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1. Will the system automatically display government rates for hotels?
Yes, however users must select Government in Travel Preferences:

e logintoTTE
e Click of Profile
e Click on Travel Preferences

A ®

Georgia
My Concur Request Travel Expense Reporting Administration Profile
Personal Information  Change Password  Systern Settings  Mobile Registration
My Profile Home Address  Work Address  ContactInfo.  Email Addresses  Emergency Contact  Tmwel Preferences Assisants Credit Cards
Your Information To .edit the pl\:.vfil.e of somecne other than yoursel, s2kect a name from the list m_ the rig.ht. If yiou hawe the seif-aszigning
assistant permission, you may use the ssach button to locate users not aleady in the list.
Perzonal Information
Company Information Dimbled fizks [gmy] cannct b= changed. If there are erors in thess fiels, contact your cormpany's trvel administator. Change
Contact Information Picture
Gl Aeliesses Fields marked [Required] must be completed to mwe your profile.
Ermergency Contack
Credit Cards
Travel Settings Your Mame and Airport Security: Please make cerain that the first, rmiddle. and Bst nares shown below are identical to those on the photo identification that you will ke
ing at the airport. Due to increassd ainport security, you may ks tumned away at the gate i the narme on your dentification does not match the narne on your ticket.
el Peaienees Titke First Narn [ Requi Middle Narme [Requi Nicknama Last Name [ Requi Suffic
International Trawvel + | Donna o || ”Fitzgelald w
Frequent-Traveler Pragrams D Mo Middke Hame
Assichanbs fArranners

e C(lick in the box next to Government to allow Government rates
e Select any other applicable discount travel rate or fare classes

Travel Prefere

Goto top
Eligibilz for the g dizzount tAvel @tesfae chms

Wlasascas  [#loowemment iy [#] seniovaske

Air Travel Preferences

Seat Specal Meals Ticket Delvery

| Azl b | | Requbr kieal b |:_£_-:_A'€k_e_!_n:ﬁ_e_n_ea_:__n'_b{e_ [t

Prefermed Departune Airport Crther Air Trawel Preferences hedical Alerts
AL [iee | | |

Hotel Preferences
R Type Sroking Prefersnce flez=ge to Wendor
[Qusen 5| [Mon-smoking | [ pcam pilows [ Rolswaybed [cio | | w
I prefer hotel that has:
Da gy l:la [ al] a resEu@nt D =y B2 Y D Earky Check-in
Aocessibility Needs
[j';_ DWheelchair access D Elind accessible

e (Click Save

2. How do | 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.

Page 3 of 17 State Accounting Office
200 Piedmont Avenue West Tower
Atlanta, Georgia 30334

WWWw.sao.georgia.gov




TTE FAQ Spotlight

October 2013

—

—

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

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

In our example we are selecting two of the four Smart Expenses

Delete Report Submit Report

Printf7 EWET~

| @ Mews Expense | Imnport | Details - | Receipts =
Expenses Delete  Copy | View “ Smart Expenses
| Date - Expense Amount Requekted &l Cards 2| mport -
MNew Expense
Expense Detail

=l Corporate Card Charges
LA Alaska Airlines Inc. ..

S}
G S Travel, Inc. Duluth
[S] Travel, Inc. Duluth
S]

US Ainways

[ Match

Expense
Airarz
For Trwel Agent

For Tavel Agent

Airfare

[ Unmaten ||

Delete
Date Amount
04/13/2013 P71
O416/2013 ki
OH16/2013 e
041672013 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
Page 4 of 17 State Accounting Office
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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

Trainin g April 2013 Delete Report Submit Report

@ Mews Expense || Import || Details » | Receipts = Print/Email =

Expenses Deite  Copy  Wiew - | Smart Expens
Expense Amount Requested | i cards v|[ mport | Match | nmatch | Delete |
Adding New £ [
 ang New Supense [ Bc  To Current Report Date Amount

= Corporate fard Charg To New Report

el 6 Dlacka & idines Toc. idam D4/18/2013 HWiEn
NS Travel Inc. Duluth  For Twel Agent O4/16/2013 {90z
@ Travel, Inc. Duluth For Trawel Agent 16201 E P
(<] US Airways Airfarz 4/16/201 3 441480

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

Smart Expenses X‘

The selected items have heen successfully imported
as expenses.

