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1. How do | add personal vehicle mileage to an Expense Report?

e Open an existing Expense Report or create a new one

e Onthe New Expense tab, select Personal Car Mileage from the New Expense List; or type in all
or part of the name in the search field to reduce the number expense types displayed.

NOTE: As you use the system, frequently used Expense Types will appear above the listing of
the full Expense Type list.

My Concur Request Expense Profile

View Reports  Mews Expense Report  Wiew Receipt Store  Wiew Cash Adwances  Mew Cash &dvance

Mov 3-16 Travel Delete Report Submit Report

@ Mew Expense Details - Receipts - Print / Email - E] Hide Exceptions
Exceptions =
Expense Date Amount Exception
. " ~
Cffice Supplies 11032002 40m The Tmn=ction Date is Greater than 30 days o, Please be more timely in your expenss submissions.
Fersonal Car Mil.. 110452012 12432 The Tanmction Date is Greater than 30 days ol. Pleass be mors timely in your expenss submissions. ¥
Expenses Dekte Copy View v 4 New Expense Receipt Store
Date - Expense Amount Requested
Expenze
Adding New Expense = pers

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

Maoultrie, Gecg@

11/13/2012 Fixed Meals

@ Recently Used Expense Types

\aost, Geoal F21.00 F21.00
: Cash Adwvance Return Personal Car Mileage Miscelanecus
11/06,/7012 Personal Car Mileage $137.09 $137.00 " Hatal
. . 5
11/08/2012  pyogey 23000 T All Expense Types

2 0‘ () ComfaortInns, Savannah, Georgia

Transportation
1L08/2012  Tols
Savannah, Gecrgi $1.00 $1.00 Personal Car Mikage
11/07/2012 Personal Car Mileage £131.54 $131.54

v

T TOTAL AMOUNT TOTAL REQUESTED
$1,088.12 $1,088.12

e The Personal Car Mileage entry screen opens
0 Enter the Transaction Date. This is the date you actually drove your car.
0 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 ll 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.
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0 Click on Mileage Calculator to continue

Nov 3-16 Travel Delete Report Submit Report

| ew Expense || Details = | Receipts = Print/Email - | o Exceptions
il E Dretail R t; Print/ E | sh E: i
Expenses Dekte  Copy | Wiew 7| & New Expense Receipt Stors
[ Date ~ Expense Amount
£ Wiew Rei Rates
i Adding New Expense E Expense Type Tmn=ction Date
11/13/2012 Fixed Meals - |Personal Car Mileage 25 117132012
N n $21.00 $21.00
WMeoutriz, Gecrga Purpose of the Trip I Lo ST
117012 Fied Meaks |N0rma| Travel ‘
Vadost, Gecrg@ $21.00 §21.00 .
To Location Payment Type
11/08/2012 ileage |
Personal Car 1i $137.09 $137.09
Disance : Arnount Trip Type
11/08,/2012 Hotel |U 0.0 usD (2o ‘In-State Travel v
> G‘ () ComfortInns, Savannah, Georgia $230.00 $230.00
Comment
11/08/2012  Tolks
Savannah, Secgia #1.00 #1.00
11/07/2012 leage
Personal Car 1i $131.54 $131.54
117062012 Personal Car Mileage $137.64 $137.64 Vehicle 10 Mumber of Fassengers
Personal Car Tierl ¥ |0
11/06/2012 .
';:\‘l:nnah - $1.00 $1.00 =iy oy i o
- 0
11/05/2012 i
Personal Car Mileage $252.53 $252.53
1L/04/2012  Personal Car Mileage $124.32 $124.32 Mileage Calculator
11/04/2012 1o
Warner Robins, Geog@ $1.00 $1.00
v
TOTAL AMOUNT TOTAL REQUESTED m r—— i;l- il
$1,088.12 $1,088.12
o If the following screen appears select Yes.

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

=l - -

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

(0}

4]Page

If 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.

If 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.

A visual 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.

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

TeamWorks Travel & Expense Version Date: 11/07/13
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o 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

[ it Tas [ awoid Highways

Waypoints Distances Personal

@& 100 Spring Drive, Roswell, 54 30075, U

61.9 MI[ ]
@ 2 East Main Street, Rome, G4 30161, LS

18.4 0 [ |
€ cedartown, GA 30125, USa

} 1120 [
@ Main Line Road, Rockmart, G4 30153, U
Cakubte Foute Make Round Trip

Directions

@ 100 Spring Driee, Romeel|, GA Z007E, 1154

62,0 mi- about 1 hour 12 mins

1. Head morth on Spring Dr towand GA-120 E 48 ft

2 Turn keft onto GA-170 W 28 mi

3 Exit onto GA-130 Loop Wekorth Marieta Plowy ME toward 1.5 mi
I.75 N

4. Turn right 12 merge ontoI-75 M 249 mi

nd rai

E  Talwa st T for S0 W W

TCTAL PERSCNAL |

0.0 MI{

TCTAL BUSINESS
91.5 MI

I:l Deduct Commute

0 Click Deduct Commute:

(] 4
Lafayette A0 .
Fs _’m
‘L7 @
138)
1 Calhoun (136)
Sul@mwlle N
& Daw
+
T Adairswil
Canton
Cuarm
‘Woodstock
haretta

