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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 Onthe 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 Receipk Store Wiew Cash Sdvances  Mew Cash Advance

Nov 3-16 Travel Delete Report Submit Report
@ Mew Expense Details - Receipts = Printf Email = E] Hide Exceptions
Exceptions A
Expense Date Amount Exception
. . ~
Cffice Supplies 11032002 40m The Tmn=ction Date is Greater than 30 days o, Please be more timely in your expenss submissions.
Fersonal Car Mil.. 110452012 12432 The Tanmction Date is Greater than 30 days ol. Pleass be mors timely in your expenss submissions. ¥
Expenses Dekte Copy View v 4 New Expense Receipt Store
Date - Expense Amount Requested
i Ex|
| Adding New Expense PENS= pers

To creabe @ new cxpense, ol i tyoe helaw ar hipe the expense bipe i the field
11/13/2012 Fixed Meals $21.00 $21.00 5 ahove TosddmiTERshng expense, cick the expense an the T5T 0 3

Moultrie, Gecrgia

11272012 Fixed Meals @ Recently Used Expense Types

Vakdos, Geomi $21.00 $21.00

Cash Adwvance Return Personal Car Mileage Miscelanecus

11,08/2012 Personal Car Mileage

$137.09 $137.09 I Hotel
11/08/2012  popey All Expense Types
> 0‘ () ComfaortInns, Savannah, Geogia $230.00 $230.00
1082012 Tols 100 s100 Transportation
Savannah, Georg@ " " Personal Car Mikage
11 012 i
1o Personal Car Mileage $131.54 $131.54
OO (AT - - b
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.

o 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.

0 Click on Mileage Calculator to continue
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Nov 3-16 Travel Delete Report Submit Report
| (%) Mews Expense || Details +| Receipts = | Print/Email ~ "B show Exceptions
Expenses Dekete Copy  View v Mew Expense | Rereipt Store
[ Date ~ Expense Amount
: d Wiew Rei Rates
Adding Mew Expense BExpense Type Tmn=ction Cate
117137012 Fixed Meals A~ |Personal Car Mileage S 1171372012
N n $21.00 $21.00
Woutris, Gecrgi Purpose of the Trip I T
11/12/2012 Fizced Piaaks |N0rmal Travel ‘
Waldost, Geongi F21.00 F21.00 )
To Location Payrnent Typs
11/08/2012 ileage |
Personal Car Mi $137.09 $137.09
Distance : Armount Trip Type
11/08/2012  Hotel |o : 0,00 usp | ¥ ‘In-State Travel &5
> G ‘ () ComfortInns, Savannah, Georgia $230.00 $230.00
Comment
11/08/2012  Tolk
Savannah, Secgia $1.00 $1.00
11/07/2012 i
Personal Car Mileage $131.54 $131.54
11/06/2012  personal Car Mileage $17.64 $17.64 ehicle 10 Humber of Passengers
Personal Car Tierl ¥ | o
11/06/2012  Tolk BT e
Savannah, Geogia $1.00 $1.00 a
11/05/2012 il
Personal Car Mileage $252.53 $25L53
11/04/2012  personal Car Mileage $124.32 $124.32 Mileage Calculator
11/04/2012 T
‘ Warner Robins, Geog@ #1.00 #1.00
-
TOTAL AMOUNT TOTAL REQUESTED m ™ Attach iot || Cancel
$1,088.12 $1,088.12

¢ If the following screen appears select Yes.

Flease Confirm X

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

=l - -

e The Mileage Calculator screen opens. This screen is used to enter your travel rout for
the specified day.
o Enter your starting point in box A and press the Tab key or click in the next box.
0 Continuing entering the legs of your trip in each box.

» |f you do not have an exact address, enter the city and state and the system
will calculate the distance to the center of that city or town. You can make
adjustments to this later.

» This can be useful if there is a law or regulation prohibiting you from
entering a specific location address

» The red and tan 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.

» Enter the route as you drove it.

= |f 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.

