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1. How do I add Travel Allowances for a trip with no overnight stay to an
existing Expense Report??

¢ On the My Concur page in the Expense Report or Active Work section click on
an existing Expense Report to open it.

e Click on the Details tab.

-

3 @

Gamlgia

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 - | 1% New Expense Receipt Store

D Date ~ Expense Type Amount Requested

Expense Type
Adding New Expense

Fixed Meals
Augusta, Georgia

$27.00 $27.00

D 12/02/2011

e Select New Itinerary under the Travel Allowances section

Report

Report Header
Totals

Audit Trail
Approval Flow
Comments
Cash Adwvances

Available

o 3 '
st
Allocations
Allocations

Trawvel Allowances

” Mews Itinerarny

Available Itineraries

Expenses & Adjustments

Reimbursable Allowances Sumnary

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.

;’j \';,,%
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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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2. 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.

o Click on Mileage Calculator to continue
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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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Mileage Calculator afla
- Crpay
D Foid Tollz D Awoid Highways
@\ [
Waypoints Distances Personal % & > i
'@ 100 Spring Crrive, Roswell, GA 30075, LK (136)
Calhoun -
} 61.9 MI D Suf 5 perville Jasper
@ 2 Eazt Main Street, Rome, G8 20161, US @
,_J Daw
} ;M|
€ Cedartown, & 30125, USA |+ Adairzvige
} 11L2M[ | = (ao1)
'@ Main Lire Road, Rockmart, GA 30153, U T
} 930 [ ] Canton z
L
@ 100 Spring Drive, Roswell, GA 30075, L
v@ - Woadstock
" {E)pharetta
Cakubte Route o )
y Dul
Deducted Com mute Distance MNorcross

Spriggs

Smyma
0 me

100 Spring Drive, Roswell, GA 30075, L Mableton Heith
offi } 215 MI R
e c Douglasville
200 Piedmont Awenue SE, Atlanta, GA 3 [oeduct Round Bymmian Villa Rica
%4 East Point
Directions w Forest Park
Carmalliton Riverdale

TOTAL PERSOMAL TOTAL BUSIMESS

21.5MI: 1193 MI

Jonesborg

hap data EE013 Godgle » Terms of Use Reports map smor

<
Deduct Commute
Add Mileage to Expense  [ERT L

e 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.

0 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

TeamWorks Travel & Expense
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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
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3. How do | add Travel Allowances for a trip with an overnight stay to an
existing Expense Report?

¢ On the My Concur page in the Expense Report or Active Work section click on an
existing Expense Report to open it.

e Click on the Details tab.
e Select New Itinerary under the Travel Allowances section

-

° (f_

Georgia

My Concur Request Expense Profile

View Reports  Mew Expense Report  “iews Receipt Store  “iew Cash Sdvances  New Cash Adwance

Woeeldy Travel 11-01to 11-15 Delete Report Submit Report
@ Mew Expense | | Detalls || Receipts =+ Print/Email - "[] Hide Exceptions

Exceptions Report o
(Eyraea Daf Report Header
eals otals er than 30 days ol Please be more timels in your expenss submissions
Fioed heal 114 Total " by in your expe 5
Fioed hieals 114 Audit Trail e than 30 days o, Plase ke rore timely in your expense submissions. ()
Approval Flow e ——
Expenses PP Copi Wiew T |4 Mew Expense Receipt Store
Comments v
H Esxpenze
| Adding New Expense Cash Advances B /
i Available : To create @ new expenss, <lick the appropriots expense type below or Yype the expense tpe in the field
11/03/701% . ) $20.00 abave. To edit an existing expense, click the expense an the left side of the page.
Assigned
@ Recently Used Expense Types
11/02/2012 Allocations ) $36.00
: Talls Miscelaneous
1ibo12012 Allocations
I $37.00 Office Supplies Personal Car Milkage

Travel Allowances

- Mew Itinerary Hetel
All Expense Types

Available Mtineraries

Expenses & Adjustments Business Promotions ..Other
Reimbursable Allowances Surmary Crther Promotional Bepense Miszelanecus
Trede Shows Motany Costs

o 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. If they do not match, you need to create an Out of State or International Expense Report.

