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1. lam anew traveler and am having difficulty creating a Vendor ID in ESS, who
should | contact?

From the Home page of the SAO website (sao.georgia.gov) select TeamWorks, select
Financials;
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Select Vendor Payment Management;
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Financials

Communications

» Customer Service Center TeamWorks Financials modules are listed at www.sac.georgia.gov/teamworks-
service-level-objective. Please click the link below for an expectation for when
¥ Financials TeamWorks Financials is available for end users.
» Asset Management s« TeamWorks Financials System Availability
Payments and Obligations The TeamWorks Financials 9.1 Upgrade was released on April 23, 2013. The
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+ Buyer's Workbench Steps (Updated 06/18/2013)

» Purchasing
IR ¢ Buvers PO WorkBench Two Accounting Periods Open Update (Updated
712113

* Two Accounting Periods Open - Workbench Helpful Hint

p Salary Travel & Per Diem

p» Vendor Payment

Management
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rade Functional Overview Videos
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Scroll down to Employee Expense Reimbursement Resources and Training Tools at
the bottom of the page click on the ESS Employee Expense Reimbursement Job Aid
to view complete instructions.

M S s TN U g i
Employee Expense Reimbursement Resources and Training Tools

+ ESS Employee Expense Reimbursement Job Aid

+ ESS Employee Expense Reimbursement Self Service Memo

+ Things You Need to Know About ESS Expense Reimbursement

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

2. How do I cancel an airfare reservation that was made in the TTE system?
Employees have two options:

A. Call Travel Inc. directly to cancel the existing flight reservation and apply towards
new reservation.
e There is an additional fee to your agency to do this.

B. The employee can cancel the flight reservation TTE system:

e Navigate to the trip in Trip List on the My Concur Tab or Upcoming

Trips, or Trip Library located in the Travel tab
e To cancel everything on the reservation
o Click on Cancel Trip on the same line as the Trip Name

Upcoming Trips

Trip Name/Description Status Start Date End Date Action
Trip from Atlanta to Washington 818 to 20 (4AZXZB) Sending trip to agency 03182014 082002014 Cancel Trip

o Click on OK to confirm that you want to withdraw the entire trip
o Everything on that trip reservation will be cancelled
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- N
Request Details - Google Chrome =R

& https://www.concursolutions.com/request_view.asp?transactionid=n0INfvyuxAxjFPYeRmGYGeg&type=18&:tr

est Details
Item Name Trip from Atlanta to Washington 8/18 to 20
Trip Description Mo des:

Submitt

Submitted on;

WARNING: You are about to withdraw your request. If you do this, all reservations
! E (including flight, hotel, rental car, and rail) will be cancelled

| Status/History

= If you cancel a trip on the day of the planned trip and have hotel reservations that
History/MNotes: have been guaranteed for late arrival, you must call the hotel directly or risk paying a illiam (SAD)
: no-show charge. Concur cannot cancel hotel reservations made when you

contacted the hotel directly.

o pIr
If you have any guestions, please centact your travel agent. 01:42 pm
I you are SURE that you want to withdraw this request then please click 0K
Othsrwiss, click CANCEL -

01:44 pm

If you have any comments you would liks to add (for reporting only), please type
them below and click OK

m Eastern time

oK Cancel

Close

o If there was a hotel reservation on the trip you just cancelled you
will need to click on the box next to | agree and then click
Continue

= Currently only hotels require this additional step when
cancelling a complete reservation
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Rate details | Cancellation policy

Pleaze review the rate rules and restrictions before continuing.
The hotel provided the following information:
RATE CHANGES OVER DURATION OF STAY

Hotel Rates

89.10 USD PER NIGHT STARTING 18AUG FOR 2 NIGHTS
178.20 USD TOTAL RATE STARTING 18AUG FOR 2 NIGHTS
ROOM RATE DETAIL: ALL KNOWN TAXES/FEES/SURCHARGES
14.50 PERCNT MISCELLAMEOLIZ PER STAY

2.00 USD OCCUPAMCY TAX PER MT BEG 18AUG FOR 2 NTS
206.04 USD TOTAL AMOUNT OF STAY

CANCEL

1 DAY BY 3PM INT PENALTY
NO SHOWY POLICY 100 PCT OF TOTAL ROOK NIGHTS WILL BE
CHARGED FOR NO SHOW

CREDIT CARDS AX DC DS KWV

GOVERNMENT

QUEEN ROOM NON SMOKING

RULES LODGING TAX 14.5PCT PER STAY

RULES QCCUPANCY TAX 1.0 FLAT AMOUNT PER NIGHT
RULES CREDIT CARD GUARANTEE IS REQUIRED

[ 1agree to the hotel's rate rules, restrictions, and for cancellation policy.

e Cancel

o TTE will begin cancelling your trip

CONCUR

Cancelling your trip...

CONCUR

[ N N NN
Please stand by...
Please do not close this window while on this "Stand-By" page.

If you accidentally close it, you can find a link to this trip on your travel home page
under the name "Unfinished Reservation™. Clicking that link will allow you to continue your booking.
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o TTE will advise when the cancellation is complete. Click on
Return to Travel Center

Your trip has been successfully cancelled.