Kennesiw el e

U

e ! Sandy  Norcross

P Springs
Smyma
Mableton ?':l;n':ms
Douglasville
Bremen VillaRica._ oo Atldnta
= East Point
Forest Park
Carrallton HAT,

hip data ER013 Google - Terms of Use Reporta map amor

Add Mileage to Expense [l

Cancel

e 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.

e 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.

e Onceyou click on deduct commute your one way normal commute distance to
your office will appear in Total Personal and the Total Business distance will be

reduced by this same amount.
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: ol [x
tdileage Calculator
Cruay
I:‘ Avoid Tolls I:‘ Avoid Highways
N [
Waypoints Distances Personal ¢ » =
@ 100 Spring Drive, Roswell, G 30075, Us %)
Calhoun -
} 619 MI D Su g Erville Jasper
@ 2 Estt Main Strest, Rome, G& 30161, US i] .
av
} 13.4mI[ |
© Cedartown, Ga 30128, USA |+ AdaighiRe
} 11.2 M [ |
@ Main Line Road, Rockmart, Ga 30153, U
} 193 [ Canton )
LT
{® 100 Spring Drive, Roswell, G 30075, L
@ - Woaodstock
: [E)pharetta
Cakubte Route ced -
Vo Dul
Deducted Com mute Distance Norcross
[=
Home
100 Spring Drive, Roswell, QA 30075, L MNorth
nd Hills

Office
200 Piedrmont Svenue SE, Atlanta, GA 2

[(oeduct Rg

Directions

TOTAL PERSCINAL TOTAL BUSINESS

Da:lucthummuhe i
21.5MI: 1193 MI

- ik Douglasville
@ East Point
Forast Park
Carrallton Riverdale

Jonesboro

Wbp data EE013 Godgle s Terms of Use Reports map emor

Add Mileage to Bxpense [l

Cancel

e C(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.

e 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.
e Click Add Mileage to Expense
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Mileage Calculator o
- Crpay
[ awoid Tas [ Avoid Highways
A
Waypoints Distances Personal % < > =
'@ 100 Spring Drive, Roswell, GA 20075, LI | (138)
Calhoun "
} 619 MI I:l Su 5 Erville Jasper
@ 2 East Main Street, Rome, GA 30161, US _J =
A
} 18.AR[ |
@ Cedartown, G 30125, USA .+ Adawsrige
} 128 ] —
@ Main Line Road, Rockmart, GA 30182, U
} A9IM[ Canten T
uwn
@ 100 Spring Drive, Rozwell, G& 30075, L
@ e Woadstock
P (Epharetta
Cakubte Routs Ced -
= Du
Deducted Com mute Distance | Morcross
Home
100 Spring Drive, Roswell, GA 30075, L MNorth
ot } P Y Quict Hills
e Douglasvilla
200 Fiedront Averue SE, Atlants, 583 )0 educt Raund Tri| Bremen Villa Rica
.20 East Point
Directions b TN i
F3 [ % Carrliton Riverdalg

TOTAL PERSONAL TOTAL BUSIMNESS

Deducthhrnmune :
43.0 MI ! 97.8 MI

Bp data ER013 Godgles Temms of Use\ Reporta map emor
Add Mileage to Expense [P

The expense entry displays with information from Mileage Calculator completing the Expense
Entry.
0 The From and To locations are populated from the Mileage calculator
0 The Distance and Amount are populated from the Mileage Calculator
If you need to attach documentation such as the DOAS Car Cost Comparison click on the Attach
button and follow the prompts. Attaching documents or receipts is the same for all Expense
Types.
If you need to adjust the total mileage calculated, you may. However, be certain to enter a
reason for making the adjustment in the Comments field so your approver doesn’t return your
expense report for more information.

To adjust total miles, just replace the number in the field with the adjusted number.
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My Concur

View Reports

Request

Expense Profile

Mew Expense Report  Wiew Receipt Store

Nov 3-16 Travel

[@ Mews Expense ]

Expenses
| Date -
11/13/2012
[
11/13/2012
2

subriszions.