[ Mever show this prompt again

=) KN |

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

o Ifyou see a Red Exception Flag H
expense report cannot be submitted

on any expense, you must resolve the issue or the

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

My Concur Travel Expense Reporting Administration Profile

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

@ Mew Expense | 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. 2
Expenses Dekte  Copy | Wiew = < Smart Expenses -
Date ~ Expense Amount Requested Al Cards w| Import -] Match || Unmatch | Delete
Adding Mew Expense r i
; | | Expense Detail Expense Date Amount

04/16/201 3 For Travel Agent

! 04/18/2012 pirfare
‘ ' B  Asdssidnecinc < #471.80 $471.80 | = Corporate Card Charges
i O Travel Inc. Duluth  For Trvel Agent /1672013 Bm

Travel. Inc. Duluth, 09 US Rinways Airfare 0441672013 14
¢ 5>
TOTAL AMOUNT TOTAL REQUESTED
$480.82 $480.82
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o The Expense data for that item will appear

My Concur Travel Expense Reporting Administration Profile

Wiewe Charges  “Wiew Reports

Training April 2013

Meuwr Expense Report  “iew Receipt Store  Wiew Cash Advances  Mew Cash Advance

Delete Report Submit Report

@ 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 View v | |% Expense
-~
Date - Expense Amount Requested B Trnmction Date
4182013 pirfare Airfare ¥ 041e2013
B  Alskafiines Inc. Seattk Wi USA EZLED CELEY
Purpose of Trip Ticket Murnber
This expense has no matching trwel reseration. Pleass import trips and apply the booking |Tra\ning 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 ~  plaska Airlioes Toc, Seattls WA USA
credit card smart expense information.
Mizzing required fizld: City. Airline TAvel Sanice Code City
04/16/2012 Select ane o |
For Travel Agent
Travel Inc. Duluth. Minnesom .02 .02 Payment Type Amaunt
471.20 usD |
[ persanal Expense [do not reimburss) TP Type
Qut of State Travel 25
v

TOTAL AMOUNT

$480.22

TOTAL REQUESTED

$480.82

o Enter any missing required data.

} Ttem ize Attach Receipt Cancel

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 Ifyou 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.
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3. What do | do if the corporate card charges and the trip charges for the same trip
appear separately in Smart Expenses?

= Expense Center - Kristi B Johmson - Windows Internet Explorer

r———

G - ' hithges v soonoumtob tions, comy i rpense Chentidef st mn wi K| el K s

Ple it Vs Fgeordes  Took el
- N x =
Wl G (s Experre Corker - Krtiti R Jobnson B = B o = [iFPees - 5 Taok -
Welcome, Kristi lobnson [ You sie sdminatering fon Aice £ Thormhi | & Feip | Log Out
-
» @
My Concwr  Roquast Travel | Exponse Reporting  Adminisration  Profile
’ View Reports  Mew Dperse Pepot View Receipt Son
01/07/2013 Delete Report
(%) Mew Expense Irryport Detady = Receipts =] Pont/ Email = ] Hide Eecepticns
Exceptions -
Eapenie Date Amoiend Exieplion
For Travel Agent - BLAL0L gz 3 Thi eneris antry oy b o cushicats of ihe fosiomng expense, Begort STIEENBSCASOEDASSF 01071013 Eiperie) 130014, F
el hgerk 4 3T LISE
Expenses view = 1= | Smart Erpq; -
Date * Expense Amount Requested Nt Uewriatich
Adding fiew Expenie Expense Dt Ixpense Date Ampant
~
BLEH2013 Parking £15.00 $1%.00 d Corporate Card Charges &
Georgis Insteute
G Adrtran Mree.  Sedars LR
0132013
it $18.00 $18.00
C’I ROMERY, SEDrR Adrtran Ad v
0'5‘;'-“.-':1][!- Personal Car M $£210.75% X078 = Trp: Trig from lackromdlle 1o Allands (MIEERT}
= 'ﬂ Aarfade Jidd rtane
£ 2
TOTAL ASIHINT TOTAL REQUESTED: = Trip: Trip from lacktonviile Yo Atlants (MTTLUNE)
$1,942.54 $1,942.54 p— _—
Dane ¥ i@ Intemet 11

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.

