzo recammended that wou 70y 291-51490

Exploring the hy Concur
[ALEALE A1 i dovnlnad the following training materials:

Homepage Toll Free

Recommended Training (8771 548-2996

Creating an Expense

Report Based on a Trip Travel & Expense QuickStart Guide - Step-by-step procedures, screenshots, and

supporing infarmation covering the mast important tasks. e BT

Updating Your Expense (BEGE) 738-6444
Frafile ;

TTE Systermn User Reference Guide soG@traveline.com
Creating a Mew Expense
Fepoart {includes credit card
and out of pocket

transactions)

FAQs - Frequently asked questions and angwers for both Travel & Expense.

Using Receipt Store QuickStar Guide Expense & Travel Policy

Help Desk

Howe To Enter Single Day Trip Mileage :
(Mor-Fri 8am to Sprm)

Itemizing & Miahtly Lodging
Exg |

6. Monthly Training Webinars and Special Note

Monthly Training Webinars: We will be offering live training webinars every month
and you can register from the SAO website!! Go to the SAO website, select Travel, then
select TeamWorks Travel and Expense Training and click on the Upcoming Live TTE
Training Webinars link.

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.

¢ Monthly Spotlight Training:
Personal Car Mileage & Importing Smart Expenses
o February 13, 2013 1-2pm
Allocations, Correcting Travel Allowances and Reporting Travel Advance when a Trip
was cancelled
o0 March 12, 2013 1-2 pm
o April 9, 2013 10-11am
e Booking Travel in TTE
o February 26 2013 10-11 am
0 March 26, 2013 1-2 pm am
o April 30, 2013 10-11 am
e Expense Report Basics
0 February 19 2013 10-11:30 am

TeamWorks Travel & Expense
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0 March 19, 2013 10-11:30 am
o April 16, 2013 1-2:30pm
e Approver Training
o February 12, 2013 1-2 pm
o March 5, 2013 10-11 am
o April 2, 2013 1-2 pm

Special Note: We are renaming some of the documents in the How To section of the
TeamWorks Travel and Expense Training page and hope to complete it next week. Once
this is done:

= Document names beginning with How To will contain text and screen shots
= Document names beginning with QLook (shorthand for Quick Look!!) contain
step by step instructions but no screen shots.

TeamWorks Travel & Expense
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