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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
window; 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, the Recently Used Expense Types will appear
above the listing of the All Expense Type list.

My Concur Request Expense Profile

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

Nov 3-16 Travel Delete Report Submit Report
(3) Mew Expense Details - Receipts - Print / Email = [E] Hide Exceptions
Exceptions =
Expense Date Amount Exception
) ) A~
Cffice Supplies 11032002 §30m The Tmnmction Date is Greater than 30 days oid. Please be more timely in your expenss submissions.
Fersonal Car Mil.. 110452012 12432 The Tanmction Date is Greater than 30 days old. Please ke mone timeky in your expen s= submissions. ¥
Expenses Dekte Copy View v Mew Expense Receipt Store
Date - Bxpense Amount Requested
i Ex|
| Adding New Expense FPEMS= | pers

112012 Fixed Meals
Moultrie, Gecrgia

To cregbe @ new Sxpenss, ol E Below or type the sxpense e in the fisld
$21.00 $21.00 abale, # existing expense, click the expense an the left T 3

@ Recently Used Expense Types

117122012 Fixed Meaks

Vakosts, Georgia $21.00 $21.00

Cash Advance Return Perzonal Car Mileage Miscelaneous
11/08/2012 Personal Car Mileage $137.00 $137.00

[ Hotel

y WWOD2  poter
0‘ () ComfartInns, Savannah, Geogia

Transportation
1L08/2012  Tolks
Savannah, Geogia $1.00 $1.00 Personal Car Milkage
11072012 Personal Car Mileage

$230.00 $230,00 All Expense Types

$131.54 $131.54
1400 - fe mme b
TOTAL AMOUNT TOTAL REQUESTED
$1,088.12 $1,088.12

o The New Expense for 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.

0 Click on Mileage Calculator to continue

Page 3 of 20

rereee

TeamWorks Travel & Expense



I.z FAQ Spotlight
| . QJuIyp2013 J

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
¢ If the following screen appears select Yes.

9 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 route for
the specified day.
o0 Enter your starting point in box A and press the Tab key or click in the next box.
o0 Continuing entering the legs of your trip in each box.
= |f you do 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.
= 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.
= 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

;’j \';,,%
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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

- [ awoid Tans [ avoid Highways

Waypoints

@ 100 Spring Drive, Roswell, G4 30075, Uk

{8 2 East Main Street, Rome, G4 30161, LS
{8 Cedartown, GA 30125, UsA

@ Main Line Road, Rockmart, G4 30153, U

) - )
Cakubte Roug

Directions

@ 100 Spring Driee, Rosesll, oA 30075, US4

62,0 mi - about 1 hour 12 mins
1. Head north on Spring Dr toward GA-120 E
2. Turn keftonto GfA-120 W

2. Buit ontoGA-130 Loop W/ korth RMarietta Plovy ME toweand

I75 W
4. Turn right to menge onto I-75% N
T Tala ot PO for (20 W LA

D Deduct Commute

Lafayette
Di P [ -
istances ersona { }
slami[ | |
Su| ﬁ erville
1840 [ | r
e
'---’
} 12

TOTAL PERSOMAL |

0.0 MI{

Ced

28 mi
15 mi

20

245 mi
na rai

TOTAL BUSIMESS
91.5 MI

o Click Deduct Commute;:

136)
Calhoun (138)
Jasper
Daw
Adairswi
(a1
C
Canton
Curr
Waoodstock
haretta
Kannesiw el
kmart Dol
I Sand‘f Morcross
Dallas Spiidgs
Smyma
Mableton ?T;n:l”s
Douglasville
Bremen Villa Rica g Atldnta
East Point
Forast Park
Camallton T

hiap data E2013 Google - Terms of Uze Rsportamap smor

Add Mileage to Expense [l

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.

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.

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.

E‘iwif 20
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hileage Calculator

D Awoid Tolls D Avoid Highways

Waypoints Distances Personal %

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

} 6LAMI[ |
@ 2 East Main Street, Rome, GA 30161, IS

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

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

} 9.3 M

{© 100 Spring Drive, Roswel, GA 30075, L

®

Calcubte Route

Deducted Com mute Distance

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

office } 21.5 MI

200 Piedrmont Awenue SE, Atlanta, G4 2 |:|Deduct Round

Directions

Deduct Commute

TOTAL PERSOMAL TOTAL BUSIMESS

21.5MI: 1193 MI

?