0 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 appearingin
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.
0 The items will be matched and imported as one item into your expense report.
0 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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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.

Approval Flow for Report: ttt 8/17

Authaorized Approval

Thornton, John A, O;. X
State Head Approval

@-

¢

his step may be skipped

Back Office Approval:

Submit Report Cancel

e 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.

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

Page 8 of 17 State Accounting Office b
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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
his step may be skipped,
Back Office Approval:
CEAE v
< |
Submit Report Cancel |
S|

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 Approval:

[
x

Thornton, John A.

User-Added Approver:
K
Haidet, Chloe A. [noemail@georgia.govi

Clarke, David R, [Clarkedr@audits.ga.gov]
Elaha, Edward F. (blahaef@audits.ga.gov]

[
x

Eolton, Janet L. (noemail@georgia.govl
Thornton, John A, thornton@audits.ga.govi
Whitesides, Michael L. fwhitesid@audits.ga.govi
Boyd, Roger W, (SA0_COMCUR@sao.ga.govi
Hinton, Russell W, (SAQ_COMCUR@sa0.ga.aov] — -

[
x

|€

| v

e

Submit Report Cancel

Search Approvers

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

e Open an existing Expense Report or create a new one

e On the 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  Mew Expense Report  “Wiew Receipk Store Wiew Cash Sdvances  Mew Cash Advance

Mow 3-16 Travel Delete Report Submit Report

@ Mewr Expense Details - Receipts - Print / Email = E] Hide Exceptions
Exceptions =
Expense Date Amount  Exception
) ) -
Cffice Supplies 11032012 4000 The Tmnmction Date is Greater than 30 days old. Please be mare timeky in your expenses submissions.
Personal Car Mil.. 110472012 12432 The Tanmction Date is Greater than 30 days ok, Pleass ke mone timeky in your ex<pen ss submissions. v
Expenses Dekte Copy View v 4 New Expense Receipt Store
Date - Expense Amount Requested
H Ex
i Adding New Expense FRNS= pers

To creabe @ new cxpenss, ol i type helow ar hipe the expense bipe i the field
11132012 Fixed Meals $21.00 $21.00 G abore, TosedmITEnsting expense, click the expense an the Teft &7 .

Moultrie, Gecrgia

1122012 Figed Meaks @ Recently Used Expense Types

Valosts, Georgia $21.00 $21.00

Cash Advance Return Personal Car Milage Miscelanecous
11/08/2012 Personal Car Mileage

$137.09 $137.09

lls Hotel

11/08/2012  pyogey All Expense Types
> 1;!1 ‘ () ComfortInns, Svannah, Geogia $230.00 230.00

Transportation
11,/08/2012 Tolks
Savannah, Geog@ §1.00 §1.00 Personal Car Mikage
11/07/2012 Personal Car Mileage $131.54 $131.54

L
TOTAL AMOUNT TOTAL REQUESTED

$1,088.12 $1,088.12

EERTL Y - P

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 lis the highest rate and is used when the use of your personal
car was the most economical or it was determined by your
supervisor that it was the most expedient.

e Tier Il is the lowest rate and is used when you were not
authorized to use your personal vehicle but chose to anyway. This
is acceptable, you just receive a lower reimbursement rate.