Details + | Receipts -

Expense
Fixed Reals
Moultrie, Gecga

Personal Car Mileage

Pririt / Email =
e~
Amount

$21.00

$0.00

Miszing required field: From Location, To Location.

122012 Fixed Meals

C Vakost, Geogia $21.00
11 2012 i

C f08;" Personal Car Mileage $137.09
1L08/2012  poger

o> ‘ () Comfort Inns, Savannah, Gecrgia $230.00
1L/08/2012  Tolks

C Savannah, Secigia $1.00
11 2012 i

C JOF Personal Car Mileage $131.54
11 2012 i

= S0, Personal Car Mileage $137.64
1L06/2012  Tolks

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

O ‘ Personal Car Mileage §252.53

— 11/04/3012 Personal Car Mileaoe PR

TOTAL AMOUNT
$1,088.12

Wiewe Cash Advances

.Copy”

View v 4

The Tmnmction Date is Greater than 20 days old. Please be more timely in your expense

$2K00
$137.09

$230.00

$252.53

v

TOTAL REQUESTED
$1,088.12

Mews Cash Advance

Delete Report Submit Report

Expense

Wigws Reinburssment Rates
Expense Type
|Personal Car Milzage

Tan=ction Date
o |11;13f2012
Purpase of the Trip
Mormal Travel

"B show Exceptions |

| Receipt Stone ]

o

From Location
100 Spring Drive, Roswell, GA-20075,

T Liocation Payrnent Typs
Main Line Road, Rockmart 436 20153, ]
Disance : Amount Trip Ty
93 ¢ 5429 o | In-State Travel v
Comrment
Wehick ID Mumker of Passengers
Personal Car Tieri o5 o

Distance to Cate:
o

Milea e Calculator

m' Attach Receipt | Cancel |

e When you are done, click on Save. This will update the entry and place it in the Expense Report.
e Repeat this process for each day you claim Personal Car Mileage

My Concur

View Reports

Request

Expense Profile

Mew Expense Report  Wiew Receipt Store

Wiew Cash Advances

Nov 3-16 Travel

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

Expenses el RSl WIS L

O Date - Expense Amount Requested

Adding New Expense 3
11/13/2012 Fized Meak "\

= Moulris Gesigia $21.00 fo
11/13/2012 i

O 13 Personal Car Mileage $54. 39 #!
11/12/2012 Fized Meak

E aHost, Gecrgl $21.00 f2.00
11 2012 i

O SOB Personal Car Mileage $137.09 $137.09
11/08/2012 Hotel

[ ‘ () Comfort Inns, Savannah, Geogia . .
11082012 Tolls

E Savannah, Gecrgl #1.00 .00
1170772012 i

C JOFS Personal Car Mileage $131.54 $131.54
1170653012 i

[ J06; Personal Car Mileage $137.64 $137.64
11/06/2012 Tolls

C Savannah, Gecrgl $1.00 fuo0
11/05/2012 i |

O fO5 Personal Car Mileage FIER53 F2EL53

O 11/04,/2012 Personal Car Mileage $1724.32 F124.33
aa e e Y

TOTAL AMOUNT TOTAL REQUESTED
$1,142.51 $1,142.51
8lPage TeamWorks Travel

State of Georgia

Mew Cash Advance

Delete Report Submit Report

Mew Expense

Expenze

"B show Exceptions |

| Receipt Stone ]

.

To cregbe g new expenss, click the anoropriobe cxpense ipe belaw or bene the xpense ine in the
field abave, To edit an exisking expense, dick the cxpense an the Teft side of the page.

@ Recently Used Expense Types

Personal Car Milkage Cash Adwance Return

Miscelaneous Tolls

Hiotel
All Expense Types

Business Promotions
Cther Promaotional Bxpenss
Trade Shows

Cash Adchrance
Cash Advance Return

Comm unications
Cellular Phone
Internet Charges
Local Phone
Long Disance

Com pany Car Expense
Company Car Fuel

Company Car Maintenance

& Expense

Version Date:

11/07/13
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2. How do | enter Meals per Diem (Travel Allowance) Trips with No Overnight Stay?

A. On a NEW Expense Report

e Onthe My Concur in the Expense Report or Active Work section click on New Expense
Report

e Complete the required Report Header information
e Ifrequired, link any Travel Requests to the Expense Report

O Click Add under Travel Request and select the appropriate Travel Request(s) to link
to the Expense Report

0 Click Save and the Travel Allowances dialogue box will appear.

0 Click Yes

Travel Allowances

Will this report include trawvel allowance ExpeD
) EEOE -

NOTE: The change to accommodate the new Statewide Travel Policy regarding Meals with
no Overnight Duration became effective 7/1/13 with the new Statewide Travel Policy.

e Click on Go to Single Day Itineraries if the Single Day Itinerary entry form does not display.

