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1. How do | import Smart

Expenses into my Expense
Report?

. What do | do if the

Corporate Card Charges
and Trip Charges for the
same trip appear as
different items in Smart
Expenses?

. How do | locate the name

of my Agency Local Travel
Administrator

. How do | account for a
Cash Advance | received on

an existing Expense
Report?

. What do | do if a GA hotel

does not accept the Tax
Exemption form | provided
and charges me the tax
anyway?
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1. How do I import Smart Expenses into an Expense Report?

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

Active Work

Mewy Expense Repart “iewe Reports

Expense Reports (1) | Cash Adwvances (1)

Report Mame Status Payment Status Report Date Requested Amoumnt
Training April 2013 Mot Subm itted Mot Paid 06/05/2013 $000
Training Test

The Expense Report Opens
e Click on the Import tab

My Concur Travel Expense Reporting Administration Profile

Wiew Charges  Wiew Reports  Mew Expense Report  Wiew Receipt Store  Wiews Cash Advances  Mew Cash Sdvance
‘ Training April 2013 Delete Report Submit Report

@ Mew Expense Import Details = | Receipts - | Print/Email =

Expenses Dekte Copy CView v 4 Mew Expense Receipt Store

Date ~ Expense Amount Requested o

Adding Mew Expense

Expenss

Ta create @ hew expense, click the appropriote expense type Below or type the expense type In the field

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

My Concur Travel Expense Reporting Administration Profile

“Wiew Charges  Wiew Reports  Mew Expense Report Wiew Receiph Store  Wiew Cash Advances  Mew Cash Adwance

Training April 2013 Delete Report Submit Report

|(® MewExpense | Import || Details - | Receipts - Print/Email -

Expenses Dekt=  Copy | Wiew = «| Smart Expenses =
___________________ Date - Expense Amournt All Cads | Import +| Match | Unmatch | Delete
Adding New Expense

Expense Detail Expanse Date Amount

= Corporate Card Charges

CA S Alaska AirlinesInc.. Airfare O4/18/2013 447180
[CI ) Travel Inc. Duluth  For Trvel Agent O4/16/201 3 e
(3 Travel, Inc. Duluth For Trawel Agent 162013 ooz
@ US Rinvays Airfare 4162012 4420

e Click on the Import tab in the Smart Expenses box
o If you clicked on the drop down arrow in the Import Tab here you will see two options
= To New Report
= To Current Report
= Select To Current Report
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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

Wiew Charges  Yiew Reports  Mew Expense Report  Wiew Receipt Store  “Wiew Cash Adwances  Mew Cash Advance

Training April 2013 Delete Report Submit Report

® N " Print/Email -

'@ Mew Bxpense || Import | Defails v Receipts -

Expenses Dekte  Copy  Wiew v %1 Smart Exp =
Ll [ pate - Expemse Amount Requedted [ )| Carcs | || mport -] match | ufmatch | Delete |
| A Nan Gz [ &x  To Current Report Date Amount
3 Corporate Cajd Charc To Mew Report
¥ S Alska Airlines Inc...  Aifare O418/2013 447180
¥ & Travel, Inc. Duluth For Trwel Agent 162015 fam
O Travel Inc, Duluth  For Tawel Agent O416/2013 oz
(=) US Ainways Airtare O416/2013 341480

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

Smart Expenses x |

The selected items have been successfully imported
as expenses.

I rMever Shiw this prompt again

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

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

e Click on the item with the red flag you wish to correct

My Concor Travel Expoie Reporting Actini Py ol
Wiew Charges  View Repomts  Mew Dapence Repoit  Wisw are  Wiew Caih Advances  Mew Cash Advance
Tralning April 2013
3 Mew Expernae Trnpeart Dictails = Recreipts - Pririt / Email - [E] Hide Exceptions
Exceptions =~
Eepame ute Amount | eception
vk e 3 al et et E o 1 el Bgrs 310 3 pply U BCasiing OF Ut U sopser s mepass <o manis b aegls in ey 1harm e 0o e
Expenses Cuiesn Copy Viar = QRS SEmart Expanzas
Date - Enprenme Aamvunt Rouueted Al Cards w Import = Match Unmatch Delete
[l Ny dxeersew [— P vate prR—
:' "." 8 T s4rLv0 FATLA || S puiate Card Chares
OCALSITIS e Tuad Agpend e A =) Temel Tre. Cusith  Feoa Travel Agams ou16Em s iy
= Sk Miee DU AR, =] US Airways At o1amE #1480
< >
ToTAL AmCUNT ToTAL REGUESTED
$480.82 $480.82
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e The Expense data for that item will appear