Travel Allowances For Report: Weekly Travel 11-01 to 11-15

Create New Itinerary Avrailable Ttineraries Expenszes & Adjustments Feimburzable Allowances Surmmary +

Itinerary Info

Ttine@ry Mame Skection
|Week|y Trawvel 11-01 to 11-15 Fegular In State

add Stap Crelete Rows Mew Itinerary Stop
Departure City - Arrival City Arrival Rate Location Depart from [city]

Mo tinerary Rows Found |

i e WD VNP SRR NP Y

e Enter the FIRST leg of your multiple day trip

0 Enter the location you left from in the Depart from field

Pagé&f gf 22
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0 Enter the date you left in the Date field
= Enter mm/dd/yyyy or click on the Calendar icon to select a date
0 Enter the time you departed in the Time field
* You must enter AM or PM
o Enter your arrival location in the Arrive in field
0 The second Date field will default to the date entered above
0 Enter the time of your arrival in the second Time field
* You must use am or pm
0 Click on Save to save the information for the 1* leg of your trip

Travel Allowances For Report: Weekly Travel 11-01 to 11-15

Create New Itinerary Ao ailable Thineraries Expenses & Adjustrnents Reimbursable Allowances Surnmary

Itinerary Info

Ttinem@ry Marme Salection
Wieekly Travel 11-01 ta 11-15 Regular In State
Add Stop Delete Rows New Itinerary Stop
Departure City - Arrival City Arrival Rate Location Depart from [city)

|Atlanta, Georgia
Mo Ttinerary Rows Found
Date

| 11052012 (|
Tirne

|?:UU A

Arree in (it

|\u'a|dosta, Georgia

Date

| 11/05,/2012 I |
Tirne

9:30 am

Save
GotoSingle DayItineraries | | Mext=> | | Dome
« The first leg of the trip will appear on the left side.
Travel Allowances For Report Weekly Travel 11-01 to 11-15 Qi
Edit Ttinerary | Awailable Ttineravies | Experses 2 Adjustrents | Reimbursable Allowances Surmmary +

Itinerary Info

nemry Mame Sekection

Wieekly Travel 11-01 to 11-15 Regular In State

Add Stop Delete Rows New Itinerary Stop
Departure City - Arrival City Arrival Rate Location Depart from (city)
Atlanta, Georgia Val Georgia 5.5 UNITED STATES |\u'a|dosta, G@eorgia
11/05/2012 7400 AM 11/05/2012 230 AM Date

| ic]

\J—'\m’m

o Now enter the LAST leg of your trip
0 The location you are leaving defaults in Depart from field

* You may correct if necessary

Page 18 of 22
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0 Enter the date you left in the Date field
= Enter mm/dd/yyyy or click on the Calendar icon to select a date
0 Enter the time you departed in the Time field
* You must enter AM or PM
o Enter your arrival location in the Arrive in field
o0 The second Date field will default to the date entered above
0 Enter the time of your arrival in the second Time field
* You must enter AM or PM
o0 Click on Save to save the information for the last leg of your trip

]
*

Travel Allowances For Report: Weekly Travel 11-01 to 11-15
Edit Itinerary Aovailable Ttineraries Expenses & Adjustrients | Reimbursable Allowances Surmary +

Itinerary Info

Ttinemry Mame Salection
Wieekly Trawel 11-01 o 11-15 Regular In State
Add Stap Delete Rawis New Itinerary Stop
Departure City - Arrival City Arrival Rate Location Depart from [city]
Atlants, Georgia Va Gaorgia 554 UNITED STATES Waldosta, Georgia
11/05/2012 700 AWM 11/05/2012 5:30 AM Date
| 11092012 3
Time
|5:UU Pr
Arriz i [City]

Atlanta, Georgia

Date
| 11,09/2012 (|
Timne
|?:30 2
G0 to Single Day Itineraries Mexct == | Done
e The last leg of the trip will appear on the left side.
=1ES
Travel Allowances For Report: Weekly Travel 11-01 to 11-15
Edit Ttinerary || Awvailable THneraries | Expensas & Adjustments | Reimbursable Allowances Summary +
Itinerary Info
Ttinemry Mams Sekction
Wieekly Travel 11-01 ta 11-15 Fegular In State
add S_t-Up“ Delete Rows New Itinerary Stop
Departure City - Arrival City Arrival Rate Location |Depert Frorm [oity]
. . Atlanta, Georgia

Aflanta, Georgia Valdosta, Georgia

11/05/2012 700 &M 11/05/2012 :30 AM USSR, TUED S ate

Valdosta, Georgia Atlanta, Georgia ]

11/DEy2012 500 P 11/05/2012 7:30 PM FULTON COUNTY, US-GA, .. |

Tirne

e Click Next.
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Travel Allowances For Report: Weekly Travel 11-01 to 11-15