0| x
Travel Allowances For Report: InState Travel 9/1 to 15
1| Create New Itinerar'.pr Available Itineraries@ Expenses & Adjustments -
Itinerary Info

Itinerary Name
IInState Travel 8/1 to 15

Add Stop | Delete Rows New Itinerary Stop
- Departure City « Arrival City Arrival Rate Location Depart from (city)

No Itinerary Rows Found

Date

]

ITime

Arrive in (city)

Date
O

ITime

Goto Single Day ltinerarles | | Mext>> | | Cancel ‘
e The Single Day Itinerary Entry Form Opens
9|Page TeamWorks Travel & Expense Version Date: 11/07/13
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e Enter the date you want to begin entering information for in Choose Start Date.

e Click Go to open the data entry screen for the chosen dates.

Travel AJ/ances F port: InState Travel 9/1 to 15 =
1| sj tineraries sailzhle Itineraries@ Expenses & Adjustments -
Chooze start date  09/16/2013 _GO_
Excl... Date Start Location Dep... End Location Arrive Dep... Bac... Hours

09/16/2013 Mon...

09/17/2013 Tues...

09/18/2013 Wed...

08/19/2013 Thur..,

09/20/2013 Friday
09/21/2013 Satu...

09/22/2013 Sun...

Go to Standard Itinerary Next>> | Cancel | ‘

e The date you selected will now display — 7 days display at once.

Travel Allowances For Report: InState Travel 9/1 to 15 S
Single Day Itineraries Available Itineraries Expenses & Adjustments Reimbursable Allowances Summary -
Choose start date  09/08/2013 43 ) G.c.)_.
Excl... Date Start Location Dep... End Location Arrive Dep... Bac... Hours

(0826435
08,/08/2013 Mo...  An itinerary already exists for this day

09/11,/2013 Wed...

08/12/2013 Thur...

09/13/2013 Friday

08/14,/2013 Satu...

Go to Standard Itinerary [ Cancel | ‘

0 If Itineraries already display, as in our example, that means those days were
already used to claim Travel Allowance on this or another Expense Report

=  For each day you want to claim a Travel (Meal Per Diem) Allowance enter your starting
location for that day in Start Location and click the Tab key.

10| Page TeamWorks Travel & Expense Version Date: 11/07/13
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= Enter the time (using am or pm) you left in Depart and click the Tab key.

=  Enter your last business destination of the day in End Location and click the Tab key.

v" Note: You must select the destination city with (Single Day) after the name. If you select a
destination city that does not have (Single Day) after the name you will not receive the correct
Travel Allowance,

= Enter the time you arrived at this final location in Arrive and click the Tab key.

= Enter the time you left this location in Depart and click the Tab key.
=  Enter the time you arrived home in Back and click the Tab key.
v" Note: The system will calculate your travel status time under Hours.
e After you have entered all the days you are claiming, click Save Itineraries.
v" Note: You can go back in and add additional days in a different week later

v" NOTE: Any days where meals have already been requested on ANY expense report for the
date period displayed will show the message “An itinerary already exists for this day.” You
cannot claim meals for the same day twice.

Travel Allowances For Report: InState Travel 9/1 to 15

Single Day Itineraries | Available Itineraries Expenses & Adjustments Reimbursable Allowances Summary

Choose start date 09/08/2013 ] _Go

Exc.. Date (Dep-Erd Location @D- =

09/08/2013 Sun...

09/09/2013 Ma... An itinerary already exists for this day

09/10/2013 Tues...

) ) ) I )
09/11/2013 Wed... | Atlanta, Georgia 7:00 AM || Augusta (Single Day), Georgia 900 AM | @00 PM || 700 PM 12:00
)

09/12/2013 Thur... | Atlanta, Georgia ! 600 &AM || Moultrie (Single Day), Georgia "aooam|| soopm| s00pm 14:00
09/13/2013 Friday

09/14/2013 Satu...

Go to Standard Itinerary . Cancel

e C(Click the Expenses and Adjustments tab

11| Page TeamWorks Travel & Expense Version Date: 11/07/13
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Travel Allowances For Report: InState Trav to 15 21

Single Day Itineraries Available Ttineraries Expenses & Adjustments Reimbursable Allowances Summary -
Choose start date | 09/08/2013 ] __G:)_
Excl... Date Start Location Dep... End Location Arrive Dep... Bac... Hours

[7] 09/08/2013 Sun...

08/09/2013 Mo... An itinerary already exists for this day
[[] 08/10/2013 Tues...

09/11/2013 Wed... Itinerary has been created

e Click on any meal that was provided to you for any days you reported. The system will
adjust your reimbursement amount for that meal period.
e Click on Create Expenses.