My Concur Travel Expense Reporting Administration Profile

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

@ Mews Expense Import Details - Receipts = Print/ Email - E] Hide Exceptions
Exceptions =
Expense Date Amount Exception
A~
A DA/152013 47180 B This expense has no matching tawel reseration. Pleass import tripsand apply the booking or use the egeense rmport comments 1o expEin why thers was no
reservation rade for this expense. .
Expenses Delete Copy View v | % Expense
~
Date - Expense Amount Requested T Trnmction Date
AR pirfare |AirFare ¥ Ddf1a/2013
HB(6 stk silinesInc. Seatie WA ISk SO CEAET
Purpose of Trip Ticket Murnber
This expense has no matching tawvel reseration. Plea ss import trips and apply the booking |Training Test 0277179905650
L o use the expense report comments to explin why there was no reseration made for this
expense, ‘endar ‘andar Name
Airplus billed expenses shoul not be submitted without applying associated itinemry and > Alaska Airlines In
creditcard smart expense information.
Mizzing required field: City. Airline Tawel Sandice Code
04/16/2012 Select ane
For Travel Agent
Trwel Inc. Duluth. Minnesot .02 .02 Payment Type e
471,80 Ushe | ¥
[ persanal Expense [do not reimburss]  T1ip Type
|Out of State Travel 5
v
TOTAL AMOUNT TOTAL REQUESTED m Hemi Attach it Cancel
ize Recei nce
$480.82 $480.82

e Enter any missing required data.

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

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

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

0 Whatever the reason, be specific in your explanation.

Attach any required receipts

Click on Save to update the Expense Entry.
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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.

o 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.
o 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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How do | locate the name of my agency Local Travel Administrator?

e Access the SAO website sao.georgia.gov_and click on Locate Your Agency’s Local
TeamWorks Travel and Expense Administrators under the Travel banner:

GEORGIAGOV

sao  State Accounting Office

Statewide Shared Policies and Iraining &

FeamWorks Reporting Services Procedures Calendars

News Releases

New Statewide PO Policy. effective May Contact The SAO Customer Service
151, 2014 Genter (CSG)

Statewide Travel Policy

TeamwWaorks Travel and Expense

Implementation Information Access TeamWorks Training

Locate Your Agency's Loacal
TeamWeorks Travel and Expense
Administrators

Find my 2A0 Finandcial Reporting
Partnership Contacts

2013 Single Audit Report 2ign up for Teamworks HCM or
Teamworks Travel and Cxpensea March 12, 2014 Financials News (State Cmployee's

Training The State of Georgia's Single Audt only )
Report{SAR) is now availabla. Click on link

e An list of all the Local Travel Administrators for Agencies currently using the TTE
system will appear.

e The listis in alphabetical order and contains the Agency name, the Local
Administrator’s name and a live email link.

TTE Participating Agencies Local Administrators
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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)

(® New Expense || Details ~|| Receipts - || Print/Email = [] 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 o1 Audit Trail Greater than 30 days old. Please be more timely in your expense submissions.
Approval Flow
Expenses View - | % | New Expense Receipt Store
Comments E
(| Date ~ Juested
' Cash Advances 1 Expense »
Awailable $195.00 To pense
Assigned
. Recently Used Expense Types
O Allocations $500.00 o
Hotel Personal Car Mileage
01/17/2014 Allocations g
[} $2L75 Cash Advance Return Rental Cars Only
Travel Allowances
. Internet Ch
0 0L/16/2014 New Itinerary $20.00 nrernet tharges
Available Ttineraries All Expense Types
o 01/15/2014 52000
Expenses & Adjustments .
P 1 Business Promotions ...Other
o 01/14/2014 Reimbursable Allowances Summary <2000 Other Promotional Expense Lsundry
Savannah, Georgia S :
Trade Shows Miscellaneous
01/13/2014 Fixed Meals
] Savannsh, Georgia 527.00 $27.00 Cash Advance Notary Costs
Cash Advance Return Office Supplies
OUTSTANDING ADVANCE TOTAL AMOUNT TOTAL REQUESTED
$0.00 © $803.75 $803.75 Communications Other Operating Expenses-Passport & Visa

e Click on the checkbox next to the Cash Advance you wish to attach to the Expense
Report
e Clickon Assign Cash Advance to Report

b8
Cash Adwvances
D Cash Adwvance M... Date Issued Foreign Amount Exchange Rate Amount Balance
El Savannah 115 to... 02/19/2014 5500.00 1 £500.00 5500.00
Assign Cash Advance to Report Cancel
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0 The Cash Advance is attached to the header, but nothing will appear in the body

of the Expenses Report

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

Test 1/14-31

@ New Expense || Details ~ | Receipts = | Print/Email =

O (5] ¢ Hertz, Atlanta, Geol

ense on the left side of the page.