Hotel Cancellation

Hoansok's TOWME MOTEL
Washington, DC
Checking In: 08/18/2014
Checking Out: 12014
Confirmation: 116407901515 SUIS
Cancellation NHumber: 145167107045

This information has been stored in the Trip Library.

CONCUR

Your trip has been cancelled

Return to Travel Center

0 The trip will no longer appear in the Trip List or Upcoming Trips
but will appear in the Trip Library as a withdrawn trip.

Upcoming Trips

Trip Name/Description Status Start Date End Date Action

Mo records found.

e To cancel ONLY the airfare and leave the remainder of the reservation

intact (car and/or hotel)
0 Click on the Trip Name to open the Travel Itinerary

Company Notes | Travel Map |RITSVTRER (PRl Remowe Trips

mption Status Start Date End Date Action
( Trip from Atlanta to Washingten &/18 to 20 (487XZ8) ) Sending trip to agency nanezo14 032072014 Cancel Trip

0 Select Cancel All Air on the first air segment to completely cancel
all airline reservation on this booking or click on Cancel next to
the air segment you wish to cancel and leave the other air
segments intact.
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0 You will be asked to confirm that you want to withdraw the specific
segment selected.

o TTE will cancel what you have selected, update the itinerary and
email you an updated itinerary.

e The next time you make an airline reservation, the system will review the
“unused” ticket and automatically apply that unused ticket to the new
reservation as long as all fare rules apply and the same airline is being
used..

e Employees have 1 year to apply unused tickets from the original date it
was purchased (not from the date the travel was for!!)

v NOTE: Even if the reservation is cancelled, the employee incurs the travel agency fee
which should be imported to the next expense report.

3. Il get an error message on my expense report that says | have an unmatched
travel reservation when | try to submit my Expense Report. What do | do?

This indicates that you entered a hotel expense on your expense report and unclicked the
Travel Allowance checkbox. This stops the system from looking for the matching TTE
reservation. You should only do this if the reservation was NOT made through the TTE
system. To fix this:

e \With the Expense Report Open, click on the Import button

tset ‘

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

e The Smart Expenses window opens
Smart Expenses
Import - Match Unratch Delete
Expense Detail Expense Date Amount

= Corporate Card Charges

‘ 71 © LaQuinta, Savannah, GA USA Hotel 02115114 0.00

(=) Hertz, Inc. Car 02/25(14 gr13

e Select the travel reservation (such as a hotel here) that needs to be imported.
Click on Import
e The reservation will attach to the expense report; review the expense report item to
ensure that all the information is correct.
0 Note: Hotel reservations import with a zero amount while car and airline
reservations import a dollar amount.
e You will then be able to submit your expense report.
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4. How do | account for a Cash Advance | received on an existing 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 1/14-31 Delete Report Submit Report
(® Mew Expense || Details ~| Receipts »| Print/Email - [I] Hide Exceptions
Exceptions Report -+
Expense Di Report Header
N/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 mare timely in your expense submissions.
Approval Flow N
Expenses c View v | New Expense Receipt Store
omments E
quested
Cash Advances T Expense
Available $195.00 £ the expense typ
Assigned
01/17/2014 Recently Used Expense Types
0> mo@(  Alecations 5000 °
11772014 Allocations Hotel Personal Car Mileage
O $2L.75 Cash Advance Return Rental Cars Only
Travel Allowances
o 01/16/2014 New Itinerary s2000 Internet Charges
Available Itineraries All Expense Types
01/15/2014
O i $20.00
Expenses & Adjustments Business Promotions ...Other
01/14/2014 Reimbursable Allowances Summary Other Promotional Expense Lsundry
| Savannah, Georaia Riitaad $20.00
Trade Shows Miscellaneous
01/13/2014 Fixed Meals
] Savannah Geargia 527.00 $27.00 Cash Advance Natary Costs
Cash Advance Return Office Supplies
OUTSTANDING ADVANCE TOTAL AMOUNT TOTAL REQUESTED
$0.00 © $803.75 $803.75 Communications Other Operating Expenses-Passport & Visa

¢ Click on the checkbox next to the Cash Advance you wish to attach to the Expense
Report
e Click on Assign Cash Advance to Report
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*
Cash Adwvances
D Cash Adwvance M... Date Issued Foreign Amount Exchange Rate Amount Balance
I:l Savannah 115 to... 02/19/2014 £500.00 1 £500.00 £500.00
Assign Cash Adwvance to Report Cancel

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

(3 New Expense Details ~| Receipts = | Print/Email - [ 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 01/15/2014 527.00 The Transaction Date is Greater than 30 days old. Please be more timely in your expense submissions,
Expenses Move ~  Delete Copy || View - |1« New Expense | Receipt Store |
(| Date ~ Expense Amount Requested