=P 4
Travel Allowances For Report: InState Travel 9/1 to 15
|I| Single Day Itineraries Available Itineraries| 3| Expenses & Adjustmentsm Reimbursable Allowances Summary -
Show dates from EE to E __GE)_
Exclude | All |: Date/Location « Breakfast Provided Lunch Provided Dinner Provided Allowance
r r F
09/11/2013
O Augusta (Single Day), G... O o $16.00
09/12/2013
( Moultrie (Single Day), G... (= o @ $28.00

i

<< Previous Next >> Create Expenses Cancel

0 Expense entries called Fixed Meals will be created in your expense report
for each day you claimed with the allowable reimbursement amounts.

12| Page TeamWorks Travel & Expense Version Date: 11/07/13
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My Concur Request Expense Reporting Administration Profile

View Reports New Expense Report  View Receipt Store  Process Reports  Process Receipts

InState Travel 9/1 to 15

(3) New Expense Details ~ | Receipts = | print/ Email |

Expenses Move =  Delete  Copy  View v | |«| | New Expense Receipt Store |

[C] Date ~ Expense Amount Requested I

1 Ex| enze‘

| Adding New Expense & | <

¥ . To create a new expense, click the appropriate expense type below or type the expense

O 09/12/2013 Fixed I.Vle‘al.s $28.00 $28.00 type in the field above. To edit an existing expense, click the expense on the left side of L
Moultrie (Single Day), Geargia Hermrra E
Fixed Meals

O 08/1V2013 usta (Single Day), Georgia $16.00 $16.00 @ Recently Used Expense Types

Personal Car Mileage

Office Supplies

Meals- Actual Meal Allowance (Domestic)
Haotel

Rental Cars Only
All Expense Types

Business Promotions

gOther Prometional Expense

Trade Shows

Communications

Cellular Phone
TOTAL AMOUNT TOTAL REQUESTED
Internet Charges

$44.00 $44.00 il

Lecal Phone

NOTE: When entering Travel Allowance associated with travel status time with no overnight stay, you must remember to
select final destination locations that have (Single Day) after the location name. If you do not, your Travel Allowance will
not be incorrect. Additionally, do not select locations with (Single Day) in the name for the starting location.

B. On an EXISTING Expense Report

NOTE: You may now add Travel Allowances for travel with or without an overnight stay on the same expense report.!
Simply choose the Standard Itinerary for Travel Allowances accompanied with overnight stay(s) or Single Day Itinerary for
Travel Allowances where no overnight occurred. Additionally for Single Day Travel ONLY use locations with (Single Day) in
the location name for the final business destination of the day as described below

® Onthe My Concur page in the Expense Report or Active Work section click on an existing
Expense Report to open it.

@
Georgia
My Concur  Request = Expense Reporting  Administration Profile
View Reports MNew Expense Report  View Receipt Store  Process Reports  Process Receipts
Expense Report List
Acti R t Delete Report Copy Report
ctive heports
“view Il Create & Edit ~
|: eport Name Comments Status Payment Status Report Date Total Requeste...
pol ay) pol eq
| 0 ::‘j:;? 'Tl'rr:\.l:‘l 9/1 r) 15 Mot Submitted Not Paid 09/20/2013 544,00 $44.00

WWW

e Click on the Details tab.

e Select New Itinerary under the Travel Allowances section

13| Page TeamWorks Travel & Expense Version Date: 11/07/13
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My Concur Request Expense | Reporting Administration  Profile
View Reports ™ xpense Report  Wiew Receipt Store  Process Reports  Process Receipts
InState Tra 9/1 to 15 Delete Report Submit Report
7@5{5\1}5@%& | Details - Receipts - Print / Email =
Expenses Report Cop View | </ | New Expense | Receipt Store |
|: Date ~ Report Header ;mt Requested i
Expense
Aa’dmg New Ex,'uense Totals e L
-1 Audit Trail S To create a new expense, click the appropriate expense type below or type the expense

O 09/12/2013 28.00 type in the field above. To edit an existing expense, click the expense on the left side of L

Approval Flow the page. 9
O 09/11/2013 Comments 16.00 $16.00 0 Recently Used Expense Types

Allocations Personal Car Mileage B

Allocations Office Supplies

es Meals- Actuzl Meal &llowance (Domestic)

