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doesn’t show up in my
approval flow?
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1. How do I import Smart Expenses into an Expense Report?

e Use the My Concur tab and the Active Work section or the Expense tab and View
Reports.
e Click on an existing Expense Report to open it.

Active Work

o Expense Report “Wiew Reports

Expense Reports (1) | Cash Adwvances (0]

Report Mame
Trining April 2013
Trining Test

e The Ex

Status Payment Status Report Date
Mot Subritted WMot Paid 05/05/2013

pense Report Opens

e Click on the Import tab

My Concur Travel Expense Reporting Adminigtration Profile

Wiews Charges  VYiew Reports  Mew Expense Report  Wiew Receipt Store  Wiew Cash &dvances  New Cash Advance

Training Apri

| (@) Mew Expense |

Expenses

Date ~

ng New Expense

Import Details = Receipts « || Print/Email =

Delete Copy View + Mew Expense

Expense Amount Requested

Expense

e The Smart Expense window opens
e Click on the check box next to the expenses you wish to add to this expense report
o0 In our example we are selecting two of the four Smart Expenses

My Concur Travel Expense Reporting Administration Profile

“Wiew Charges  Wiew Reports  Mew Expense Report Wiew Receipt Store  MWiew Cash Advances  Mew Cash Advance

Training April 2013

[ ® MewExpense ||

Expenses Delete  Copy | Miew “' Smart Expenses

................... ot Expense Amount Requested Al Cards v | mpart -
Addm Mew Expense

: : o Expense Detail

Requested Amount

4000

Delete Report Submit Report

| Receipt Store

To cregbe g new expense, click the aporapriale expense hype Below or type the sxpense e in the fiald

-

Delete Report Submit Report

Import | Details v Receipts - Print7 EMET—

= Corporate Card Charges

LS Alaska Airlines Inc. .

LS Travel, Inc. Duluth

Oe Travel, Inc. Duluth
@ US Airways

Match | Unmatch ||

Expense

Airarz
For Tavel Agent
For Trawel Agent

Airfare

Delete

Date

DA/15/2013
D4/16/2013
O416/201%

DA16/2012

Amount

e Click on the Import tab in the Smart Expenses box
o If you clicked on the drop down arrow in the Import Tab here you will see two options

To New Report
To Current Report
Select To Current Report

o If you clicked on the Import Tab without touching the drop down arrow the system will
automatically select To Current Report
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My Concur  Travel | Expense | Reporting  Administration  Profile

“Wiew Charges  Wiew Reports  Mew Expense Report  “Wiew Receipt Store  “Wiew Cash Advances  Mew Cash Advance
Trainin g Apr“ 2013 Delete Report Submit Report
'@ MewExpense || Import | Defails v Receipts - | Print/Email -

Expenses Deii=  Copy  Wiew - | Smart Expens
Date ~ Expense Amount Requested AllCards v || Import =| ‘Match | |dnmatch || Delete |

ng New Frpense
b o Ex To Current Report Date Amount

= Corporate fard Charc To Mew Report

v e Alacka LirlinecInc Lidars Ddl,fl&l‘zj13 ﬂjlﬂj
v @ Travel Inc. Duluth For Trawel Agant 4162013 o
@ Travel, Inc. Duluth For Trawel Agent CH1EE0LE P
(=] US Ainvays Airfare 4162012 41420

¢ Click OK on the Smart Expenses dialogue box that pops up
Smart Expenses X

The selected items have been successfully imported
as expenses.

O ever show this prompt again

=) KN |

e The selected Smart Expenses are now assigned to this Expense Report

e If you see a Red Exception Flag H on any expense, you must resolve the issue or
the expense report cannot be submitted
e Click on the item with the red flag you wish to correct

My Concur Travel Expense Reporting Administration Profile

“Wiewe Charges  Wiew Reports  Mew Expense Report Wiew Receipt Store MWiew Cash &dwances  Mew Cash Sdvance

@ Mews Expense | Import | Details v | Receipts - | Print / Ernail = | [E] Hide Exceptions |
Exceptions =
Expense Date Amount  Exception

~
Airtare o4/18/2012 447180 B This expense has no matching tawel reserdation. Pleass import trips and apply the booking or use the expense report comments to explin why thee was no -

rezervation made for this expense. 2

Expenses Dekte  Copy | Wiew = < Smart Expenses -
Date — Expense Amount Requested Al Cards w| Import -] Match || Unmatch | Delete

Adding New Expense T .