Edit Itinerary
Itinerary Info

Ttinemny Mame
Wieekly Trawvel 11-01 o 11-15

| _.&d_d- S;:-opn Delete Rows
Departure City ~

Atlanta, Georgia
1L/05/2012 7400 AM

Valdosta, Georgia
11,/02/2012 500 PM

Auwailable Itineraries

Sekction
Regular In State

Arrival City

Valdosta, Georgia
11/05/2012 2:30 AM
Atlanta, Georgia

11,/02/2012 7:30 PM

Expenses & Adjustments

Arrival Rate Location

US-GA, UNITED STATES

FULTOM COUNTY, U5-354, .

Reimburzable Allowances Summary +

New Itinerary Stop

Depart fiom fcity]

|At|anta, Georgia

Date

| i}
il'ime

Ao in [eity)

G0 to Single Day Itineraries

o The Expenses and Adjustments window opens. It displays meals already applied as well

as the new meals

e Click on any Breakfast, Lunch or Dinner that was provided to you on this trip. The
system will adjust your reimbursement amount for that meal period.

o Click on Update Expenses

Travel Allowances For Report: \Weekly Travel 11-01 to 11-15

Create Mew Inerary
Showe dates from Eltcl

Date/Location -~
11/01/201%

Zavannah, Georgi@

1170272012
Savannah, Gecrgim

117032012
Savannah, Gecorga
11/05/2012
Waldosta, Geomgia

11/06/ 2012
Waldosta, Geomgia

117072012
Waldosta, Gecg il

117083012
Waldost, Geonga

1170972012
Waldosta, Geogi

Exclude | All |

Available Ttineraries

O o

Breakfast Provided

Expenses & Adjustments

Lunch Provided

Reimbursable allowances Summary +

Dinner Provided

TeamWorks Travel & Expense
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[ ]
My Concur Request Expense Profile

View Reports  Mew Expense Report Wiew Receipt Store

Weekly Travel 11-01to 11-15

Detail; |

Wiewe Cash Advances

Mews Cash Adwance

New Fixed Meals will be added to your expense report for each additional day you

Georgia

Delete Report Submit Report

| (3) New Expense || Receipts ~ | Print/Email -~ | [T Hide Exceptions
Exceptions =
Expense Date Amount Exception
Fixed heals 110172012 fzrm The Tmn=mction Dste is Geatar than 30 days o Pleass be mons timeki in your expenss submissions e’
Fiod hlealz 110272012 43600 The TRn=ction Date iz Greater than 20 days o, Pleass be more timely in your expenss submissions. v
Expenses Dekte  Copy | view T % | New Expense Receipt Store
O Date - Expense Amount Requested A
) E><pense|| J
Adding New Expense
Tio credbe o new sxpanse, click the oppropricte expense type below or lipe the sxpense Wipe In the fisld
11/09/2012  Fixed Meaks above. Toedit an existing expense, click the expense an the left side of the page.
. $21.00 $21.00
Vadosa, Gecigia
11082012  Fixed Mesls @ Recently Used Expense Types
Vadosa, Geoma $28.00 $28.00
Tolls Miscelaneous
11/07/2012  Fixed Meals
Pty GoeEl $28.00 $28.00 Cffice Supplies Personal Car Mikage
. Henel
11 012
yiL ) Ficed Meals F3R.00 F3R.00
Vadosa, Gecigia
All Expense Types
11/05/2012 Fied Meaks
. $21.00 $21.00
Vakosta, Geoigi Business Promotions -..Other
11/03/2012 g " i
;:oed Meals ) $20.00 $20.00 ither Promotional Bxpenss Miscelanecus
vannah, Geargi
Trade Shows Motary Costs
11/02/2012  Fixed Meals
savannah, Geciga $36.00 $3600 g Comm unications Office Supplies
Celubr Phi i | i
TOTAL AMOUNT TCTAL REQUESTED lur Fhans Cither Operting Expenses-Passpant & Via
$209.00 $209.00 Intemet Charges Postage w