New Htinerary Hotel

Available Itineraries Rental Cars Only

Expenses & Adjustments All Expense Types

Reimbursable Allowances Summary

Business Promotions

s e, - P mabonan, PP — Py e P, -

o The system opens to the last Meal Type used.:.
v" Note: You cannot mix expenses for In State, Out of State and International Travel on the same
Expense Report.
e C(Click on Go to Single Day Itineraries if necessary
o If the dates displayed in Travel Allowance Single Day Entry are not the dates you need to
access, change the date in Choose Start Date and click on Go to open the data entry screen
to the correct dates.
0 For each day you want to claim a Travel (Meal Per Diem) Allowance enter your
starting location for that day in Start Location and click the Tab key.
[=1lE.4
Travel Allo nces For Report: InState Travel 9/1 to 15
Single [} eraries ilable Itineraries || Expenses & Adjustments Reimbursable Allowances Summary -
Choose start date | 09/08/2013 T Go
Excl... Date Start Location| Dep... End Lgcation Arrive Dep... Bac... Hours
[ 09/08/2013 Sun...
03/09/2013 Mo...  An itinerary already exists for this day
] 09/10,/2013 Tues...
08/11/2013 Wed... Itinerary has been created
09/12/2013 Thu... Itinerary has been created
[ 09/13/2013 Friday
= 09/14,/2013 Satu...
Go to Standard Itinerary Cancel . ‘
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e Enter the location you started from in the Start Location
e Enter the time (using am or pm) you left in Depart and click the Tab key.

e Enteryour last business location (Single Day) of the day in End Location and click the Tab key.

v" Note: You MUST choose a location with (Single Day) displayed after the location name. If you do not
the Per Diem will not calculate the correct rate and will display $27.

e Enter the time you arrived at this final location in Arrive and click the Tab key.
e Enter the time you left this location in Depart and click the Tab key.
e Enter the time you arrived home in Back and click the Tab key.

v" Note: The system will calculate your travel status time under Hours.

e When you have entered all the days you are claiming click Save Itineraries.

Travel Allowances For Report: InState Travel 9/1 to 15 =
Single Day Itineraries Available Itineraries Expenses & Adjustments Reimbursable Allowances Summary -
Choosestartdate 09/08/2013 [ Go
Excl... Date Start Location Dep... End Location Arrive Dep... Bac... Hours

| 09/08/2013 Sun...

[ 09/09/2013 Men...
] 09/10/2013 Tues...

08/11/2013 Wed... An itinerary already exists for this day
08/12/2013 Thu... An itinerary already exists for this day

—_ T L |
T 71572013 Friday | Atlanta, Georgia | 7:00 AM || Ringgeld (Single Day), Georgia 900 AM | X00P 7 ;
[ 09/14/2013 Satu...

.
_____

Go to Standard Itinerary Cancel ‘
e Click on the Expenses & Adjustments tab at the top of the window
e Click on any meals that were provided for you
e Click on Update Expenses.
15| Page TeamWorks Travel & Expense Version Date: 11/07/13
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Travel Allowances For Report: InState Travel 9/1 to 15 g
Single Day Itineraries Available Itineraries Expenses & Adjustments Reimbursable Allowances Summary -
Show dates from [ to E Go ]
Exclude | All [ Date/Location - Breakfast Provided Lunch Provided Dinner Provided Allowance
09/11/2013
O Augusta (Single Day), Ge... d = $16.00
09/12/2013
] Moultrie (Single Day), G... ] ] ] $28.00
09/13/2013
O Ringgeld (Single Day), G... ] | ] 528.00
Update Expenges | Cancel ] ‘
e An Expense Entry called Fixed Meals will be added to your expense report for each day you
claimed and were eligible for according to the Travel Policy.
Welcome, Donna Fitzgerald [ You are administering far: Yourself ] 0 Help | Log Out
-
o ©®
Georgia

My Concur Request Expense Reporting Administration Profile

View Reports Mew Expense Report  View Receipt Store  Process Reports  Process Receipts

InState Travel 9/1 to 15

(%) New Expense | Details -I Receipts = Print / Email =

Move v  Delete Copy | View v‘ <« New Expense | Receipt Store |

Expenses

] Date - Expense Amount Requested —
3 Expense |‘ 1

>

[

Adding New Expense

To create @ new expense, click the appropriate expense type below or type the expense

O 0971372013 Fixed Meals _ $28.00 $28.00 type in the field obove. To edit an existing expense, click the expense on the left side of ]
Ringgeld (Single Day), Georgia the page. 1
Fied-iteats

O 09/12/2013 Moultrie (Single Day), Georgia $28.00 $28.00 @ Recently Used Expense Types

o 09/11/2013 E:;:::E(;I:gws Day), Georgia $16.00 $16.00 Personal Car Mileage
Office Supplies
Meals- Actuzl Meal Allowance (Domestic)
Haotel