[E] Hide Exceptions

Exceptions =
Expense Date Amount Exception
N/A Expense reports should be submitted within 45 days after the trip is complete, Please be more timely in completing your expense reports.
SRR (S il SEL The Transaction Date is Greater than 30 days old. Please be mare timely in your expense submissians.
Expenses Move ~  Delete Copy || View ~ |4 New Expense Receipt Store
(| Date + Expense Amount Requested
Expense 8,

Adding New Expense H s

RO CATs Oy Py Friraoy To create a new expense, click the appropriate expense type below or type the expense type in the fieid above. To edit an existing expense, click the

0II/014 o @ Recently Used Expense Types

o> OC€ O ocean Hotel, savan S S0
01/17/2014 Hotel
Fixed Meals
0 Savannah, Georgia $2L75 $20L.75 Cash Advance Return
01/16/2014  Fixed Meals Internet Charges
0 Savannah, Georgia $20.00 $20.00
All Expense Types
o 01/15/2014 Fixed Meals $20.00 420.00
savannah, Georgia Business Promotions
01/14/2014
D 2:,:‘:,:2;?‘;&,3,‘;‘3 $20.00 $20.00 Other Promotional Expense
Trade Shows
01/13/2014
O g'a’f;ix;a‘éemm $27.00 $27.00 Tash Advance
Cash Advance Return
OUTSTANDING ADVANCE TOTAL AMOUNT TOTAL REQUESTED
$0.00 © $803.75 $803.75

e The Cash Advance Return expense type opens:

New Expense

Expense Type Date Description
Cash Advance Return = Mormal Travel

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

Rental Cars Only

-..Other

Laundry
Miscellaneous

Notary Costs

Other Operating Expenses-Passport & Visa

Receipt Store

Amount Used in Report
5500.00

m Attach Receipt Cancel
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¢ Review the information in the Cash Advances Assighed 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.

o Enter the date you returned any funds due to your Agency or the Expense Report date if
there is no balance due in the Date field.

e Attach a copy of any receipt of the returned funds attach it to the item by clicking on
Attach Receipt. This is the same as attaching a receipt to any item.

o 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.

Test 1/14-31

(®) New Expense Details = || Receipts ~| Print/Email -
Exceptions

Expense Date Amount Exception

NiA Expense reports should be submitt
Fixed Meals 01/15/2014 527.00 The Transaction Date is Greater tha
Expenses Move = Delete  Copy | View +|[%
D Date ~ Expense Amount Requested

Adding New Expense

01/31/2014
\g\Cash Adwvance Retu £0.00 50,

01/29/2014 i
D Personal Car Milea $70.00 $70.00
01/17/2014
Rental Cars Only
O D‘ Hertz, Atlanta, Geal $125.00 $125.00
01/17/2014 Hotel
o> D‘ Cicean Hotel, Savan $500.00 $500.00

01/17/2014 Fixed Meals

O Savannah, Georgia $2L.75 $21.75
01/16/2014 ixed Meals

O svannah, Georgia $20.00 $20.00

O e Meals $20.00 520.00

QUTSTANDING ADVANCE

$0.00 O

TOTAL AMOUNT TOTAL REQUESTED

$803.75 $803.75
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o When you are ready to submit the Expense Report, click on Submit Report,

5. What do I do if a Georgia hotel does not accept the Occupancy (Hotel-
Motel) Tax Exemption Form | provided and charges the taxes anyway?

Accept the taxes on the bill. Be sure to enter the Occupancy Tax using the Occupancy Tax
Expense Type located under the Lodging category in TTE when you report the hotel
expense on your Expense Report. Consider putting a note in the Comment box on the
Expense item.

You will be reimbursed for the tax. The SAO Travel Team has been contacting Georgia
hotels that are not accepting the Exemption Forms to rectify this issue.
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