< 2
N 4
(138)
Calhoun .
Sy @ erville Jasper
,_J Daw
+ Adairsville
L -
(a01
Canton
Curr
- Woodstock
" {E)pharetta
da A
G Dul
Morcross

Spriggs

Smyma
Mableton h,!;n;”s
sl i b Douglasville
@ East Point
Forast Park
Camaliton Riverdale

Jonesborg

hap data EE013 Godgle » Terms of Use Reports map smor

Add Mileage to Expense  [ERT L

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

commute.

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.

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

o Click Add Mileage to Expense

6@9} 20
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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
} 1.2 M1 [ . (aa1)
@ Main Line Road, Rockmart, GA 30153, U
49.3 MI Canton
} D Cun
@ 100 Spring Drive, Roswell, GA 30075, Ut
i) - Woodstock
m [Elpharetta
Cakubts Routs -
Cedd e
Ou
Deducted Com mute Distance | Norcross
Home
100 Spring Drive, Roswell, G4 30075, LU: North
} BT aga TEIGIH
Office _ Douglasvillz
200 Fiedmonit Averue SE, Allsrts, 583 [FDeduct Round Trij Bremen VillaRica
0 East Point
i i Forast Park
Directions W N
3 Camaliton Riverdale

TOTAL PERSOMAL TOTAL BUSIMESS

43.0MI  97.8 MI

Jondshoro

Deduct Commute

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

Add Mileage to Experse  [RIRE T =

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

o The From and To locations are populated from the Mileage calculator data
0 The Distance and Amount are populated from the Mileage Calculator

e |f you need to attach documentation such as the DOAS Car Cost Comparison click on
the Attach button and follow the prompts or click on Receipt Store if you have uploaded
receipts into it. Attaching documents or receipts is the same for all Expense Types.

e 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.

‘ﬂaif 20
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My Concur

View Reports

Request

Expense Profile

Mew Expense Report “Wiew Receipt Store

Nov 3-16 Travel

| @ Mew Expense ||

Expenses

O Date ~
11/13/2012

B 3
11/13/2012

[

subrmiszions

Details » |

Expanse

Fized Reals
Moultrie, Gecrga

Personal Car Mileage

Receipts = ]

Print / Email |

| Delete ||

Amount

$21.00

#0.00

The Tmn=ction Date is Greater than 20 days old. Please ba mone timeky in your expenss

Mizzing required field: From Location, To Location.

1122012 Fixed Meals

C Wakosta, Georgl $21.00

B 11/08/3012 Personal Car Mileage #117.00
11/08/2012  poter

o> ‘ () Comfort Inns, Savannah, Georgia $230.00
1L08/2012  Tols

C Savannah, Geomi $1.00
11 2012 i

= JOF Personal Car Mileage $131.54
11 2012 i

C S0y Personal Car Mileage $137.64
1L06/2012 ol

C Savannah, Georgia $1.00
11/05/2012 i

C Personal Car Mileage $252.53

— 11/04/2012 Personal Car Mileaoe PP

TOTAL AMOUNT
$1,088.12
[ ]
Report.
[ ]
My Concur Request Expense Profile

View Reports

Mew Expense Report  Wiew Receipt Store

Wiewr Cash Advances

Wiew Cash Advances

$21.00
$137.09
$230.00
$1.00
$131.54
$137.64
$1.00

$I5253

TOTAL REQUESTED

$1,088.12

Nov 3-16 Travel
@ Mewy Expense Details = Receipts = Print/Email =
Expenses Dekte Copy View v 4
[ Date ~ Expense Amount Requested
Adding MNew Expense
117132012 Fixed Meals A
C Mot Seni F2L.00 $21.00
117132012 i
NED Personal Car Mileage 54,39 $54.39
11/12/2012  Fixed Meals
C Valdos, e F2L.00 $21.00
11,08/2012 i
O o8 Personal Car Mileage $137.09 $17.09
1082012 pgtel
o> ‘ () Comfort Inns, Savannah, Geogia $230.00 $230.00
11/08/2012 Tolls
C Savannah, Georg@ $1.00 #1.00
117072012 i
C o Personal Car Mileage $131.54 $131.54
11/06,2012 i
[ S0 Personal Car Mileage 131764 11764
11/06/2012 Tols
C Savannah, Geomia $1.00 $1.00
11/05/2012 i —
[ Personal Car Mileage $252.53 $252.53
11/04/2012 i
C S04 Personal Car Mileage $124.32 $124.32
v
TOTAL AMOUNT TOTAL REQUESTED
$1,142.51 $1,142.51