; Expense Detail Expense Date Amount

: 04/18/2012 pirfare
‘ ' B  Asdadidnesinc s #471.80 $471.80 | = Corporate Card Charges
i O Travel Inc. Duluth  For Trvel Agent /1672013 Bm

04/16/201 3 For Travel Agent

Travel. Inc. Duluth, 09 US Rinways Airfare 0441672013 14
< ||®
TOTAL AMOUNT TOTAL REQUESTED
$480.82 $480.82

e The Expense data for that item will appear
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My Concur Travel Expense Reporting Administration Profile

Wiewr Charges  “Wiew Reports  Mew Expense Report  Wiew Receipt Store  Wiew Cash Advances  Mew Cash Advance

Trai I'Iil'lg Apr“ 2013 Delete Report Submit Report
@ Mew Expense Import Details - Receipts - Print / Email - E] Hide Exceptions
Exceptions =

Expanse Date Amount  Exception
~
Rifare 418201 3 4471 80 B This expense has no matching tawel reseration. Pleass import trips and apply the booking or use the expenss eport comments to explin why thers was no
resenation made for this expense. 2
Expenses Delete Copy View v Expense
-~
Date ~ Expense Amount Requested Bxpense Type Trn=ction Cate
D4/18/2013  pirfare Birfare w4101
ane Alaska Airlines Inc. Seattie WA LUSA ZLED CELET
Purpose of Trip Ticket Murnbesr
Thiz expense has no matching tRwel reseration. Pleass import trips and apply the booking |Tra\ning Test 0277179905650
Ll of use the expense report comments to explin why there waz no resenation made for this
Expense, Wendar Wendar Mame
Airplus billed expensas should not be submitted without appling assocated tinemny and S Alagka Sirlnes Tng, Seattle Wid LSS
creditcard smart expense information.
Miszing required field: City. Airline TAvel Service Code
o4r16r2012 Select one
For Travel Agent
[S) Trwel Inc, Duluth, Minnesam 9.0 #9.02 Payment Type

471,80 USC | ¥

i) s Expenss [do not reimburss) TR Type
ut of State Travel >

e e B e
e Enter any missing required data.

o0 In our example the City was missing. City is a required data field in this example. For
this expense it is looking for the city where the flight originated. If it had been a hotel,
it would be the city where the hotel is located.

e If you did not have a matching Travel Reservation you must enter an explanation why
the reservation was not made through TTE.

o This could be a ticket you purchased at the airport for an unscheduled trip and you
had no access to TTE. For a hotel this could be that the only way you could reserve
the room and get the special rate was booking directly through the hotel or
conference management company.

0 Whatever the reason, be specific in your explanation.

Attach any required receipts

Click on Save to update the Expense Entry.

v

What should | do if | have access to a better hotel rate than is available in
TTE?

Hotels allot a specific number of rooms to be available at specified rates for online
booking. When that capacity has been reached, the rate is no longer available online.
When this occurs, you have the option to contact the hotel directly to get the hotel at the
lesser or conference rate. If you have access to a rate not published in TTE, please
advise your TTE Local Travel Administrator.

To recommend a Hotel for TTE complete the online Recommend a Hotel form on the
SAO website. http://sao.georgia.gov/online-booking-tool.
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How do | delete a Travel Allowance | entered incorrectly?

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

Travel Allowances For Report: Conference in DC 10-23 to 28

o Click on Available Itineraries under the Travel Allowances section.

Report Header
Totals

Audit Trall
Approval Flow
Comments
Cash Advances
Available

Assigned

La-ai-alacaicy

Allocations

Travel Allowances
Mew Itinerary

- Available Itineraries
Expenses & Adjustments

Reimbursable Allowances Summary

Create New Itinerary Available Itineraries Expenses & Adjustments Reimbursable Allowances Summary -

Assigned Itinergris

Edit

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

=l Itinerary: Conference in DC 10-23 to 28
Atlanta, Georgia 10/23/2010 &:00 AM Washington, Districk of C... 10/23/2010 9:30 AM DISTRICT OF COLUMBLA, L.,
Washington, District of C... =

10/25/2010 &:00 PM Atlanta, Georgia 10/28/2010 10:00 PM FULTOMN COUNTY,

Available Itineraries

Current tineraries h

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

Click on the ltinerary you want to adjust in the Assigned Itineraries section.
Click on Unassign
The ltinerary clears from the Assigned ltineraries section

+« The ltinerary in no longer assigned to this Expense Report

% The itinerary now appears in Available Itineraries

If you wish to delete the Travel Allowance Itinerary from the system.