4. How do | add an approved Travel Request to an existing Expense Report?
0 Open the Expense report and click on the Details tab

o0 Click on Report Header

My Concur Reque: Expense Profile
Yiew Reports  Mews Ex| Report  View Receipt Store  Wiew Cash Advances Mew Cash Advance
Mov3-16 Tra Delete Report Submit Report
@ Mews Expense [ Details - Receipts - Print £ Email - [:_E:] Hide Exceptions
Exceptions Report =
Report Header
Totals erthan 20 days old. Pleass be more timely in your expenss submissions. -~
Fioed heals 114 Audit Trail erthan 30 days ok, Pleass be mone timely in your expenss submissions ~
Approval Flow —
Expenses Copy View T Expense
0 Comments t
E D=l Eenueste Expanse Type Trmnmction Date
11/07/301% Cash Advances ! $131.54 4 ¥ 11132012
Available . . -
11,06/ 2012 urpes= =t np
Assigned I $137.64 Mormal Trawvel
11/06/2012 Allocations Fayrnent Typs Arncunt
: | $1.00 ~  zi00 uso |~
Allocations
11/05/3012 & Trip Type: Comrmant
Travel Allowances | 25053 In-State Trawvel ~
11/04/2012 Mew Itinerary | A
Available Ttineraries I Show Tixed allowances for 11/1 3/3012
11/04/3012 i
Expenses & Adjustments | $1.00
Reimbursable Allowances Summary
11/03/2012 5 i
SO3 Office Supplies $30.00 $30.00
ake v

TOTAL AMSUNT
%1 0K\ 12

TOTAL REQUESTED
%1 0K\ 12
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o Click on Add

Report header for: Mow 3-16 Travel

Prevrious Comment Wiew All

| Entered By lohn Tharnton: Enter any comments necessary for the added Spprover,

Feport Cate Feport Marmes Tripy T Pilicy
110352012 3 |Nov 3-16 Trawvel In-State Trawel 2 x
Trip S@arnt DCate Trip End Date Purpoze of Trip Corrent
| 110352012 (] | 117162012 3 |Normal Trawel
Report Fey Faport Currency Approwal SEtus Fayment SEtus
42273 U, Dollar Sent Back ta Eniployes Mot Paid
Wendor ID Specal Acthoty
noo03E1124

Requests Authorization Requests

-

[ Request Mame Request ID Cancelled Request Total Amount A pproved Amount Remaining

BN

o0 Click on the box next to the correct Request Name from the list that appears
o Click Add

Available Requests o
L] Request Mame Request ID Cancelled Request Total Amount Appr.- Amount Rem..
[ annualcer Tmini..  38LP {l=] {17500 §1.17500 §1.17500
[ socalworkersCo..  3EIC {11 222000 222000 222000
‘ [#] Trig to Svannah .. 3EIA Mo 425000 430000 420000
[0 tea1z-151031 JEHA Mo f250,00 425000 3=000
[ i Comvention 1. 3ELL {11 §1.800.00 §1.800.00 §1.500.00

Cancel

1 1
=

0 The Request name(s) selected will appear in the Requests area
o Click Save

TeamWorks Travel & Expense
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Report header for: Now 3-16 Trawel ]l

Previons Comment Wiew All

| Entered By lohn Thornton: Enter any comments necessary for the added Approwver.

Report Date Feport Mame Trip Ty Policy
11032012 (I | |N0\r 3-1F Travel In-State Trawel o

Trip 5@t Date Trip End Dat= Purpose of Trip Comrent
11022012 3 |11,f1sf2012 [3  |Mormal Travel

Report Fey Feport Cumency Approwal SEtus Payrent S@tus
42273 1S, Coallar Sent Back to Employes Mat Paid

Wendor ID Spec il Acthoity

oono3s1129

Requests Authorization Requests

o

| | Request Mame Request ID Cancelled Request Total Amount Approved Amount Remaining
[ Trip to savannab 1.7t 2EIA Mo 435000 435000 §35000

-

The view returns to the Expense Report and the approved Travel Request is now attached to
the expense report.

5. How do I record a Cash Advance | received in my Expense Report?

0 Open the Expense report and click on the Details tab
0 Click on Available under Cash Advances to display a list of available Cash Advances
(Travel Advances)