“

Mewr Cash Advance

Delete Report Submit Report

" show Exceptions

Tan=ction Cate

11132012 Bi

m Location
100 Spring Drive, Roswell, G4 30075,

Expense | Pecsipt Stare
Wiews Reimbursernent Rates

Expensze Type

|Personal Car Mileage e
Purpoze of the Trip
|N0rma| Travel

o Location Payment Type
Main Line Road, Rockmart, GA 30183 ¥

rEnce : Amount Tripy Type
a8 ¢ G429 USCr ¥ In-State Travel 25
Comrment

Wehicke ID Mumkber of Pasengers

Personal Car Tierl ¥ oo

Distance to Date:
o

m' Attach Receipt | | Cancel |

When you are done, click on Save. This will update the entry and place it in the Expense

Repeat this process for each day you claim Personal Car Mileage

Mew Cash Advance

Delete Report Submit Report
"B show Exceptions

Mew Expense Rieceipt Stone ]

Expenze s

T cregte o new expense, dlick the appropriote expense tpe below or type the expense type in the
field abave, Toedit an existing expense, dick the cxpense an the Teft side of the page.

ecently Used Expense Types
R ly Used Exp Typ

Perzonal Car Milkage Cash Adwvance Return

Miscelaneous Tolls

Hiotel
All Expense Types

Business Promotions
Cther Promotional Expense
Trade Shows

Cash Advance
Cash Advance Return

‘Comm unications
Cellular Phone
Internet Charges
Local Phone
Long Disance

Com pany Car Expense
Company Car Fuel

Company Car Maintenance

TeamWorks Travel & Expense
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2. 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

Mews Expense Report “Wiew Reports

Expense Reports (1) | Cash Advances (0]

Report Mame Status Payment Status Report Date Requested Amount
‘ Training April 2013 Mot Submitted Mot Faid 06/05/2013 4000

Trining Test

o The Expense Report Opens
o Click on the Import tab

My Concur Travel Expense Reporting Administration Profile

Wiews Charges View Reports  Mew Expense Report Wiew Receipt Store  Wiew Cash Advances  Mew Cash Sdvance

- @ WewEpense || tmport | Detalls « | Receipts | Frint/ Email
e = P

Expenses Dekte  Copy  View v Mew Expense

Date - Expense Amount Requested u

Expens=
MNew Expense

B B T RS S G O B T o)
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 Receiph Store  Wiews Cash Advances  Mew Cash Sdvance

'®NewExpense | Import || Details + | Receipts = | Print/Email[ =

Expenses Dok Copy | Wiew = | [ Smart Expenses =
___________________ Date - Ecpapcs o Requested All Cads | Import - Match | Unmatch | Delete

Adding Mew Expense

H Expense Detail Expense Date Amount

= Corporate Card Charges

¥ & Alaska RirlinesInc... Airfare 04/18/2013 @
CA S Travel Inc. Duluth  For Trawel Agent 041672013 i
Oe Travel Inc. Duluth  For Trawel Agent O4/16/201 3 e

C) US Ainvays Airfare 4162013 41480

o 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

Paégﬁéf 20
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My Concur Travel Expense Reporting Administration Profile
Wiew Charges  Wiew Reports  Mew Expense Report MWiew Receipt Store  “Wiew Cash Advances  Mew Cash Advance

Training April 2013 Delete Report Submit Report

(%) Mew Expense | Import | Details + | Receipts v | Print/Email ~

Expenses Dok Copy  Wiew v €| Smart Expenses =
______ | .| Date- Expense Amount Requested  [aicams o | Import «| Match | Unmatdh | Delete

,dd:fm Mew Expense

H b o =3 To Current Report Date Amount

3 Corporate Card Chire To Mew Report

CA S lacka-Riskings1 Lidia 041842013 @TLE0
¥ s Travel Inc. Duluth  For Travel Agent O4/16/2013 oz
[S) Travel Inc. Duluth  For Trawel Agent /16013 ja0z
(=] US Ainways Airfare 4162012 {41480

o Click OK on the Smart Expenses dialogue box that pops up

Smart Expenses X ‘

The selected items have been successfully imported
as expenses.