TeamWorks Travel & Expense Version Date: 03/10/2014
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« If you do NOT delete the itinerary the days used on that itinerary will not
be able to be used on another Travel Allowance.

+«+ Using the scroll bars on the right, scroll to locate the Itinerary in the
Available Itineraries section.

Travel Allowances For Report: Conference in DC 10-23 to 28

Create New Itinerary Available Itineraries || Expenzes & Adjustments Reimbursable Allowances Summary -+

Assigned Itineraries

Departure City Date and Time =~ Arrival City Date and Time Arrival Rate Location
Mo Assigned Itineraries Found
Available Itineraries
tineraries for last Yea w || Delete] Assign
Date and Time =~ Arrival City Date and Time Arrival Rate '
Alpharetta, Georgia 10/20/2011 7:00 AM Augusta, Georgia 1072072011 2:30 AM RICHMOMND COUNTY, US-...
Augusta, Georgia 10/20/2011 7:00 PM Alpharetta, Georgia 10/20/2011 9:30 PM FULTOMN COUNTY, US-GA4, ...

= tinerary: Conferemce T oE+6-23-ta-28

Atlanta, Georgia 10,/23/2011 7:00 AM Washington, District of C... 10/23/2011 2:45 AM ALL OTHER DESTIMATIONS &

Done

= Select the itinerary and click on Delete.
» Click on Yes in the Confirmation dialogue box.

Please Confirm

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

itineraries?

e The itinerary has now been deleted from the system and any days linked on the
Travel Allowance ltinerary are now available for use on another Travel
Allowance.

NOTE: Sometimes the easiest way to fix a problem with a Travel Allowance is to delete it
and re-enter it. However you do have the option to Edit the Travel Allowance lItinerary or
Unassign and Delete the Travel Allowance ltinerary or link it to a different Expense Report.
Please refer to the following documents on the SAO Training website: How to Correct
Existing Travel Allowances
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4. How do | account for a Cash Advance in my Expense Report?

e Open the expense report with the applicable expenses and click on the Details tab
e Click on Available under Cash Advances to display a list of available Cash Advances
(Travel Advances)

Test 11431

(® Mew Expense || Details ~| Receipts ~ || Print/Email - [E] Hide Exceptions
Exceptions Report -
Expense Di Report Header
H/A Totals 1 be submitted within 45 days after the trip is complete. Please be more timely in completing your expense reports.
Fixed Meals 01 Audit Trail Greater than 30 days old. Please be more timely in your expense submissions.
Approval Flow
E)(penses c View = [ 1% New Expense Receipt Store
omments E
Cash Advances Expense J
Available Toc D xpense type below or type the expense type in the fieid above. To edit an existing expense, click
exper
Assigned =
01/17/2014 Recently Used Expense Types
0> @€ ( Allocations §500.00 °
01/17/2014 Allocations Hatel Parsonal Car Milzage
] 52175 Cash Advance Return Rental Cars Only
Travel Allowances
O 01/16/2014 New Itmerary $20.00 Internet Charges
Available Itineraries All Expense Types
01/15/2014
O Expenses & Adjustments $20.00
P ! Business Promotions «.Other
O 01/14/2014 Reimbursable Allowances Summary <000 Other Pramotional Expense Laundry
Savannah, Georgia e .
Trade Shows Miscellaneous
01/13/2014 Fixed Meals
O Savannah, Georgia $27.00 $27.00 Cash Advance Notary Costs
Cash Advance Return Office Supplies
OUTSTANDING ADVANCE TOTAL AMOUNT TOTAL REQUESTED
« icati i ¥ i
$0.00 © $803.75 $803.75 ommunications Other Operating Expenses-Passport & Visa

o 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

bt
Cash Advances
D Cash Adwvance M... Date Issued Foreign Amount Exchange Rate Amount Balance
[] sawvannah 1/15to... 02/19/2014 5500.00 1 5500.00 $500.00
Assign Cash Advance to Report Cancel

o0 The Cash Advance is attached to the header, but nothing will appear in the body
of the Expenses Report
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¢ Once you have attached a Cash Advance to the expense report, an expense type Cash
Advance Return appears under Cash Advances. Select it.

