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1. How do | import Smart Expenses into an Expense Report?

o On the My Concur page in the Expense Report or Active Work section click on an
existing Expense Report to open it or create a new expense report.

If this an Existing Expense Report click on the Import tab to display Smart

Administration

[
Expenses
L ]
My Concur  Trave xpense | Reporting
View Charges  View R New Expense Report

Normal Trave

@ New Expense || Import

Expenses

(] Date -~ Expense

Details

Receipt

View Receipt Store

Move -

Profile

View Cash Advances New Cash Advance

Print / Email -

Delete Copy View | New Expense

Amount

Requested

| Adding New Expense

Expense ‘\

7

My Concur  Travel

View Charges  View Reports

Normal Travel

Expense

2, click the appropriate expense
2 of the page.

Gemlﬂgia

Receipt Store

type beiow or type the expense type in the field above. To edit an existing expense,

@ Recently Used Expense Types

Miscellaneous
Taxi

Other Promotional Expense
All Expense Types

Business Promotions

Other Promotional Expense

Trade Shows
‘Communications
Cellular Phone
Internet Charges
Local Phone

Long Distance

«..Other

Hotel

Parking

m

Laundry
Miscellaneous
Matary Casts

Office Supplies

Other Operating Expenses-Passport & Visa

Postage

Registration

If this as a new Expense Report available Smart Expenses will automatically

display:

New Expense Report

Reporting

View Receipt Store

Administration  Profi

View Cash es  New Cash Advance

(@ Mew Expense || Import | Details - | Receipts ~| Print/Email -

Expenses Move = Delete Copy view * <« Smart Expenses

| Date ~ Expense Amount Requested All Cards [«] | Impot ~-|| Match Unmatch
| Adding New Evpense & —— —
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= Corporate Card Charges

0Oe

Travel, Inc. Duluth

[} e Airtran Airways Airfare
my =) DELTA Air LinesInc. Airfare
0oe Travel, Inc. Duluth For Travel Ag

Stat

For Travel Agent (In-State Travel)

Georgia

Delete
Date Amount
08/22/2013 54.27
08/22/2013 §162.20
07/12/2013 §379.50
ent (In-State Travel) 07/12/2013 52033
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o Click in the check box next to the items you want to import into the Expense Report.

-

Geo#gm

My Concur  Travel | Expense Reporting  Administration  Profile

View Charges  View Reports New Expense Report View Receipt Store  View Cash Advances  New Cash Advance

Normal Travel Submit Report

(® New Expense Import Details - | Receipts - | Print/Email -

Expenses Move = Delete  Copy  View -| «  Smart Expenses -
0 Date ~ Expense Amount Requested All Cards [«] | Import |=|| Match | Unmatch | Delete

| Adding New Bxpense

Expense Detail Expense Date Amount

= Corporate Card Charges

8 Travel, Inc. Duluth For Travel Agent (In-State Travel) 08/22/2013 £4.27

6 Airtran Airways Airfare 08/22/2013 5162.20

D 6 DELTA Air Lines Inc. Airfare 07/12/2013 §379.50

[} 8 Travel, Inc. Duluth For Travel Agent (In-State Travel) 07/12/2013 £2033

o Click on the Import button.

-

[ ]
Georgla

My Concur  Travel | Expense Reporting Administration  Profile

View Charges View Reports  New Expense Report  View Receipt Store  View Cash Advances  New Cash Advance

Normal Trave

(® New Expense Import Details - Receipts - Print / Email -

Expenses Move ~ = Delete Copy  view -| < Smart EXpenses =
(| Date ~ Expense Amount Requested All Cards [«] | Import |+|| Match Unmatch Delete
| Adding New Expense  [m] Expense Detail Expense Date Amount

= Corporate Card Charges

6 Travel, Inc. Duluth For Travel Agent (In-State Travel) 08/22/2013 54.27
e Airtran Airways Airfare 08/22/2013 5162.20
O 6 DELTA Air Lines Inc. Airfare 07/12/2013 §379.50
0oe Travel, Inc. Duluth For Travel Agent (In-State Travel) 07/12/2013 52033

o If you click on the Import button drop down arrow instead of the button itself you
will be asked to choose from importing the transactions To Current Report
(Current Report is the report you have open) or To New Report. 99.999% of the
time you would select Current Report.

o You will not see this option if you click on the button and not the drop down
arrow.

