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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.

o0 No other fields are manually completed on this screen.

0 Click on Mileage Calculator to continue

Page 3.0f 19
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Nov 3-16 Travel Delete Report Submit Report
@ Mewr Expense | Details v Receipts = | Print/ Email - | B Show Exceptions
Expenses Dekte  Copy | Wiew 7| % New Expense Receipt Stors
[ Date ~ Expense Amount
s : iew Pei Fates
Adding Mew Expense Expense Type Tanzction Cate
1171320172 Fixed Meals s Personal Car Mileage 25 11f13/2012
- . $21.00 $21.00
touttrie, Gecrgi Purpoes of the Trip From Location
11/12/2012 Fixed Meals |N0rmal Travel ‘
Vakosta, Georai $21.00 $21.00
To Location Payment Type
11 2012 i
it Personal Car Mileage $137.00 $137.09
Disance : Amount Trips Ty
1082012 poger 0 000 USD ¥ [1nestate Travel v
> @‘ () comfart Inns, Savannah, Gecgia $230.00 $230.00
Comrment
11/08/3012 Tolls
Savannah, Gecrgia #1.00 #1.00
11 2012 ileage
107 Personal Car Mi $131.54 $131.54
11/06,/2012 Personal Car Mileage $137.64 $137.64 “vehicke ID Muriber of Passengers
Personal Car Tierl ¥ | o
11/06/7012  Tolk CTTETT= T AT
Savannah, Secrgia $1.00 $1.00 a0
11/05/3012 i
Personal Car Mileage $252.53 $252.53
5] v
11/04/2012 Personal Car Mileage $124.32 $124.32 Mileage Calculator
11/04/2012  Tons
‘ ‘iarner Robins, Gecigia $1.00 $1.00
v
TOTAL AMOUNT TOTAL REQUESTED m f -}iﬂ_a;:h" "i;l- ; _C-al_l;el_-
$1,088.12 $1,088.12
¢ 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 19
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hileage Calculator

D Awoid Tolls D Avoid Highways

Waypoints Distances Personal %

'@ 100 Spring Drive, Roswell, G4 30075, L

} 6LAMI[ |
@ 2 Eazt Main Street, Rome, G8 20161, US

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

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

} 493MI[ |
@ 100 Spring Drive, Roswell, GA 30075, L
®

Calcubte Route

Deducted Com mute Distance

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

21.5 MI
Office }
200 Piedrmont Awenue SE, Atlanta, G4 2 |:|Deduct Round

Directions

DeductCDmmuhe i
21.5MI

TOTAL PERSOMAL TOTAL BUSIMESS

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} 19
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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 If 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 19
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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



I.z FAQ Spotlight
| . QJunEZOlSQ

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 19
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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 Amourt Requested allCards M| Impart v Match | Unmatgh | Delets
New Expense

=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 19
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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
o) 7&\;\7 genisei etails Bl 7&Eipisiv 7rin7 7miai7vr T 7| : Ee;io?57
M E: Detail PR t; Print s E | Hide E t
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 Eenueste Expanse Type Trmnmction Date
O 11/07/301% Cash Advances ! $131.54 A5 ¥ 11132012
Available . . -
11/06,2012 urpose ot e
B Assigned + $137.64 Mormal Trawvel
E 11/06/2012 Allocations | .00 Fayrnent Typs Arncunt
Allocations ’ M| (2100 el
11/05/3012 Trip Type: Comment
L Travel Allowances 1 $25253 In-State Travel ~
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 oG
Trip &t Cate Trip End Date Purposs of Trip Comment
| 11032012 (I | | 11162012 (3 |Mormal Trawvel

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

0 Click on the check box next to the correct Request Name from the list that appears
0 You may attach multiple Requests

(0}

Click Add

TeamWorks Travel & Expense
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Awvailable Requests -
L] Request Mame Request ID Cancelled Request Total Amount Appr.- Amount Rem..
[ Annual Cert Tmini..  3ELP i f1.17s00 4117500 4117500
[ socmiworkers Con. 3EIC Mo 42 290,00 4279000 4239000
‘E Trip to Savannah .. 3EMA Mo $350,0 $350,00 435000
[ tei1z-1510 3 ZEHA Mo 25000 4250100 42000
[ s comwention 1. 2ELL Mo 41500000 41,5000 41,5000
0 The Request name(s) selected will appear in the Requests area
o Click Save
[m] 4

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
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| 1105 /2012

Report Key
42273
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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.
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4. |am 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; Select Vendor Payment Management; then under 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.