My Concur Reque: HpEnse Profile

View Reports  Mews Ex) eport  Wiew Receipt Store  MWiew Cash Adwvances  Mew Cash Advance

o 2 Delete Report Submit Report
monthly expen lto 1-31 P P
| (&) Mew Expense || Details + Receipts + Print/Email =/ ' [T] Hide Exceptions |
Exceptions Report =
ERen Da Report Header
Miscelenecus aLa Totals erthan 20 days ol. Please ks more timeby in your expense submissions. ’l
Fersonal Car Mil.. 014 Audit Trail er than 30 days old. Please ke mone timeby in your expense submissions. v
Approval Flow — P
Expenses PP Copy | Wiew v« New Expense | Receipt Store
0 1 Comments I A
Date ~ Requested —
Cash Advances ] EfmEs /
: Available : T_o creghe 3 new Expense, _de:ck Hhe oppropreate expenEe tyne Belaw ar type the expense hype in the
[ 0103/ 20 | $25.00 Field abave. To edit an existing expense, click the expense an the left side of the page.
O Assigned
@ Recently Used Expense Types B
[ 01/03/2013 Allocations | §75.48
Allocations Personal Car Mileage Miscelaneous
Tolls Hotel
Travel Allowances
Mew Itinerar_',r Celubr Phone
Available Ttineraries All Expense Types

Expenses & Adjustments Business Fromotions

Reimbursable Allowances Sumrmary Cther Promational Bxpenss

TeamWorks Travel & Expense
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o0 Click on the checkbox next to the Cash Advance you wish to attach to the Expense

Report

o Click on Assign Cash Advance to Report

Cash Advances i
Cach Auchrance b.. Date Isswed Foreign Armouwunk Exchange Rale Aumount Balance
DC Cert Tmining 2-.. 0311201 fza000 1 fz5000 f=o0o0

L Administator hest... 037115201 J1z500 1 F1zE00 J1zE00

L Agency Audits 31 oOz3r11201= 4cooon 1 =il 4so000

- [#]  agency wisits 03112013 {0000 1 f=2o0o0 =m0

Assign Cash fuhrance o Report | Cancel

0 The Cash Advance is attached to the header, but nothing will appear in the body of the
Expenses Report

o0 Click on the Details Tab

o Click on Assigned under Cash Advances

My Concur Request Expense Profile

Yiew Reports  Mew E: Report Wiew Receipt Store  “Wiew Cash Advances  MNew Cash Sdvance
month |y exp -1to 1-31 Delete Report Submit Report
| (%) Mew Expense || Defails » | Receipts = Print/Email - ' [E] Hide Exceptions
Exceptions Report =
Expense Dat Report Header
Mizscalanzcus aLn Totals er than 30 days ol. Please ke maore timeby in your expenss submissions. e
Fersonal Car hdil.. 014 Audit Trail e than 30 days ol Pleass be more timeky in your expenss submissions. b
Approval Flow e P
PP Copty View T New Expense Receipt Store
Comments i A
q E =4
 Adding New Expanse Cash Advances [FElEs /
i Available : To creagbe g new expense, click the anpropriote xpense yne Below or ipe the expense bpne in the
- ! $25.00 fietd abave. Ta edit an existing expense, click the expense an the left side of the poge.
Assigned
@ Recently Used Expense Types
01/03/2013 Allocations ' $75.48
Allocations Personal Car Mileage Miscelaneous

Tolls Hotel
Travel Allowances

Mew Itinerary Cash Aduance Return
Available Itineraries All Expense Types
Expenses & Adjustments Business Promotions
Reimbursable Allowances Surmrmary Cither Promational Bxpense

Trade Shows

0 You will see the original amount of the Cash Advance, any Balance due back to the
State and the amount of expenses claimed in the Expense Report

0 Any amounts in excess of the expense report and due to be returned to the State are
listed under Balance. Write this number down.

TeamWorks Travel & Expense
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Cash Advances Assigned to Report

Balance
§l4a52

Cash Achrance Ma..  Foreign Amouont

f25000 1

Exchange Rate Amount

Agency Visits 420000

o0 Click on Cancel to return to the Expense Report

B a8 -

Delete from Report

Amount Used in Report
{1042

Cancel

o If your expenses were greater than the amount of the Cash Advance you don't need to
do anything else; if your expenses were /ess than the Cash Advance, return the amount

due to the State of Georgia following your Agency policy.

0 You must report the funds returned to the State of Georgia on the same Expense Report

the Cash Advance was attached to.

e Once you have attached a Cash Advance to the expense report, an expense type Cash

Advance Return appears under Cash Advances. Select it.