Welcome, Donna Fitzgerald [ You sre administering for Greg S, Griffin | @ Help | Suppert | Log Gut
L ]

My Concur Travel Expense Reporting Administration Profile

View Charges  View Reports  Mew Expense Report  View Receipt Store  View Cash Advances  New Cash Advance

Normal Travel

(@ New Expense Import Details = Receipts - Pring / Email -
E.tp-nm Move = | Debete Copy View = ||« Smart Expenses -
Date - Lxpense Amount Requested A1l Cards =1| 'mport ~| ny teh Delete

Ading New Exptrse To Current R Date Amount

S Comporate Card Charg To New Repart
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o Click OK if a Smart Expenses success dialogue pops up

Smart Expenses X

o The selected items have been successfully imported as

expenses.

[C] Never show this prompt again

o The selected Smart Expenses will now appear in your Expense Report
e To enter other expenses, click on the New Expense tab to display the Expense
Type selection screen.

;
Georgia
r  Travel | Expense | Reporting Administration  Profile
iew Reports  New Expense Report  View Receipt Store  View Cash Advances  Mew Cash Advance
No Travel Delete Report Submit Report
@ MewExpense | Import || Details -| Receipts -| Print/Email - [f] Hide Exceptions
Exceptions =
Expense Date Amount  Exception
Airfare 08/22/2013 $162.20 Airplus billed expenses should not be submitted without applying associated itinerary and credit card smart expense information. il
Expenses Move = Delete  Copy | View +| </  Smart Expenses =
| ‘ Date - | Expense Amount Requested A1l Cards <] | Import ~| Match Unmatch Delete
el E T 0 Expense Detail Expense Date Amount
08/22/2013 For Travel Agent 0
=G te Card Ch:
[} =) Travel, Ine, Duluth $4.27 $4.27 orporate Card Charges
08/22/2013 =] DELTA Air Lines Inc. Airtare 07/12/2013 $379.50
Airfare
O (a]=] Airtran Airways s162.20 $16220 .
i 0oe Travel, Inc. Duluth For Travel Agent (In-State Travel) 07/12/2013 52033

2. How do I 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.
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My Concur Request Expense Profile

View Reports  Mew Expense Report Wiew Receipt Store  View Cash Adwances  Mew Cash Advance

Nowv 3-16 Travel Delete Report Submit Report

| @ Mewy Expense | Details - Receipts - " Print/Email - | [E] Hide Exceptions
Exceptions =
Expense Date Amount Exception
) " -
Crffice Supplies 110372012 42000 The TRn=ction Date is Greater than 30 days o, Pleass be more timely in your expenss submissions.
Personal Car Mil.. 110472012 j124.32 The TRn=mction Date is Greater than 30 days old. Pleass ke mone timeky in your expen s submissions. v
Expenses Dekte Copy  View T« Mew Expense | Receipt Stors
Date ~ Expense Amount Requested
i Ex|
i Agding Mew Expense PEN2 pers

To creabe @ new expense, ol i belaw ar hpe the expense ipe 0 the field
11/13/2012 Fieed Meals $21.00 $21.00 45 above. Tosdi-mrTEmeting expense, click the expenss o the Lt 50 .

Moultrie, Georgl

11272012 Fied Meaks @ Recently Used Expense Types

\aHosa, Gecrg $21.00 $21.00
. Cash Advance Return Personal Car Milkage Miscelanecus
11/08/2012 Personal Car Mileage $137.00 $117.09 Hotal
1082012 foger e 230000 All Expense Types

b 0‘ () Comfort Inns, Savannah, Geogis

Transportation
1L08/2012 ol
Savannah, Georg@ $1.00 $1.00 Personal Car Mikage
11/07/2012  personal Car Mileage $131.54 $13L.54

v

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

e The Personal Car Mileage entry screen opens
o 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.