0 No other fields are manually completed on this screen.

0 Click on Mileage Calculator to continue

Page 10 of 17 State Accounting Office
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Nov3-16 Travel Delete Report Submit Report
| (%) Mews Expense || Details +| Receipts = | Print/Email ~ "B show Exceptions
Expenses Delet=  Copy | View v 4 MNew Expense | Receipt Store
[ Date ~ Expense Amount
‘ ] Wiz i Rates
i Adding New Expense Expense Type Tmn=ction Date
117132012 Fixed Meals ~ |Personal Car Mileage > | 113012
N n $21.00 $21.00
Woutris, Gecrgi Purpose of the Trip FICT Loa T
11/12/2012 Fizced Piaaks |N0rmal Travel ‘
Vadost, Gecrg@ §21.00 #21.00 .
To Location Payrnent Typs
11/08/2012 ileage |
Personal Car 1i $137.09 $137.09
Disance : Arnount Trip Type
1LOB/3012  Hotey |0 BET] UsD | v ‘In-State Travel >
> G‘ () ComfortInns, Savannah, Georgia $230.00 $230.00
comment
11/08/2012  Tolk
Savannah, Geogi@ #1.00 #1.00
117072012 leage
Personal Car 1i $131.54 $131.54
11/06,2012 Personal Car Mileage $17.64 $17.64 ehicke 10 Murnber of Passengers
Personal Car Tierl ¥ |0
11/06/7012  Tolk (i Ly um=g gy
Savannah, Geogi@ $1.00 $1.00 a
11/05/2012 i
Personal Car Mileagy $252.53 $252.53
11/04/2012  personal Car Mileage $124.32 $124.32 Mileage Calculator
1/04/3012  ops
‘ Warner Robins, Geog@ $1.00 $1.00
2
TOTAL AMOUNT TOTAL REQUESTED m ™ attach it || Cancel
$1,088.12 $1,088.12

e |[f the following screen appears select Yes.

Fleaze Confirm X

9 Required fields are missing data. Would
wou 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.
0 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

Page 11 of 17 State Accounting Office
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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:

Mileage Calculator

e Enter the address of the final stop at the conclusion of the business day
e If the final stop is the same as the stop in Box A, click on box Make Round
Trip to automatically enter that address.

Lafayette i £
[ osmid Tatis [ ] aescid Highways ¥ Ellijay
L
Waypoints Distances Personal € 5 (=)
WY S
@ 100 Spring Drive, Romwell, 58 30075, U e
61.9 ML I:‘ | Calhoiin (138)
{8 2 East Main Strest, Rome, GA 30161, US Sul [fﬂ ferville Jasper
1840 [ | —— Dav
€ Cedartomn, GA 20125, USA
} 1120 [

@ Main Line Rosd, Rockmart, G& 30153, U

@]

Directions

Canton

Curm

Cakubte Poute® Make Round Trip

Woodstock

Dl

@ 100 Spring Dree, Romessl|, GA 30075, USA - . S&I“Id‘_{ Wetcross
Dallas Springs
§2.0 mi - about 1 hour 12 mins SO
1. Head north on Spring Dr toward GA-120 E M8 ft Mableton pﬂ‘;“-}-‘:ﬂ:s
2 Tumn keft onto GA-170 W 28 mi Lt
3. Exit onto GA-120 Loop W/North Marietta Plwy ME toward 15 mi " . VilkRica. Douglasvilla Atldnta
175N - rem

4. Turn right 12 merge ontoI-75 M 245 mi East Point
l:( Talia st PO for (20 . 70 W nad rai \/ Forest Park

- Carralliton Riverdale
[] Deduct Commue TOTAL PERSONAL |,/ TOTAL BUSINESS

0.0 MI( 91.5 MI

hiap data E20132 Google - Terms of Use Reports map smor

Add Mileage to Expense Cancel

O Click Deduct Commute:

Page 12 of 17

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.

State Accounting Office
200 Piedmont Avenue West Tower 5
Atlanta, Georgia 30334
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Mileage Calculator Sl
Cray
I:‘ Avoid Tolls I:‘ Avoid Highways
N (5
Waypoints Distances Personal ¢ » o
\ W )
@ 100 Sprirg Drive, Roswell, G4 30075, L p (1%6)
Calhoun £
} 61.9 I I:‘ Sul o erville Jasper
@ 2 East Main Street, Rorme, GA 30161, US ﬁ
= D
13.4mI[ |
© Cedartown, Ga 30128, USA |+ AdaighiRe
} 11.2 M [ | (301)
@ Main Line Road, Rockmart, G& 20153, U
49.3 MI
} D Curr
@ 100 Spring Drive, Roswell, G4 30075, 1L
@ ! Woodstock
[Elpharetta
Cakubte Route "
Cedd Ve
Ciul
Deducted Com mute Distance Morcross