Test Y1431

(® New Expense Details ~| Receipts -|| Print/Email - [E] Hide Exceptions
Exceptions =
Expense Date Amount  Exception

N/A Expense reports should be submitted within 45 days after the trip is complete, Please be more timely in completing your expense reports,

Fixed Meals 01/13/2014 $27.00 The Transaction Date is Greater than 30 days old. Please be more timely in your expense submissions.
Expenses Move ~ | Delete = Copy | View = ||« New Expense Receipt Store
O Date + Expense Amount Requested

Expense

| Adding New Expense

eI Cars oy n existing expense,

u @( Hertz, Atlanta, Geol $125.00 $125.00

OULT2014 pote Recently Used Expense Types
O @( Q) Ocean Hotel, Savan S S ° ! . ”

01/17/2014 Hotel Personal Car Mileage

Fixed Meals

O Savannah, Geargia $2LT5 $2LT5 Cash Advance Return Rental Cars Only

01/16/2014  Fixed Meals Intemnet Charges
O Savannah, Georgia 520.00 520.00

All Expense Types

01/15/2014 i

] g"f.ed Mﬁf'é i 520.00 520.00
avannan, Georgia Business Promotions ..Other

01/14/2014 i i

o g:%i:ﬂai_a_léegrgia $20.00 $20.00 Other Promotional Expense Laundry
Trade Shows Miscellaneous

0171372014 Fixed Meals

[} Savannan, Georgis $27.00 §27. Cash Advance Motary Costs
Cash Advanc Office Supplies
OUTSTANDING ADVANCE TOTAL AMOUNT TOTAL REQUESTHD.
$0.00 0 $803.75 $803.75 Communications Other Operating Expenses-Passport & Visa

e The Cash Advance Return expense type opens:

New Expense Receipt Store
Expense Type Date Description
Cash Advance Return H Mormal Trawvel

Cash Advances Assigned to Report
Cash Advance ...  Foreign Amount Exchange Rate  Amount Balance Amount Used in Report
Savannah 1/15t.. $500.00 1 5500.00 50.00 5500.00

m Attach Receipt Cancel

¢ Review the information in the Cash Advances Assigned to Report section
o If an amount appears in the Balance column, this needs to be returned to your
Agency per the OPB Travel Advances Policy.
e Enter the amount of the balance due in the Amount field. If there is no balance due,
enter 0.00 in the Amount field.
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o Enter the date you returned any funds due to your Agency or the Expense Report date if
there is no balance due in the Date field.

e Attach a copy of any 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.

e Click Save

The Cash Advance Return now shows on the Expense Report.

o 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.

+« In our example, there was no cash due back to the Agency so the Total

Amount and Total Requested are the same. If money had been due back to

the Agency they would not match.

Test 1/14-31

(¥) MNew Expense Details ~ Receipts - Print / Email ~

Exceptions

Expense Date Amount Exception

N/A Expense reports should be submitt
Fixed Meals 01/13/2014 327.00 The Transaction Date is Greater tha
E)(penses Move = Delete Capy Wiew = [«
1 Date - Expense Amount Requested

Adding New Expense

01/31/2014
Q Advance Retu o

01/29/2014 i
I:l Personal Car Milea $70.00
01/17/2014 Rental Cars Onl
¥
O @‘ Hertz, Atlanta, Geol $125.00 $125.00

0/17/2014 ot

o> @‘ ) Ocean Hotel, Savan e e

01/17/2014 Fixed Meals

Savannah, Georgia 2175 $2L.75

01/16/2014 Fixed Meals

savannah, Georgia 520.00 00

01/15/2014 3
Fixed Meals $20.00 Yoo
CUTSTANDING ADVAMCE TOTAL AMCUNT TOTAL REQUESTED

$2.00 0 $80§:?5 $803.75 -

e When you are ready to submit the Expense Report, click on Submit Report,
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5. What if my new supervisor doesn’t show up in my approval flow?

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.
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