0 No other fields are manually completed on this screen.

o Click on Mileage Calculator to continue
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Nov 3-16 Travel Delete Report Submit Report
| @ Mews Expense | Details - Receipts - | Print/ Email 'B Show Exceptions
Expenses Dekete  Copy | Wiew v | « New Expense Receipt Store
[ Date ~ Expense Amount
i : Wiew R Rates
Adding New Expense Expense Type Tan=ction Cate
11/13 012 Figed Meaks ~ ‘Personal Car Mileage | 11432012
. . $21.00 $21.00
touttrie, Gecigi Purpoze of the Trip From Location
117172012 Fixxed Meals ‘Normal Trawel |
Vakost, Geoai $21.00 $21.00
To Location Payment Type
11/08/2012 i ‘
SOB Personal Car Mileage $137.00 $137.00
Disance : Arnount Trip Ty
O0B012  poper ‘0 0.00 usD v |In-5tate Travel v
> @ ‘ () ComfortInns Savannah, Gecrgia $230.00 $230.00
Comment
11/08/2012  Tons
Savannah, Geog@ $1.00 $1.00
11/07/2012 ileage
Personal Car Mi $131.54 $131.54
11,06/ 2012 Personal Car Mileage $137.64 $137.64 Vehick ID Number of Passangers

Personal Car Tierl > |

11/06/2012  Tolls

el e o
Savannah, Georgia #1.00 #1.00 a0
11;1:;2912 Personal Car Mileage $252.53 $252.53

e Pl Carta $124.32 $124.32 Lﬂ Mileage Calculator
11/04/2012  Tops
Warmer Robins, Georgi $1.00 $1.00
v
TOTAL AMOUNT TOTAL REQUESTED m ; _Aﬂ_acl;ke::\eq;t  —
$1,088.12 $1,088.12

e If the following dialog box appears select Yes.

Flease Confirm X

9 Regquired fields are missing data, Would
you like to save amyway?

= - -

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.
o Continuing entering the legs of your trip in each box.

» 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.

= |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.

= 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.

0 When you get to the final leg of your trip you have a couple of options:

Page 7 of 15 State Accounting Office
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o Enter the address of the final stop at the conclusion of the business day
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.

. o|[%
Mileage Calculator
Lafayette ; 3
[ it Tos [ Avoid Highweays ¥ Ellijay
E )
Waypoints Distances Personal ** £ > &
\ V F
@& 100 Spring Drive, Roswell, G4 30075, U M
} GLIMI[ | | it B (136)
2 East Main Street, Rome, GA 20161, S Suf Y wrville Jasper
} 1840 | ) Dav
+
@ Cedartown, G4 30125, UsA, kd -
11.2 M | T
(401)

@ Main Line Rosd, Rockmart, Ga 30153, U

e 3
Canton
@| | Curm
Cakubts Route (Make Round Trip Cart

Woodstock

Directions haretta

Ced Ernart ell Bl

@ 100 Spring Drive, Roseel|, GA Z007E5, USA - Marie Sandy © Nercross

o Dallas Springs

62,0 mi - about 1 hour 12 mins SIS

1. Head morth on Spring Dr toward GA-120 E 8 ft Mableton ?r;!.?sr'.;;“s

2 Turn keft onto GR-120 W 25 mi

3. Exit onto GA-120 Loop WrNorth Marietta Plovy MEtoward 15 mi ol VilhRica. DOUglasville Atldnta

175 N __, Bremen
4. Turn right to rmerge ontoI-75 M 245 mi o East Paint
L Tala ceit PO for f50 0 LA na rai Forest Park
Camallton Riverdale

TCTAL BUSINESS
91.5 MI

[[] Deduct Commute TOTAL PERSSNAL |

0.0 MI (

wip data ER012 Google - Temms of Use Reports map smor

Add Mileage to Expense  [RERSL

o Click Deduct Commute:

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.
= |If 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 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
Atlanta, Georgia 30334
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. =[E
Mileage Calculator =
- m—
[ woid Tatiz [ aveid Highways
. (%
Waypoints Distances Personal % € 3 s
\ V r |
@ 100 Spring Drive, Roswel, G& 30075, LS | gt %)
Calhoun £
} 61.9 MI D Suf g Erville Jasper
B 2 East Main Strest, Rome, GA 30161, US ﬁ
U] Dav
18.4M[ |
@ Cedartown, GA 30125, USA |+ FAdaingife
} 1128
{@ Main Line Road, Rockmart, G& 30153, U
} MNIMI[] Canton z
LT
@ 100 Spring Drive, Roswell, G4 30075, Lt
@ ! Wioodstock
(Epharetta
Cakubte Route e -
i Dul
Deducted Com mute Distance Norcross
[=
Home
100 Spring Crrive, Roswell, GA 30075, LK North
sl Hills
o } 215 -y
1ce __ Douglasville
200 Piedrnont Svenue SE, Atlanta, G 2 DDeduct Ro Bremen Villa,Rica
20 East Point
. . Forest Park
Directions v .
Caralliton Riverdale

TOTAL PERSCNAL TOTAL BUSINESS

21.5MI 1193 MI

Deduct Commute Jonasboro

Wwbp data EE012 Godgle s Terms of Use Reports map emor

Add Mileage to Bxpernse [T

e 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.