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

5. Where can | locate training materials?

You can access self-service training materials from the SAO website or from inside
TeamWorks Travel and Expense. We frequently update and add new training materials.

A. SAO Website — available from any browser 24 x 7
¢ Access the website http://sao.georgia.gov
e Click on the Travel tab
¢ Click on TeamWorks Travel and Expense Training

The Training page will open:

You have access to ALL training materials from the SAO website!
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TeamWarks Procedures Calend:

Travel

Access direct links to video,
> Teamions Travlan hats e 1n TTED interactive simulations,
’ Retor to the link beld documents and manuals on

" ;e“'“w“:“_.[fa"e' and the roles in the Team W h I k'
#pense lraining TearnWarks Travel & Expe t lS ln E

Training portal after loggig
website,

State Travel Policy

012 FAQ Spotlight
e

Register for

ats below by

* Recommended Training dicking on the link,
Upcoming Live TTE + Upcoming Live TTE Training Webinsrs You can log into the

webinar from any PC
or Laptop that plays

How To ... Step by Step instructions including screen shots sound and is
connected to the
Internet,

Training Webinars!

+ How to Enter Personal Car Mileage

Read Event Details...

Stay Connected

+ How to Enter Travel Allowances - Mo Cwernight Stay

* How to Enter Travel Allowances - Owernight Sta

QuickLook - A brief step by step review

+ Olook - Cash Advance Approver Checklist
# Qlook - Expense Report Approver Checklist
+ Qlook - Travel Request Appraver Checklist

+ ©Look - Cresting Expense Report From a Completed Trip

« CLook - Entering Personal Miles - Multiple Day Trips

+ Qlook - Entering Personal Miles - Single Day Trips

« 2Look - Entering Travel Allowances - Mo ©wernight Sta

Reference Materials

TTE Sustem User Reference Guide

« TTE Approvers Handbook

TTE GA Travel Assistant Handbook

« TTE Reporting Handbook

TTE Receipt Store Handbook

TTE Travel Request Users Guide Spotllg ht FAQ’
FaQ's only appear on the

SAO website — and
e TeamWorks Travel and Expensze Frequently Asked Questions . .
+ 2013 Msv Spotlisht Fa0 contain help with
* 2013 April Spotlight Fa
2012 April Seotiaht FAD screenshots!
e 2013 March Spotlight FAG
* 20132 February Spotlight FAS
# 2013 January Spotlight FAG
e 2012 FAG Spotlight Archive

An official web
the State of G
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B. From inside TeamWorks Travel and Expense My Concur Home Page:

Welcome, Donna Fitzgerald [ Youw are administering for: Yourself]  Last logged in: 02/08,/2013 9:35 AM [Details

My Concur Request Travel Expense Reporting Administration Profile

Travel fequests (0) | Expense Reports (0]

3

Report Mame Status Payment Status Report Date
Weather
Nao records found,

ATL - Friday

Mostly cloudy with a shower in
4 spots

High: S8°F change to ¢* Trip List << ..Q

Low: 23°F
Pleasz enteran airport. G ATL

7L . Hartstold Intl At - ABmE, GA “¥ou have no upcarming trips. See trip library for complate list,

e Scroll down to locate the Company Info box
e Click on the link Travel Training Portal

Company Info
Mewe Milkage Fates for Cakendar “ear 2012
The G54 recently announced revised @tes fior calendar year 2013, The following mtes are applicable to trawel that oocurs on or after Janoan 1, 2013,
TierI Rates: Autornobile 3565 per mile
Motorycke  § 536 per mik
Ainc@aft $1.23 per raike
Tier II Fate: Gonr't Cwened Available §24

Siqn_up for Travel Mews
Applicable ta abl TTE users EXCERT K50

In a effort to keep our usars updated on tawel rebted information, we ane requesting that wou sign up for "SEte of Geoga Tawvel Mews." Clickon Link Abouve.

Tavel Taining Portal

Pleaze zee the ok apave far agditianal Travel baining apparlunilies.

Feminder: Rewview Em ployes Profile!