Rental Cars Only
All Expense Types

Business Promotions

éOther Promotional Expense

Trade Shows

Communications

Cellular Phone

TOTAL AMOUNT TOTAL REQUESTED
Internet Charges
$72.00 $72.00 il
Local Phone
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3. How do | add Travel Allowances (meals) to my existing Expense Report? | selected No
to Travel Allowances when I initially created my expense report.

e Open the Expense Report you want to add Travel Allowances to.
e C(Click on the Details tab
e C(Click on New Itinerary

» Expense Center - William © %

<« C fi 2 hips/implementation.concursolutions.com/Expense/Client/defaultasp Qyy =
B Google (3 Imported From [E
welcome, William Abercrombie @ Help | Log out
-
° @&
Georgia

My Concur  Request | Expense | Reporting  Profile

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

Instate Travel 7-16 to 31 Sgl

| (%) Mew Expense ” Details -] Receipts r‘ Print f Ernail -I | [*] Hide Exceptions ]
Exceptions Report ‘ =
Expense Da Report Header
Fized Meals 07y Totals reater thar 30 days old. Please be more tirely in your expense submissions. i
o Audit Trail j = I
Approval Flow I S .—————‘
Co| Wiew = ] New Expense Receipt Stare
Expenses Comments I A = !
-
E Date ~ ant Requested —
e | Cash Advances | i — o
: Adding New Eppense Al abl - =
: wallable - To create @ new exmense, dick the appropriate expense type below or type the expense
['7!2;'2"13 Assigned 36.00 $36.00 [ time in the field above, Toedit an existing expense, dick the expense on the isft side of the B
N N page.
Allocations
0712642013 = @ Recently Used Expense Types
O <€ Allocations 3.46 $173.46
Personal Car Mileage
07/2442013 Travel Allowances |
477 $49.77 Tolls
L ‘ Newr Itinerary
Rental Cars Only
0772342013 Awailable [tineraries
O P4 ' 28.00 $2800 _ Hotel
W | Expenses & Adjustments L
< i | + Parking

Reimbursable Allowances Summary TOTAL REQUESTED
All Expense Types

$357.00 $357.00 -

_https:f/\mp\Ementat\nn.cﬂncurm\ut\nns.cnm/Expense/Client/default.aspﬁ

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

4. How do | add an additional approver to the workflow?
e After you click Submit Report and Accept & Submit a screen similar to the
following will appear showing your default Authorized Approver.

v" Note: Your Approval form may appear different depending on the
configuration for your Agency.

17| Page TeamWorks Travel & Expense Version Date: 11/07/13
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Approval Flow for Report: ttt 8/17

Authorized Approval:

Thornton, John A,

State Head Approval

his step may be skipped

Back Office Approval:

Submit Report Cancel

Note the blue arrows available for each level of approval.

0 Clicking an up arrow will insert an additional approver before that normal
level of approval.

0 Clicking a down arrow will insert an additional approver after that normal
level of approval.

0 Examples:
= #1 Click on the blue up arrow in #1 to add an approver before #1.

= #2 Click on the blue up arrow in #2 to add an approver after #1 but
before #2.

+* In our example we have clicked on the up arrow in #2

= #3 Click on the blue up arrow in #3 to add an approver after #2 but
before #3.

= #4 Click on the down arrow in #3 to add an approver after #3.

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

TeamWorks Travel & Expense Version Date: 11/07/13
State of Georgia
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Approval Flow for Report: NW GA Review 8-1 X
A
Authorized Approval
Thornton, John A, L é._. x
User-Added Approver:
L ANE
State Head Approval:
2| x
Back Office Approval:
¥ A% w
h$ >
Submit Report Cancel

0 If you know the approver’s name: Type in the last name of the approver you
want to send the report to.

= Select that approver from the list that appears and click Submit Report.

0 If you don’t know the approver’s name: Type in an *. A list of ALL the
approvers in your agency will appear.

Select the correct person from the list and click Submit Report.

Approval Flow for Report: NW GA Review 8-1

Authorized Approwval

Thornton, John A.

User-Added Approver:

[

[

iHaidet, Chloe A. [noemail@georgia.gov)

(0]

Reports.
(0]
19| Page

Clarke, David R, [Clarkedr@audits.ga.gov]
Elaha, Edward F. (blahaef@audits.ga.gov]
Eolton, Janet L. (noemail@georgia.govl
Thornton, John A, thornton@audits.ga.govi
Whitesides, Michael L. fwhitesid@audits.ga.govj
(40 _COMCUREsao.ga.govi
(SAD_COMCUR@sao.ga . govl

Boyd, Roger W,

Hinton, Russell

Search Approvers

m

[

e

Submit Report

How do | import Smart Expenses into an Expense Report?

Click on an existing Expense Report to open it.