Expense /

Adding New Expense

af iate expense type below or type the expense type in the field above. To edit an existing expense, click the
] O‘ Rl Cars Uiy $125.00 $125.00 appropria
2 Hertz, Atlanta, Geol ..
01/17/2014 o
Hotel Recently Used Expense Types
o @€ O ocean Hatel, savan ) L)
01/17/2014 Hotel Personal Car Mileage
Fixed Meals
D Savannah, Georgia $.75 $L.75 Cash Advance Return Rental Cars Only
01/16/2014  Fixed Meals Intemet Charges
0 Savannah, Georgia $20.00 $20.00
All Expense Types
O 01/15/2014 Fixed Meals $20.00 $20.00
savannah, Georgia Business Promations ..Other
01/14/2014 Fixed Meals Other Promotional Expense Laund
O Savsnnah, Georgia $20.00 $20.00 P v
Trade Shows Miscellangaus
01/13/2014 Fixed Meals
O Savannah, Geargia 2100 $27.00 Notary Costs
pplies
QUTSTANDING ADVANCE TOTAL AMOUNT TOTAL REQUESTED
$0.00 o $803.75 $803.75 Other Operating Expenses-Passport & Visa

e The Cash Advance Return expense type opens:
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New Expense Receipt Store

Expense Type Diate Description

Cash Advance Return = | E] Mormal Travel

1

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 £500.00

m Aftach 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. You cannot submit an expense report with an attached

cash advance without entering this item, even if it is zero

e 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

e The Cash Advance Return 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.
+ 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.
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¢ When you are ready to submit the Expense Report, click on Submit Report,

TeamWorks Travel
State of Georgia
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Test 1/14-31
(3) New Expense | Details - Receipts - Print / Email -
Exceptions
Expense Date Amount Exception
NA Expense reparts shauld be submitt
Fixed Meals 01/13/2014 527.00 The Transaction Date is Greater tha
Expenses Move - Delete Copy View = | [«
I:l Date - Expense Amount Requested
Adding New Expense
3172014
/D/-MJ/ Cash Advance Retu S Y,
01/29/
D Personal Car Wiear $70.00 $70.00
01/17/2014 Rental Cars Onl
@‘ Hertz, Atlanta, gE-JI $125.00 $125.00
01/17/2014 Hotel
0> @‘ ) Ocean Hotel, Savan +500.00 L
01/17/2014 Fixed Meals
Savannah, Georgia $2L35 $21.75
01/16/2014 ixed Meals
avannah, Georgia $20.00 $20.00
01/15/2014
xedMeals 520.00 520.00
OUTSTAMDIMNG ADWVANCE TOTAL AMOUNT TOTAL REQUESTED
$0.00 © $803.75 $803.75

& Expense

Version Date:
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What do I do if the Corporate Card Charges and Trip Charges for the same trip
appear as different items in Smart Expenses?

{2 Expense Center - Kristi B dohnson - Windows Internet Explorer

e,

G - w hittypes v scoroursobtions, comyi vpense Chentdef sl i wi Sl | el K g

Ble & Yew Fpeoites Took el

. . " =
Wl G (s Exparse Conker < Krishi R Jobnson B2 - B o - i Pee - 50 Taoks -
Welcome, Kristi lobnzon [ Vou sre sdminatening fon Rige . Thomb | ﬂ'Hﬂp | Lag Out
-
. ©
Georgia
My Concwr  Roguast Travel | Exponse Reporting  Adminkaration  Profile
¢ ges View Reports  Mew Erperoe Beport View Receipt Stor
01/07/2013 Detete feport
'E.'I Mew Expense Irrsport Detaly = Receipts = Pont / Ermail = lI| Hide Eocepbons
Exceptions -
Eapenie Date Amoiend Exgeplion
For Trawi| Aoent i .__ T PIZEFLE dniry My B b
Expenses dew =% Smart Expenses l &
Dake ~ Expense Ammouni Requesied njeat = Yrmatch
Agging New Enpenie Expense Det... Expente Date A oasnt
3 ~
HL013 Parking £1%.00 £1%.00 = Corporate Card Charges -
GEOIgs Insteute
= Mirtran Airw. Sefare 01
01312013
sl $18.00 $18.00
AEIME, LEDIQIR AArTFan Ad v
?‘;"“"'m“ Perional Car b 20074 70T 3 Trip: Trip Trom lackormille Lo Allants (MTEERT)
e [+] Airfade lacid sotane
< >
TOTAL ARAOLINT TOTAL REQUESTED o Trip: Trip from lacktomile to Atlants (MTTUNE)
$1,942.54 $1,942.54 p— -
Cane ¥ i Intermet G [

Normally these appear as one item. However, if they should be unmatched you can
correct the problem. In this example we have two charges and trips where the data was
split for some reason.

o0 Click on the checkbox next to the item you want to match to the expense report.
= |n our example we selected the Airtran Airways charge appearing in the
section Corporate Card Charges on 1/9/13 for $234.20.
0 Then click on the matching Trip: item. The dollar amount should be the same.
» In our example it is Airfare Jacksonville to Atlanta 1/07/13 for $234.20 in the
Trip section.
0 Then click on the Match button.
0 You will have two options: Into current report or Into new report. Select Into
current report.
o0 The items will be matched and imported as one item into your expense report.
o If you have multiple items, do this for each item.

NOTE: Do not use the Import button or each item will import separately!
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