Home
100 Spring Drive, Roswell, QA 30075, L

Office
200 Piedrmont Svenue SE, Atlanta, GA 2

Directions

Deduct Commute

TOTAL PERSCINAL TOTAL BUSINESS

21.5 ML

Bremen Villa R

[(oeduct Rg

Carrallton

1193 MI

Smyma
Mableton

Douglasville
a

East Point
Forast Park
Riverdale
Jonesboro

Wbp data EE013 Godgle s Terms of Use Reports map emor

Add Mileage to Bxpense [l

Cancel

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

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

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
round trip commute.
this additional amount.
o
o

Page 13 of 17

Click Add Mileage to Expense
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Mileage Calculator o
- Sa—
[ awoid Tas [ Avoid Highways
A {
Waypoints Distances Personal % < > =
'@ 100 Spring Drive, Roswell, GA 20075, LI | (138)
Calhoun -
} 61.9 ML I:l Suf g Erville Jasper
@ 2 East Main Street, Rome, GA 30161, US ﬂj =
A
} 18.AR[ |
@ Cedartown, G 30125, USA .+ Adawsrige
} 1128 [ - (a01)
@ Main Line Road, Rockmart, GA 20153, 1
} 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 dnta
200 Fiedront Averue SE, Atlants, 583 )0 educt Raund Tri| Bremen Villa Rica
.20 East Point
Directions Z Forest Park
» Camaliton Riverdale

TOTAL PERSONAL TOTAL BUSIMNESS

43.0MI  97.8MI

Jongsbhoro

Deduct Commuts

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

e 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

e 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.

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.
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My Concur Request Expense Profile

View Reports

Nov 3-16 Travel

@ Mews Expense | _E)e;:;il_s_ - _Iie_c:ai;;s_ -

Expenses
| Date ~ Expense
11/13/2012 Fixed hieals
Moultrie, Gecga
1171372012 Personal Car Mileage
[

subriszions.

Miszing required field: From Location, To Location.

11/12/2012 Fixed hMeals

Vakost, Geogia
11/08/2012 Personal Car Mileage
11082012  pogel

> ‘ () Comfort Inns, Savannah, Gecrgia

11/08/2012 Tolk

Sauannah, Geoga
11/07/2012 Personal Car Mileage
11/06/2012  personal Car Mileage
11/06/2012 Tolk

Sauannah, Geoga
11;1:;21312 Personal Car Mileage

. 11/04/2012 Personal Car Mileaoe

Mew Expense Report  Wiew Receipt Store

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

Wiewe Cash Advances  Mew Cash Advance

" Print/ Email -

Deket= || Copy | View v« Expense
Amount Requested
igw Reimburssment Rates
$21.00 $71.00 — | Edpens:Type
Personal Car Mileage
o000 $0.00 Purpose of the Trip

Mormal Travel

To Location

Main Line Road, Rockmal

Dis@ance : Amount
$21.00

Delete Report Submit Report

"B show Exceptions

| Receipt Stone ]

Tan=ction Date

> | 1113201z Bi

From Location

100 Spring Drive, Roswell,

Payrnent Typs
af, 20152, ]
Trip Type
¥ |In-State Trawvel 25

Mumker of Passengers

o5 o

s S0 |9s {5439
Comment
$137.09 $137.09
$230.00 $230.00
$1.00 $1.00 ehicke ID
Personal Car Tierl
$131.54 $131.54 Distance to Date:
0
$137.64 $137.64
$1.00 $1.00
$I5LE3 $252.53
e — W
TOTAL AMOUNT TOTAL REQUESTED
$1,088.12 $1,088.12

ileage 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
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My Concur Request Expense Profile
Yiew Reports  Mew Expense Report  Wiew Receipt Store  Wiew Cash Advances  Mew Cash Advance
Nov 3-16 Travel