[ Mever show this prompt again

_— |

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

o If you see a Red Exception Flag L 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 Adminigtration 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

@ Mews Expense | Import | Details - Receipts - | Print/ Email - [E] Hide Exceptions |
Exceptions =
Expense Date Amount Exception
Aitare 1803 P B This esopense has ne matching travel ressrvation. Pleass import trips and apply the booking o use the expense iepert comments b sqplin why thers was no 5
resenation made for this expense 3
Expenses Dekte  Copy | View =« Smart Expenses -
Date ~ Expense Amount Requested All Cards | Import - Match Unmatch Delete
Adding New Expense i .
: L1 Expense Detail Expense Date Amount
4182013 piddare
‘ HBDOEO  Assaaiineslnc. ¢ $#471.80 $471.80 | |5 Corpoiate Card Charges
O4/16/2013 Foq Travel Agent 0 e Travel Inc. Duluth  For Travel Agent /162013 el
$9.02 $9.02 | |
Travel Inc. Duluth, Os US Ainvays Airfare O4/16/201 3 41420
< ||
TOTAL AMOUNT TOTAL REQUESTED
$480.82 $420.82

o The Expense data for that item will appear

TeamWorks Travel & Expense
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My Concur Travel Expense Reporting Administration Profile

wiew Charges Wiew Reports  Mew Expense Report  iew Receipt Store  Wiew Cash Advances  Mew Cash Advance

Training April 2013

Delete Report Submit Report

(@) New Expense Import Details »  Receipts = | Print/Email = [] Hide Exceptions
Exceptions =
Expense Date Amount  Exception
~
Aifare 04125201 2 447180 “ Thiz expense has no matching tawel reseration. Pleass import trips and apply the booking or use the expense report comments 1o expRin why there was no
resenation made for this expense. 3
Expenses Deleta Capy View v Expense
A~
Date ~ Expense Amount Requested Expense Type Transaction Dats
D4/18/2013  pirfare Airfare v nd4/1nfe01z
ane Almska Airlines Inc. Saattie WA USA BTRED GERED
Purpose of Trip Ticket Murnber
Thiz expense has no matching tewel ressration. Pleass import trips and apply the booking Training Test 0277179905650
L o use the expense report commeants to exphin why there was no reseration made for this
Expense, Wendar Wendar Mame
Ajrplus billed expenses should not be submitted without appling assoc@ted tinemr and 2 Alaska SirlipesIo
credit card smart expense information.
Missing required fiek: City. Aitline Travel Service Code
o4r16r2012 Select one
For Travel Agent
Travel Inc, Duluth, Minnesct .02 #9.02 Payment Type a4
471,80 ush | ¥
i) s Expense [do not reimburss) TP Type
Out of State Trawvel G
hd
TOTAL AMOUNT TOTAL REQUESTED = Tomi Attach int Cancel
re ize Recei nce
$430.22 $480.32

o Enter any missing required data.

¢ 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.

e \Whatever the reason, be specific in your explanation.

o Attach any required receipts
o Click on Save to update the Expense Entry.

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

0 Click on Report Header

Page 11 of 20
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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
@ NewExpense || Details - | Receipts - | Print/Email - [F] Hide Exceptians
Exceptions Report =
Expance Lol Report Header i
Fized hieals 117 Totals erthan 20 days old. Pleass be more timely in your expenss submissions. )
Fioed heals 114 Audit Trail erthan 30 days old. Pleass be more timely in your sxpenss submissions ~
| i =
Approval Flow | Jem—
Expenses Copy View v ] Expense
O Comments t -
D=l Cash Ad Eenueste Expanse Type Trmnmction Date
11072012
O SO as. 'vances \ $131.54 A5 11/13/2012
Available . . -
11/06,2012 urpose ot e
B Assigned + $137.64 Mormal Trawvel
E 11/06/2012 Allocations | .00 Fayrnent Typs Arncunt
Allocations ’ 2228 el
11/05/3012 Trip Type Comment
L Travel Allowances 4 $252.53 T
o 11/04/2012 MNew 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 " "
B SO3. Office Supplies $30.00 s.00
abe -
TOTAL AMOUNT | TOTAL REQUESTED m .
ncel
41 NRK.1> 41 NRR_12 |
(=] |4

Report header for: Mow 3-16 Travel

Previous Comrment Visw All

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

Report Date Feport Mame Trip Ty Paolicy

110302012 (I | |No\r 3-16 Trawel In-State Trawvel
Trip &t Cate Trip End Date Purposs of Trip Comment
| 11032012 (I | | 11162012 | |N0rmal Trawal