= Avisual of your trip appears on the map and the system calculates the
distances between points.

o0 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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¢ 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

Lafayeite . £
‘ [ avoid Tatis [ Awmid Highways ¥ Elljay
)
Waypoints Distances Personal € > (%)
@ 100 Spring Drive, Roswell, 54 30075, U
136)
6LIMI[ | . 4 B (1)
{8 2 East Main Strest, Rome, GA 30161, US Suf [fﬂ lerville e
164 ML [ . Daw
e
€ Cedartawn, GA 20125, USA } ava L+ _
. .
@ Main Line Rosd, Rockmart, G& 30153, U i
d
Canton
@ | | Cum
Cakubte Route Maks Round Trip i
Woodstock
Directions haretia
Kennesiw ell
B kmart Dul
@ 100 Spring Dree, Romessl|, GA 30075, USA = : Marig SSI“Idy etcross
Dallas Springs
§2.0 mi - about 1 hour 12 mins SO
1. Head north on Spring Dr toward GA-120 E Het Mablaton "f_‘;”.:ns
2 Tum keft ono GA-120 W &8 mi i
3. Exit onto GA-120 Loop W/North Marietta Plwy ME toward 15 mi 5 VilkRica. Douglasvilla Atldnta
1.75 M i, iremen
4. Turn right 12 merge ontoI-75 M 245 mi 2 East Point
£ Tala it 1 fmr (L HE W na i Forest Park
< ‘
Carrallton Riverdale

|:| Deduct Commute

5|]Page

TOTAL BUSINESS
91.5 MI

TOTAL PERSOMAL |

0.0 MI(

Wiap data @013 Google - Terms of Use Reporta map smor

Add Mileage to Expense [l

Cancel

Click Deduct Commute:
o 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.
= If 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.

0 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.

0 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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tdileage Calculator ol %

I:‘ Awoid Tolls I:‘ Avoid Highways

»
>

Waypoints Distances Personal ¢ » =
@ 100 Spring Drive, Roswell, G 30075, Us %)
Calhoun -
} 619 MI D Su g Erville Jasper
@ 2 Estt Main Strest, Rome, G& 30161, US ﬁ
_J Dav
13.4mI[ |
© Cedartown, Ga 30128, USA |+ AdaighiRe
} 11.2 M [ | = (a01)
@ Main Line Road, Rockmart, Ga 30153, U y
} 9IMI[ ] Canton I
LT
{® 100 Spring Drive, Roswell, G 30075, L
@ el Waoodstack
. [Elpharetta
Cakubte Route "
Ceda Ve
Dl
Deducted Com mute Distance Norcross

Home

100 Spring Drive, Roswell, Ga 20075, 1L Marth

Office

c, Douglasville
200 Piedmont Avenue SE, Atlanta, GA 3 [oeduct Rg Bremen Villa Rica
2 East Point
Directions w Forast Park
Carraliton Riverdale

TOTAL PERSCINAL TOTAL BUSINESS

21.5MI 1193 MI

Deduct Commute Jonesboro

Wbp data EE013 Godgle s Terms of Use Reports map emor

Add Milage to Bxpense [T

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
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Mileage Calculator o
Crpay
[ awoid Tas [ Avoid Highways
A (
Waypoints Distances Personal % < > =
'@ 100 Spring Drive, Roswell, GA 20075, LI (138)
Calhoun "
} 61.9 ML I:l Suf g Erville Jasper
@ 2 East Main Street, Rome, GA 30161, US @
_J Dan
18.AR[ |
@ Cedartown, G 30125, USA .+ Adawsrige
} 112 M )
@ Main Line Road, Rockmart, GA 30182, U
} A9IM[ Canten T
un
@ 100 Spring Drive, Rozwell, G& 30075, L
@ e Woadstock
" (E)pharetta
Cakubte Route e \
= Du
Deducted Com mute Distance | Morcross
Home Smyma
100 Spring Drive, Roswell, GA 30075, L P Morth
} . Mableton aa T
Office _ Douglasvilla
200 Fiedront Averue SE, Atlants, 583 )0 educt Raund Tri| Bremen Villa Rica
.20 East Point
Forest Park
. . w
Directions 5 Canaiin LIV

Deduct Commuts

TOTAL PERSONAL |

43.0 ML

TOTAL BUSIMNESS

97.8 MI

Jongsbhoro

Bp data ER013 Godgles Temms of Use\ Reporta map emor

Add Mileage to Expense [

Cancel

o 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
o0 The Distance and Amount are populated from the Mileage Calculator
e 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.

e 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

Nov 3-16 Travel

Wiewe Cash Advances

Mews Cash Advance

Delete Report Submit Report

[@ Mews Expense ] Details + | Receipts = Print/Email = as_ho:\tace_ptgns_
Expenses " Dekete | a:;p; I™s o Expense Receipt Store |
O Date - Ex Amount ested
L = Eed Wiz Beimbursement Rates
C 1171372012 Fixed !\"Bk $71.00 $21.00 — Expense Type Tan=ction Date .
Moultrie, Gecrga |Personal Car Milzage 25 |11,"13,.'2012 B|
e L i $0.00 $0,00 Purpose of the Trip From Location
Marmal Travel 100 Spring Drive, Roswell, G 075,

L The Tmnmction Date is Greater than 20 days old. Please be more timely in your expense Ty —— Payment Type

subriszions.