TeamWorks Travel & Expense

State of Georgia

-~
»
»
»
w
»
Cancel

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

Version Date: 11/07/13
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Active Work

pense Repart

Expense Reports (1) | Cash Advances (0]

Report Mame Status Payment Status Report Date
Training April 2013 Mot Subritted Mt Paid 05052012
Trining Test
o The Expense Report Opens
o Click on the Import tab
My Concur Travel Expense Reporting Administration Profile

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

Training April 2013

@ Mew Expense | Impart Details - Receipts - Print/Email -

Expenses Delete Copy | wiew v % Mew Expense
[ Date - Expense Amonnt Requested

ik B

i Adding New Expense

o The Smart Expense window opens

Requested Amount
$0m

Delete Report Submit Report

| Receipt Store

To create @ new expense, click e appropriole expense Lype below or type the expense lype [N the field

o Click on the check box next to the expenses you wish to add to this expense report

e 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  Miews Cash Advances  Mew Cash Advance

Training April 2013

Delete Report Submit Report

Printf7 EWET~

[@® Mew Expense || Import || Details =|| Receipts =
Expenses Dok Comy | view [ € Smart Expenses =
Ll | pate - Expanse Amaunt Requerted [ cards | import ~|[ Match || Unmatch || Delete
e i Expense Detail Expense Date Amount
=l Corporate Card Charges
NS Alaska AirlinesInc...  Aitars O4/18/2013 714
G S Travel, Inc. Duluth  For Trwel Agent 04162013 kel i3
@ Travel Inc. Duluth  For Trwel Agent D4 16/201 3 kil i3
@ US Ainvays Airfare 04162013 140

o Click on the Import tab in the Smart Expenses box

0 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
0 If you clicked on the Import Tab without touching the drop down arrow the
system will automatically select To Current Report
20 Page TeamWorks Travel & Expense Version Date:
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My Concur Travel

Expense

Reporting

Administration

Profile

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

Training April 2013

" Frint/ Email -

@ MewExperse || Import | Details + | Receipts -
Expenses Dekts  Copy Vi v« Smart Expens
O | oste~ s B Requested [sicass | [ Import <] Match | Pnmatch |
| G B [ & To Current Report
3 Corporate fard Charc To New Report
v 6 Blacka Birlines Tnc irfare
NS Travel Inc. Duluth  For Twel Agent
Oe Travel Inc. Duluth  For Trawel Agent
(<] US Rinvays Airfare
o Click OK on the Smart Expenses dialogue box that pops up

Smart Expenses

d

The selected items have heen successfully imported
as expenses.

[ Mever show this prompt again

—

If you see a Red Exception Flag

Delete Report Submit Report

Delete |

Date

D4/15/2015
/162013
D4f16/2013

MA1G2013

The selected Smart Expenses are now assigned to this Expense Report

Amount

$TLED

i

41480

on any expense, you must resolve the issue or the

expense report cannot be submitted

(0]

My Concur Travel

Expense

Reporting

Administration

Profile

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

“Wiews Charges  Wiew Reports  Mew Expense Report  “Wiew Receipt Store  MWiew Cash &dwances  Mew Cash Sdvance

Training April 2013

[ MewBxpense | Import || Details = Receipts +| Print/Email = "[T] Hide Exceptions |
Exceptions
Expense Date Amount  Exception
Airfare o4/182012 447180 B This expeanse has no matching tawvel reszration. Pleass import tips and apply the booking or uss the expenss eport comments toeplin why thee was no
rezervation made for this expense.
Expenses Dekete  Copy  Wiew v “1 Smart Expenses
[ Date ~ Expense Amount Requested Al Cards | Import -] _r;1a_t_ch“ W _Eln_r_na;:gh“' Delete
Adding New Expense i .
H Expense Detail Expense Date Amount
4182013 gidfare ~
ane Alska Airines Inc. & 47180 $471.80 | |5 Corporate Card Charges
04/16,201 3 For Travel Agent 6 Travel. Inc. Duluth For Tawel Agent 4 16/201% ficlnrd
$9.02 $9.02
Travel. Inc. Duluth, (=] US Rinways Airfare 0441672013 14
< ||®
TOTAL AMOUNT TOTAL REQUESTED
$480.82 $480.82
o The Expense data for that item will appear
21| Page TeamWorks Travel & Expense Version Date: 11/07/13
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My Concur Travel Expense Reporting Administration Profile

Wiewe Charges  “Wiew Reports  Mew Expense Report  Wiew Receipt Store  VWiew Cash Sdvances  Mew Cash Advance

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

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

o Enter any missing required data.

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

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

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

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

o Click on Save to update the Expense Entry.

22| Page TeamWorks Travel & Expense Version Date: 11/07/13
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