Report Few Feport Curmency Approval Satus Payment Satus

42273 LS, Collar Sent Back to Employes Fat Paid
Wendor ID Spec@l Activity

0o003E1129

Requests Authorization Requests
s

L1 Request Mame Request ID Cancelled Request Total Amount Approwved Amount Remaining

Click on the check box next to the correct Request Name from the list that

appears

You may attach multiple Requests

Click Add

TeamWorks Travel & Expense
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Awvailable Requests %
L] Request Mame Request ID Cancelled Request Total Amount Appr.- Amount Rem..
[ annualCer Tmini.  3ELP Mo f1.17s00 4117500 4117500
[ socmiworkers Con. 3EIC Mo $2250m {22900 4225000
‘E Trip to Savannah .. 3EMA Mo $350,0 $350,00 435000
[ trdl 12151031 EHA Mo fzE000 fzE0m §30m
[ s comwention 1. 2ELL Mo 41500000 41,5000 41,5000
R
0 The Request name(s) selected will appear in the Requests area
o0 Click Save
[ ] I

Report header for: MNow 3-16 Travel

Previous Comment Wiew All

| Entered Ey Jlohn Thornton: Enter any comments necessary for the added Approver,

Report Date
11,/02/2012

Trip 5@t Date
| 1105 /2012

Report Key
42273

Wendor ID
oono3g112s

Feport Mame
C3 [Mow 2-16 Travel

Tripp End Dat=

(| |11,f15f2012
Feport Curmency
s, Dallar

Special Acthvity

Trip Ty
In-State Trawel

Purpose of Trip
(| |N0rma| Travel

Approeal SEtus

Sent Back to Employes

Policy

Comrment

Payment SEtus
Mot Paid

Requesks Authorization Requests

Request ID
ZEIA

Cancelled

Request Total

425000

-

Amount Approved Amount Remaining
4350000 435000

(] Request Mame
[ Trip to S3vannah 1-T 1.

=) ==

o The view returns to the Expense Report and the approved Request is how attached

to the expense report.

TeamWorks Travel & Expense




I.z FAQ Spotlight
| . QJuIyp2013 J

4. 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  Requ Expense | Reporting  Profile

Yiew Reports  Mew Ex eport  View Receipt Store  Approve Reports Wiew Cash Advances  Mew Cash Advance

July 1-2 Travel OUt of State Delete Report Submit Report
() Mew Expense Details - Receipts = | Print/Email -

Expenses Report E copy Wiews v 4 New Expense Receipt Store
Report Header
O Date B P ant Requested BACIRRTG Date
Totals Cash Adwvance Return 7 &
[} 0740272013 Audit Trail 05.09 $105.09 Description Amount
Approval Flow Annual Cert Conference usp v
0770242013
] X Comments 185.00 $285.00
071032013 Cash Advances 50.00 $350.00 Cash Advances Assigned to Report
Available Amount
0702013 . Cash A... Foreign ... Excha... Amount Balance Used in
O ,! Assigned 05.66 $105.66 9 Report
Allocations
Allocations
Travel Allowances
New [tinerary
Awailable [tineraries
Expenses & Adjustments
Reimbursable Allowances Surnmary | ToTAL REQUESTED Altach Receipt Cancel

0 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 Adwvances s

July 1-2 Trip 070242013 $£1,200.00 1 $£1,200.00 $1,200.00

| Cash Advance M... Date Issued Foreign Amount Exchange Rate Amount Balance

Assign Cash adrance to Report Cancel

TeamWorks Travel & Expense
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0 The Cash Advance is then attached to the expense report, but nothing will appear in the
body of the Expenses Report

o Once you have attached a Cash Advance to the expense report, an expense type Cash
Advance Return appears under Cash Advances.