Missing required field: From Location, To Location. IMain Line Road, Rockmart /5% 30152, 35

~ Disance : Amount Trip Turpez

1L1Z/2012  Fixed Meals
C Valiost, Georgi $21.00 #2400 |9s : 5439 A ¥ |In-State Travel o
C 11/08/3012 Personal Car Mileage $137.09 #1709 Comment

1L08/2012  poger
o> ‘ () Comfort Inns, Savannah, Gecrgia $230.00 $230.00

11,08,2012
C :J:n niah, Geomgi $1.00 $1.00 Wehick ID Murnker of Passangers

Personal Car Tierl ~ o

11072012 i

[ Personal Car Mileage $131.54 $131.54 Distance o Date:
0

B 11/06,2012 Personal Car Mileage $137.64 $137.64

11/06/2012 Tolk =
C Savannah, Georga $1.00 $1.00 Milea e Calculator

11/05/2012 i
C < Personal Car Mileage $252.53 $252.53
= 11/04/3012  personal Car Mileage PR — W

TOTAL AMOUNT TOTAL REQUESTED m _Aﬂ:ch_lle:e; [ cancel
1 nCel
$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.
e Repeat this process for each day you claim Personal Car Mileage

My Concur Request Expense Profile

Yiew Reports

Mew Expense Report  Wiew Receipt Store

“Wiew Cash Advances

Mews Cash Advance

Mov 3-16 Travel Delete Report Submit Report
| ewr Expense etails | eceipts = Prin mail - | oy Exceptions ]
Mew E: Cretail R t Print / Email Showe E 1
Delkete  Copy | View = | «| ew Expense | Recei e |
penses New E [P
| Date - Expense Amount e
F Expensze
Adding New Expense . <
i To cregbe g new expenss, click the anoropriobe cxpense ipe belaw or bene the xpense ine in the
C 11/13/2012 Ficeed Mlcals $21.00 $21.00 = fiald ahove To edit an sxisting expense, lick the sxpense an the left side of the page.
toulirie GecngE " "
= 11/13/2012  parsonal Car Mik a5 3 @ Recently Used Expense Types
Perzonal Car Milkage Cash Adwvance Return
1L12/2012  Fixed Meak
O Vakosts, Georgn ¥21.00 ¥21.00 Miz-elanecus Tolls
11,/08/20132 leage Hotel
C 108 Fersonal Car 1A $137.09 $137.09
111081701 All Expense Types N
Hotel
o> A€ O comfortInns Savannah, Geoga $230.00 $230.00 Business Promotions
11 2012 K
C SOB 15':\::““’ - $1.00 £1.00 Crther Promaotional Expenss
Trade Shows
11 2012 ileage
C 07 Fersonal Car 1A $131.54 $131.54 Cash Advance
Cash Advance Return
C 11/06/2012 Personal Car Mileage $137.64 $137.64
h h Comm unications
11 2012 Cellulr Phone
C 108 Tols . $1.00 $1.00
Savannah, Gecrgi
Internet Changes
11/05/2012 i =
C ‘ Personal Car Mileage $352.53 $I52.53 Local Phone
Long Distance
C 1110473012 Personal Car Mileage $124.32 $124.32 °
‘Com pany Car Expense
b
A icracnme o — Company Car Fuel
TOTAL AMOUNT TOTAL REQUESTED
Cormpany Car Maintznance
$1,142.51 $1,142.51 i v
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2. How do I access Travel Allowances (meals) if | selected No to Travel
Allowances when | initially created my expense report?