'@NewExpense | Details ~ | Receipts - Print/Email -

Expenses Dekte  Copy | Wiew v «|  MNew Expense | Receipt Store
O Date - Expense Amount Requested A
Expensze
i Adding New Expense -
i i\ To cregbe g new expenss, click the anoropriobe cxpense ipe belaw or bene the xpense ine in the
C 11/13/2012 Fixed Meak $21.00 $21.00 e field abave. To edit an existing expense, click the expense an the left side of the poge.
Moultrie, Geoigi " "
= 11132012 personal Car Mil a5 3 @ Recently Used Expense Types
Perzonal Car Milkage Cash Adwvance Return
117122012 Fied Wik
C ‘abosta, Georgia ¥21.00 ¥21.00 Miscelaneous Tolls
11,/08/20132 i Hotel
g SO Personal Car Mileage 11709 #117.00
111081701 All Expense Types o
Hotel
0> ‘ () Comfon Inns, Savannah, GeogiE $230.00 $230.00 Business Promotions
11/08/2012 Crther Promotional B
C :\ul:nnah Georga $1.00 $1.00 = e Bsn=
. Trade Shows
11/07/2012 ileage
C Fersonal Car MF $131.54 $131.54 Cash Advance
Cash Advance Return
C 11/06/2012 Personal Car Mileage $137.64 $137.64
. . ‘Comm unications
11/06/2012 Cellulr Phone
C ;:\tI:nnah Geongia $1.00 $1.00
it Internet Charges
11/05/2012 i —
E Personal Car Mileage $352.53 $I52.53 Local Phone
Long Disance
C 1UDA012 - Personal Car Mileage $124.32 $124.32
‘Com pany Car Expense
I
A icracnme o — Company Car Fuel
TOTAL AMOUNT TOTAL REQUESTED
Company Car Maintenance
$1,142.51 $1,142.51 Fen

%

6. What’s New In TTE?

Travel Allowance: Prompt User if Itinerary is Over 30 Days

OverVieW .......................................................................
With this release, if a user elects to create a Travel Business Purpose
Allowance itinerary that spans over 30 days, the
system will display a message asking the user to : This enhancement prevents locked
confirm the date span. This new Travel Allowance itineraries by confirming before the itinerary
Warning alert is shown in the figure below: ¢ s created.

Travel Allowance Warning

This itinerary exceeds 30 days: 09/10/2013 - 10/11/2013.
Click OK if this is correct. Click Cancel to change the dates.

This feature can help prevent erroneous itineraries from being created, most all of which usually exceed
this 30-day span. By prompting the user for confirmation, an itinerary that the client may need to have
unlocked by Support is prevented from being created.

Page 16 of 17 State Accounting Office
200 Piedmont Avenue West Tower
Atlanta, Georgia 30334

www.sao.georgia.gov




TTE FAQ Spotlight
October 2013

Travel Allowance: Enter Single and Multiple Day Travel Allowances on the Same Expense
Report

Overview : Business Purpose
We have eliminated the need for entering
single day and multiple day meals on separate  : Simplify data entry for Travel Allowances
expense reports! You will no longer see the : and allow Single and Multiple Day on the
Selection field when entering the Travel . same Expense Report.

Allowance data entry window. Per Diem rates Heeeeeeeeeeeeteetetettnentnsntncnantastetetertnsnsnensnsnsnsasansnred :
will be calculated by the actual locations chosen. However, when entering Travel Allowances for
days with NO OVERNIGHT stay, you must choose a location for the final business stop of the day
that includes (Single Day) in the name of the location. Final business stops for Travel Allowances
WITH OVERNIGHT stays do not use locations with (Single Day) in the name.

Travel Allowances For Report: Normal Trvl 9-1 to 30

1| Create New Itinerary[2] Available Ttineraries|3] Expenses & Adjustments Y
Itinerary Info
Itinerary Mame
Normal Trel 9-1 to 30
“Add Stop || Delete Rows New Itinerary Stop

[ Departure City « Arrival City Arrival Rate Location Depart from (city)

Date

PPN » s P ’l_" PR— rEI; o ™

Documentation for these changes is available on the SAO website on the TTE Training page in
the HOW TO and QLOOK sections. The System User Guide, videos and Interactive Simulations
are in the process of being updated.
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