o Select the Cash Advance Return expense type

—

o C

Georgia

My Concur Reguest Expense Reporting Profile

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

July 1-2 Travel Out of State

@ New Expense Details Receipts Click to edit repart name and other details
E)(pen 585 Move - Delete Copy Wiew = | |4 Mew Expense Receipt Store
[} Date + Expense Amount Requested 9 Recently Used Expense Types ke
Addirg Mew Experss Huotel
| 0770242013 Personal Car Mileage £105.09 $105.09 Registration
Personal Car Mileage
07102/2013 Registration
O » pivirs $285.00 $285.00 Talls
07/02/2013 Hotel Rental Cars Only
o> D Renaissance, &sheville, North Caro $350.00 $350.00
All Expense Types
0770172013 i
D , Personal Car Mileage $105.66 $105.66
= Business Promotions
gOther Promotional Expense
Trade Shows
Cash Advance
Cash Advance Return
Communications
Cellular Phone
TOTAL AMOUNT TOTAL REQUESTED Internet Charges
$845.75 $845.75 Local Phone 2

v" The New Expense window refreshes to display a grid view that includes the
relevant information about each linked cash advance attached to the open
expense report

TeamWorks Travel & Expense
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o @

Georgia

My Concur  Request | Expense | Reporting  Profile
Yiew Reports  Mew Expense Report  View Receipt Store  Approve Reparts View Cash Advances  Mew Cash Advance

July 1-2 Travel Out of State

(®) Mew Expense Details ~ | Receipts = | Print/ Email -
E)(pen sas Mowe = Delete Copy Wiews T | 4 New Expense Receipt Store
|:| Date ~ Expense Amount Requested | Expense Type Date
Addirng New Expense Cash Advance Return 7 | El
[0 owoopz  Persomal CarMileage $105.09 $105.09 Description Amount
Annual Cert Conference usp | v
07/0242013 i i
O Registration $285.00 $285.00
QFC
it Hotel sh Advances Assigned to Report
0> D Renaissance, Asheville, Narth Cara $350.00 $350.00 9 R
Amgunt
07401/2013 i Cash A... Foreign .. Excha.. Amount Balance Used in
|:| 4 Personal Car Mileage $105.66 $105.66 Rephit
uly 1-2.. $1,200.00 1 $1,200.00  $354.25 $a4p.75
TOTAL AMOUNT TOTAL REQUESTED -
Save Attach Receipt Cancel
$845.75 $845.75

v The Balance field in the table indicates any unused amount that should have
been returned to the Agency.
Enter the date the Cash Advance was returned to the Agency
Enter the amount returned to the Agency. In our example it is $354.25
Attach any documentation or receipts
Click Save to update the entry
v" Note: If you did not have a balance, click the Cancel button to exit the Cash
Advance Return entry window.

O O OO

Page 16 of 20

o

TeamWorks Travel & Expense



I.z FAQ Spotlight
| . QJuIyp2013 J

X @

Gem;gicl

My Concur  Request | Expense Reporting Profile

View Reports  Mew Expense Report Wiewr Receipt Store Approwve Reports Wiew Cash Advances  New Cash Advance

July 1-2 Travel Qut of State

(@) Mew Expense Details = | Receipts = | Print /Email =

E)(pen -1 fdowe + Delete Copy Wiew v 4 Mew Expense Receipt Store
:D Date ~ Expense Amount Requested | Expense Tvpe Date
Adding Mew Expense ICash Advance Return » | E]

O 070272013 Personal Car Mileage $105.09 $105.09 Description Amount
Annual Cert Conference I uso v
07/02/2013 istrati
O 0 'éigc's"a"“" $2685.00 $285.00

V022013 pope

Cach Advances Assigned to Report
O > D Renaissance, Asheville, Morth Caro $35000 b35000
Amount
07{0172013 il Cash A... Foreign ... Excha.. Amount Balance Used in
| Personal Car Mileage $105.66 $105.66 feper
July1-2..,  $1200.00 1 $1,200.00 $354.25 $645.75
TOTAL AMOUNT TOTAL REQUESTED

$845.75 $845.7 5 | ve I Attach Receipt Cancel

0 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.

July 1-2 Travel Out of State

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

E)(pen (1-17 howe = Delete Copy Wiew v | € New Expense Receipt Store
D Date ~ Expense Amount Requested A
Expense ||
detirg Mew Eqpenise <
- Ta create a rew sxpense, Click the apprapriats expense type belaw ar tipe the
0 0770272013 Personal Car Mileage $105.09 $105.09 expense type i the field abave, To edit an existing expense, <lick the expense an
thie feft side af the page
0770272013 Registration
| OFC $285.00 $285.00 @ Recently Used Expense Types
0770242013
D > Hulel_ . N $350.00 £350.00 Cash Advance Return
' ' Hotel
Cash Advance Return
0770242013 $354.25 $0.00 Registration
0710152013 P I Car Mil
D ¢ Personal leage $105.56 $1“5.55 Briona ar Mileage
= Tolls
All Expense Types
Business Promotions
éOther Promotional Expense
Trade Shows
|| TSI | comnane
1 - - Cash Advance Return )

0 When you are ready to submit the Expense Report, click on Submit Report.
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5. How do | delete a Travel Allowance | entered incorrectly?
¢ Open the Expense Report you need to correct.
e Click on the Details tab
o Click on Available Itineraries under the Travel Allowances section.