Open the Expense Report you want to add Travel Allowances to.
o Click on the Details tab
e Click on New ltinerary

» Expense Center - William © %

<« C fi 2 htps/implementation concursolutions.com/Expense/Client/defaultasp Ay =
E Google (] Imported From IE
welcome, William Abercrombie @ Help | Log out
-
. &
Georgia

My Concur  Request | Expense | Reporting  Profile

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

Instate Travel 7-16 to 31 Sgl

{ Mew Expense Details = Receipts = Print f Email = { Hide Exceptions
B 2 3

Exceptions Report ‘ =
Expense Da Report Header
Fixed Meals 07y Totals reater than 30 days old. Please be mare timely in your expense submissions, i
o Audit Trail j m ] v

Approval Flow I P 1

€ Wi | New Expense Receipt Store

Expenses Comments SN M P :

E Date ~ ant Requested —
: Cash Advances [ e Expense 5 |
Available o A To cregte @ new expenss, dick the appropnate expense type below or type the sxpense
0 Assigned 36.00 $36.00 [ time in the field above, Toedit an existing expense, dick the expense on the isft side of the B
‘ page.
Allocations
0712642013 = @ Recently Used Expense Types
O <€ Allocations 3.46 $173.46
Personal Car Mileage
. 0712442013 Travel Allowances B
. 45.77 $45.77 Talls
‘ News Itinerary
Rental Cars Only
0712312013 Available [tineraries
o 4 ) 28.00 $28.00 _ Hatel
e Expenses & Adjustments L
4 i | Parking

All Expense Types

$£357.00 £357.00 <

Reimbursable Allowances Summary ‘ TOTAL REQUESTED
_https:f/\mp\ementat\on.concurso\ut\ons.com/Expense/Client/default.asp#

e Proceed as usual to enter Travel Allowances for travel days with No Overnight Stay
(Single Day Itinerary) or With Overnight Stay (Standard Itinerary)

3. How do | add an additional approver to the workflow?
e 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.

9|Page TeamWorks Travel & Expense Version Date: 01/10/14
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W

Approval Flow for Report: ttt 8/17

Authorized Approval:

Thornton, John A, . X

State Head Approval

Back Office Approval:
C -
.

Submit Report Cancel

Note the blue arrows available for each level of approval.

{this step muay be skipped)

0 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:
= #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.

R/

% 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.

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

e

Approval Flow for Report: NW GA Review 8-1 X

Authorized Approval

Thornton, John A, |&]| %

User-Added Approver
2| x
State Head Approval:
& | x
Back Office Approval:
ISR ha
< >
Submit Report Cancel
TeamWorks Travel & Expense Version Date: 01/10/14
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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.

Approval Flow for Report: NW GA Review 8-1

Authorized Approwval

[
X

Thornton, John A.

User-Added Approver:
E
:Haidet, Chloe A, fnoemail@georgia.gov)
Clarke, David R, [Clarkedr@audits.ga.gov]
Elaha, Edward F. (blahaef@audits.ga.gov]
Balton, lanet L. fnaoemaili@georgia.govi

[
X

[
X

Thorntan, lohn A, (tharnton@audits.ga.govi

Whitesides, Michael L. fwhitesid@audits.ga.gov]

Boyd, Roger W, (SA0_COMCUR@sao.ga.govi

(SAC_COMCUR@sao.ga.gov] — - — bt
»

Hinton, Russell v

Search Approvers By ™

Submit Report Cancel

4. What should I do if | have access to a less expensive hotel rate than
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.

SAO has an online form allowing you to send this directly to the TTE Travel Group.
http://sao.georgia.gov/online-booking-tool Select Recommend a Hotel!

5. How do I import Smart Expenses into an Expense Report?

o Use the My Concur tab and the Active Work section or the Expense tab and View
Reports .

o Click on an existing Expense Report to open it.

Active Work

Mew Expense Report “iew Reports

Expense Reports (1) | Cash Advances (0]

Report Mame Status Payment Status Report Date Requested Amount
‘ Trining April 2012 Mot Subrnitted Mot Paid 06052013 J000

Trining Test

11 |Page TeamWorks Travel & Expense Version Date: 01/10/14
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o The Expense Report Opens
o 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

Traini ng Apri 2013 Delete Report Submit Report

‘ | (@) Mew Expense | Import Details - Receipts = Print/Email -
i | Receipt Store

Expenses Dekete Copy View v W Mew Expense

Date - Expense Amount Requested

B
ing New Expense

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

o The Smart Expense window opens
o Click on the check box next to the expenses you wish to add to this expense report
¢ 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 Delete Report Submit Report

|® MewExpense || Import | Defils - Receipts - Print/EmET—

Expenses Deki=  Copy | Wiew - | Smart Expenses -1
= Rate - Experee O Requested All Cards ~| Impart <1 Match | Unmatch || Delete