All bavelzs MUST weview Lheh empliyes palies, updalz canlacl nlaimalan, and SAVE belarz making any Lavel iezzvalans in Jancur,

o The Travel Training Portal Opens. Simply select the item you wish to view
or read.
= These are the same items you link to in the Recommended
Training Document.
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< Flash Interactive Simulations

Logging Into Expense
Changing Your Password
Updating ¥our Travel Profile

Creating a Travel
Reseration

Changing a Trip (Ater
Furchase)

Explaring the hity Concur
Hormepage

Creating an Expense
Fepaort Based on a Trip

Updating Your Expense
Frofile

Creating a Mew Expense
Feport {includes credit card
and out of pocket
transactions)

lternizing a Mightly Lodging
Exgenes

Guides and FAQs:

Concur Premier Travel and Expense Training Site

Welcome to the Concur Travel and Expense training sitel To learn the basics of

el, submitting your expenses, ar creating and managing payment

ick the links in the left menu to practice an interactive simulation. Each
akes about 5 - 10 minutes to complete and will help getyou up and

kly. ¥ou can also find these simulations an the Help and Training tab in
el and Expense systern.

In addition to completing the interactive simulations, it is also recommended that wou
dowwnload the fallowing training materials:

Recommended Training

Travel & Expense GuickStan Guide - Step-by-step procedures, screenshots, and
supporing infarmation covering the maost important tasks.

TTE Svystermn User Reference Guide
FARs - Frequently asked questions and answers for both Travel & Expense.
Using Receipt Store QuickStart Guide

Howe To Enter Single Day Trip Mileage

Georgla
For gquestions ar suppart,
contact:
Travel Help Desk

Local
(7707 291-51490

Toll Free
(8771 548-2006

Technical Support
{BEE) T38-6444

SOG@travelinc.com

Expense & Travel Policy
Help Desk
(Mon-Fri 8am to 5pm)

6. What's New in TTE

A. Cash Advance Return now displays any balance due!
An employee returning any or all of a Cash Advance will now be able to see the amount of

the cash advance remaining when entering the Cash Advance Return.

o First attach any Cash Advance received to the expense report (Details > Cash
Advances > Available).
o Select the Cash Advance Return expense type
¢ The New Expense window refreshes to dissplay a grid view that includes the
relevant information about each linked cash advance attached to the open
expense report
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My Concur  Request | Expense | Reporting Profile

Yiew Reports

Normal Travel May 2013

Mewr Expense Report Wiew Receipt Store  Approve Reports

Wiew Cash Advances

Mewr Cash Advance

Delete Report Submit Report

(%) New Expense Details | Receipts - Print / Email =
E)(penses Delete Copy Wiew T | € Mew Expense Receipt Store
:D Date ~ Expense Amount Requested Expense Type Date
Adding New Experse Cash Advance Return 2 || El
05/10/2013 Rental Cars Only Cescription Amaunt
O 1 O Mational Car Rental, Chicago, Hlinc $600.00 $600.00 Ormal weekly activities usp v
O 0?1152“13 g:‘l‘:a’iir Lines, Chicaga, Ilinois $452.00 34520
Cash Advances Assigned to Report
Amount
Cash A... Foreign ... Excha.. Amount Balance Used in
Report
May Tra.. $L,250.00 1 $1250.00)  $198.00 $1,052,00
?rleSM;L(I)NOT TO?;‘REQ;ZESTOE; Attach Receipt Cancel
e The Balance field in the table indicates the unused amount that should have
been returned to the Agency.
o Enter the date the Cash Advance was returned to the Agency
o Enter the amount returned to the Agency
o Attach any documentation or receipts
o Click Save to update the entry

My Concur  Request | Expense | Reporting Profile

Yiew Reports

Normal Travel May 2013

Mewv Expense Report Wiew Receipt Store  Spprove Reports

(®) New Expense Details = | Receipts = | Print/Email -
E)(penses Delete Copy Wiews v |44
O Date ~ Expense Amount Requested
Adding New Experss
0571072013 Rental Cars Only
1 O Mational Car Rental, Chicago, Hlinc $600.00 $600.00
05/10/2013  pirfare
O 1 O Delta Air Lines, Chicago, Ilinois $452.00 $452.00

TOTAL AMOUNT

$1.052.00

TOTAL REQUESTED

$1,052.00

Wiew Cash Advances

Mewy Cash Advance

Delete Report Submit Report

New Expense Receipt Stare

Amount
|

Cash Adwvances Assigned to Report

Expense Tupe
Cash Advance Return >

Drescription
Qrmal weekly activities

Amount
Cash A... Foreign ... Excha.. Amount Balance Used in
Report
May Tra., $1,250.00 1 $1,250,00  $198.00 $1,052.00

Attach Receipt Cancel
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B. Travel Inc General Questions
Travel Inc. has confirmed that traveler's should not incur a travel agency fee for calling
and asking general questions during normal business hours. However, any users
calling Travel Inc. outside of the normal business hours of 8-5 incur an after hour fee of
$18 billed to the agency.

C. 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!

¢ 19 0f 19

h
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