My Concur Request Expense Profile
View Reports  Mew Expense Report Wiew Receipt Store  Wiew Cash Sdvances  Mew Cash Sdvance
monthly expenses 1-1to 1-31 Delete Report Submit Report
| (®) Mews Expense | Details - Receipts = Print/Email - ' [2] Hide Exceptions
Bxceptions =
Expense Date Amount Exception
Miszelenecus [ 4§20 The Tmn@ction Date is Greater than 30 days ok, Pleass be more timeky in your sxpenss submissons. n &
v
Personal Car Mil.. 0103013 §7548 The Tranmction Date is G reater than 30 days old. Please be more timely in your sxpenss submissons. - v
Expenses Dekte  Copy | Wiew = | | Mew Expense Receipt Stor
Date — Expense Amount Requested A
e e
i Adding New Expense
F To creake @ new expense, click the gppropriate expense type Below or type the expense type in the
01/03/2013 Miscellaneous field ghave, Toedit an existing expense, didk the expense on the left side of the poge.
() $25.00 $25.00
Recently Used Expense Types
01/032013 i o
0¥ Personal Car Mileage 7548 7548
Personal Car Mileage Miscellnecus
Talls Hot=l
Cash Advance Retumn
All Expense Types
Business Promotions
Cther Promotional Bxpense
Trade Shaws
TOTAL AMOUNT TOTAL REQUESTED Cash Achiance
$100.48 $100_48 Cash Advance Retun B
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o Enter the amount of the balance due; in our example it is $149.52

o Enter the date you returned the funds

o If you have a copy of a receipt of the returned funds attach it to the item by clicking
on Attach Receipt. This is the same as attaching a receipt to any item.

o Click Save
My Concur Request Expense Profile
View Reports  New Expense Report  ‘iew Receipt Store  Wiew Cash Advances  Mews Cash Advance
monthly expenses 1-1to 1-31
@ Mew Expense || Details - | Receipts - | Print/Email =

Exceptions

Delete Report Submit Report
[E] Hide Exceptions
-~

-

| Receipt St

Dat=
~ | [ouzieeiz

Expense Date Amount Bxception
Miscelaneous OL/Oz2012 d2sm The Trn=ction Date is Sreater than 30 days okd. Pleass be mons timeh in your expenss submissions.
Persmnal Car Wil OLAO33013 $r5am The Tmnsction Date is Greater than 30 days old. Pleass ke more timeky in your ssppenss submissions.
Expenses Delete Copy Wiewe T Mew Expense
| Date ~ Expense Amount Requested Bpanss Tupe
| ASding New Expense Cash Adwvance Return
01/0372012 i
03/ Miscellaneous $25.00 $25.00 Description Amount
o FEme FEEH (nermal ] [ 149 52
01/03/32013 i
ST Personal Car Mileage $75.a8 s7s.a8
TOTAL AMOUNT TOTAL REQUESTED
5100.48 510042

uso | v

Er— =

o The Cash Advance Return amount now shows on the Expense Report.
0 The Total Amount displayed is the amount of the Cash Advance return plus the
expenses reported and the Total Requested is the total of the Expenses reported

on this Expense Report.
My Concur Request Expense Profile
View Reports  Mews Expense Report  Wiew Receipt Stare  “Wiew Cash Adwances  Mew Cash Advance
monthly expenses 1-1to 1-31

IGNeWExpense | Details | Receipts - Print /Email -

Delete Report Submit Report
' [T] Hide Exceptions

Exceptions
Expense Date Amount Exception
MiscelEneous 0L/03/2013 et The TRn=ction Date is Greater than 30 days okd. Please ke more timely in your expenss submissions. &,
Personal Car Mil..  0LO32012 j75ae The Tmn=mction Date is Gregter than 30 days old. Please be mone timely in your expenss submissions. ¥
Expenses Dekte  Copy | Wiew = 4| | MewExpense " Feceipt Store
Date ~ Expense Amount Requested e’
= | e
i Adding New
2 To cregbe @ new expense, dick the aoorapriobe expense ipe Below or hipe the expense tyine i the
0173172013 i i (5} i i
Cash Advance Return $149.52 30.00 field above. To 2ot an existing expenss, click the sxpense an the Teft side of the page.
01/03 3013 - @ Recently Used Expense Types
- Miscellaneous $25.00 $25.00
v Cash Advance Returmn Personal Car Milkage
01/03/2013 leage
Personal Car Mi $75.48 §75.48 Miscalaneous Tolls
Hotel
All Expense Types
Business Fromotions
EOther Promational Bepense
Trade Shows
TOTAL AMOUNT TOTAL REQUESTED Cash Advance
$250.00 $100.48 Cash Aduance Return w

0 When you are ready to submit the Expense Report, click on Submit Report,

f 22
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6. Monthly Training Webinars

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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