Report

Report Header
Totals

Audit Trail
Approval Flow
Comments
Cash Advances
Available

Assigned

Allocations

Travel Allowances
MNew Itinerary

- Awvailable Itineraries
Expenses & Adjustments

Reimbursable Allowances Summary

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

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

Departure City Date and Times Srrrrmi-Siy Date and Time Arrival Rate Location

c Assigned Itinerarjes

=l Itinerary: Conference in DC 10-23 to 28
Atlanta, Georgia 10/23/2010 5:00 AM Washington, District of C... 10/23/2010 9:30 AM DISTRICT OF COLUMBTLA, L.,
10/25/2010 :00 PM Atlanta, Georgia 10/28/2010 10:00 PM FULTOM COUNTY, -

Washington, District of C...

Available Itineraries
Current kineraries W
Departure City Date and Time = Arrival City Date and Time Arrival Rate Location

Done

0 Click on the Itinerary you want to adjust in the Assigned Itineraries section.
0 Click on Unassign
0 The Itinerary clears from the Assigned lItineraries section

« The ltinerary in no longer assigned to this Expense Report

« The itinerary now appears in Available Itineraries

Pagé&ﬁ gf 20
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o If you wish to delete the Travel Allowance Itinerary from the system.
« 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 Mew Itinerary Available Itineraries Expenses & 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 Yeal | Delete Assign
Date and Time = Arrival City Date and Time Arrival Rafe
Alpharetta, Georgia 1072072011 7:00 AM Augusta, Georgia 1072072011 2:30 AM RICHMOMND COUNTY, US-.. A
Augusta, Georgia 10/20/2011 7:00 PM Alpharetta, Georgia 10/20/2011 9:30 PM FULTON COUNTY, US-GA, ...
= Itinerary: Conference P23
Atlanta, Georgia 10/23/2011 7:00 AM Washington, District of C... 10/25/2011 9:45 AM ALL OTHER DESTIMATIONS  a
Done
= Select the itinerary and click on Delete.
= Click on Yes in the Confirmation dialogue box.
e
Please Confirm X

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 Itinerary are now available for use on another Travel
Allowance.

TeamWorks Travel & Expense
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6. What's New in TTE

A. Travel Allowance Entry Changed to Accommodate the 7/1/13 Statewide Travel
Policy
There are four options when choosing data for the Selection field on the first Travel
Allowance entry of any expense report: 1. Multiple Day Per Diem, 2. Single Day Per
Diem, 3. Regular In State — Prior to 7/1/13 and 4: GSA Out of State — Prior to 7/1/13.

None of these options can be combined on one expense report, each requires a
separate expense report. Items 3 and 4 will be available for a short time only. These are
to be used when requesting Travel Allowance for a date from last fiscal year (PRIOR to
7/1/13).

You can no longer enter Single Day Per Diem and then go back to the same expense
report and enter Multiple Days Per Diem on the same expense report.

There is no longer a GSA Out of State option for 7/1/13 and forward. Create your
expense report with the correct Trip Type (In State, Out of State or International) in the
Header Record and then select Single or Multiple Day Per Diem. Whether you are
requesting Per Diem for a high or low cost Georgia Area, another state or out of the
country, the system will apply the applicable rates based on the locations you enter.

Employees eligible for Single Day Per Diem are now eligible for 100 % of the Per Diem if
the travelled 50 miles and were on Travel Status for 12 hours effective with Per Diem
eligibility for 7/1/13 or later.

Incidentals are no longer included in the Out of State or International Per Diem rates
effective 7/1/13.

Per Diem for Multiple Days is still 75% of the Per Diem for the first and last day.

Updated document will be available soon. Three webinars covering the new Travel
Allowance entry will be available during July. They will be posted on the TTE Travel and
Expense Training page of the SAO website on the Upcoming Live Webinars link.

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

Pagé2® of 20
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