Adding Mew Expense

: Expense Detail Expense Date Amount

= Corporate Card Charges

S Alaska AirlinesInc...  Aitars O4/18/2013 710
v @ Travel, Inc. Duluth  For Trawel Agent D4/ 16/201 3 chrd
@ Travel, Inc. Duluth  For Trwel Agent 04162013 il
@ US Airways Airfare 0416201 2 1480

o Click on the Import tab in the Smart Expenses box

o Ifyou 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

My Concur Travel Expense Reporting Administration Profile

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

Trainin g April 2013 Delete Report Submit Report

[@ MewBExpense || Import || Details +| Receipts - | Print/Email

Expenses Dekte  Copy | View v & Smart Expe A

Date - Expense Amount Requested [ Cards v|[ Import | Match | Unfnatch || Delete

Mﬂ Mew Expense
: b e Ex To Current Report Date Amount

= Corporate Cargl Charg To New Report

v e Dlacka Dirlinge Toc Aifare 4182012 447180
& e Travel, Inc. Duluth Far Trawel Agent LG2013 kelird
6 Travel, Inc. Duluth For Trawel Agent 4162013 Pz
(] US Airways Airare O4/16/2013 31450
12| Page TeamWorks Travel & Expense Version Date: 01/10/14
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o Click OK on the Smart Expenses dialogue box that pops up

Smart Expenses X‘

The selected items have heen successfully imported
as expenses.

[ mever show this prompt again

=) KN |

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

o If you see a Red Exception Flag on any expense, you must resolve the issue or
the expense report cannot be submitted
o 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 Adwances  Mew Cash Sdvance

Training April 2013

Delete Report Submit Report

[ MewBxpense | Import || Details = Receipts +| Print/Email = "[1] Hide Exceptions |
Exceptions =
Expense Date Amount  Exception
Airtare /18013 447180 B This expeanse has no matching tawvel reszration. Pleass import tips and apply the booking or uss the expenss eport comments toeplin why thee was no ’_‘
rezervation made for this expense. 2
Expenses Dekte  Copy | View = | Smart Expenses -
[ Date ~ Expense Amount Requested Al Cards | Import -] _r;h_t_ch“ W _Eln_r_na;:gh“' Delete
Adding New Expense i .
; Expense Detail Expense Date Amourt
04182013 pirfare -
ane Alaska Airines Inc. © 47180 $471.80 | |5 Corporate Card Charges
O4/16/2013  Foy Travel Agent [S) Travel Inc. Duluth  For Trawel Agent 04162013 il
$9.02 $9.02
(=] Travel Inc, Duluth, (=) US Rirways airfars 04162013 @4z
< |2
TOTAL AMOUNT TOTAL REQUESTED
$480.82 $480.82
o The Expense data for that item will appear
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Wiewe Charges  “Wiew Reports  Mew Expense Report  Wiew Receipt Store  VWiew Cash Sdvances  Mew Cash Advance

@ Mew Expense Import Details - Receipts = Print / Email - E] Hide Exceptions
Exceptions =
Expense Date Amount Exception
A~
Aifars 4182013 47180 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
reseration made for this expenss, 3
Expenses Delete  Copy | Wiew v % Expense
-~
Date ~ Expense Amount Requested Expenss Type e =T Ea
4182013 pirfare Airfare ¥ 04182013
H(HE  Abskafiines Inc. Seattk Wi USA EZLED CELEY
Purpose of Trip Ticket Murnbesr
This expense has no matching trwel reseration. Pleass import trips and apply the booking Training Test 0277179905650
Cd o use the expense report commeants to exphin why there was no reseration made for this
epense, ‘endar ‘endar Mame
Airplus billed expenzes shoul not be submitted without applying assocted itinermry and ~  Alagka sielpec Tn, Seattle Wia LSS
credit card smart expense information.
Mizzing required fizld: City. Airline TAvel Sanice Code
04/16/2012 Select ane
For Travel Agent
Trvel Inc. Duluth. Minnesm .02 .02 Fayment Type
47 1.80 Ushr | ¥
[ persanal Expense [do not reimburss) TP Type
Qut of State Travel 25
v

TOTAL AMOUNT TOTAL REQUESTED
$480.82 $480.82 } ftemize | | Attach Receipt | | Concel

o Enter any missing required data.

e 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.

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

e 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.

¢ Whatever the reason, be specific in your explanation.
o Attach any required receipts

o Click on Save to update the Expense Entry.

6. What’'s New in TTE
A. Rental Car Reservations in TTE.

Reservations for rental cars should be made through TTE and not via the vendor portals.
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