¢ 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

Page 9 of 15 State Accounting Office
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Mileage Calculator @l
Cruay
[ awoid Tos [ awoid Highways
L |
Waypoints Distances Personal & < » =
& 100 Spring Drive, Roswell, GA 30075, Lt ) ()
Calhoun 4
} 61.9 ML D Suf g erville Jasper
{8 2 East Main Street, Rome, GA 20161, US @J =
an
} 1sanI[ |
© cedartown, 54 30125, Usa, 1+ AairEYige
} 126 (201)
@ Main Line Road, Rockmart, G& 30153, U
} 4930 ] Canton z
un
€ 100 Spring Drive, Roswell, G4 30075, L
@ e ‘Woadstock
" (Elpharetta
Cakubte Route e \
y Du
Deducted Com mute Distance | Norcross
Home
100 Spring Drive, Roswell, GA 20075, LI North
o } AR YT Yuict Hills
ice _ Douglasville =
200 Piedmont Avenue SE, Atlanta, G4 3 Deduct Raund Tril Bramen Villa,Rica
= East Point
Forest Park
Directions bs

> Carmralliton Riverdale

TOTAL PERSZNAL TOTAL BUSIMESS

E)eductCommuhe i
43.0 MI 97.8 M1

Jonggboro

hip data EE013 Godgle - Temms of Use \Reporta map smor

Add Mileage to Expense  [IIRET=

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 your agency requires documentation such as the DOAS Car Cost Comparison form
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.

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

Page 10 of 15

State Accounting Office
Atlanta, Georgia 30334



TTE FAQ Spotlight
September 2013

My Concur  Request | Expense | Profile

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

MNov 3-16 Travel Delete Report Submit Report

| @ MewExpense | Details - | Receipts -« Print/Email - B show Exceptions
Expenses | Dekt= | Copy View v 4 Expense Receipt Store
| Data - Expense Amount estad
L= £og || ize Reimbursement Rates
117137012 ;4"“!: !"‘EG-* _ $21.00 $2.00 | Bxpens=Type Trnmction Dats _
ol EaEE Personal Car Mileage v |ipse0z G|
117133012 ileage
Lersona e $0.00 $0.00 Purpose of the Trip

Mormal Travel
Tha Trnsmction Date is Greater than 30 days oM. Plaass be mare timaly in your expanse

submissions.
Miszing required fizl: From Location, To Location.
1122012 Ficed Maak Trip Type

vadosa, Geoga #21.00 F3. 8 ¢ 5439 L |V |1n-Slale Trawel o
11/08/2012  Personal Car Mileage Comment

#137.09 $137.09

11/08/2012  pogar

> ‘ () Comfort Inns. Savannah, Geoaa $230.00 $230.00
11/08/2012
15:\::nnan, pe— $1.00 $1.00 Wehicke ID Mumbser of Passengars
Personal Car Tierl ~ o
11/07/2012 leage
10 Personal Car Mi $131.54 $131.54 Distance 4o Date:
[
1L/06/3012  Personal Car Milage 137.64 13764
11/06/2012  Tolks e
Zavannah, Geoga .00 $1.00 . Mileage Calculator
LLONI0LE  Personal Car Mileage $252.53 $252.53
: 11/04/2012  Personal Car Mikage e am —
TOTAL AMOUNT TOTAL REQUESTED = | R
Recei ncel
$1,088.12 $1,088.12

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 Request Expense Profile

View Reports  Mew Expense Report  Wiews Receipt Store  wiew Cash Advances  Mew Cash Advance

Mov 3-16 Travel Delete Report Submit Report

| @ Mew Expense | Details - Receipts = " Print/ Email + | B show Exceptions
Expenzes Dekte Copy  Wew v« Mew Expense Receipt Store
] Date - Expense Amount Requested Lo
H Expense J
i Adding New Expense
B Ta create @ hew expense, cick the appropriote expense type below or type the expense type in the
1132002 Fixed Meaks $21.00 $21.00 5 field above, To edit an existing expense, click the expense on the left side of the page.
Moutrie, Geoaia . g
- @ Recently Used Expense Types
Personal Car Mileage $54.39
Personal Car Mileage Cash Advance Return
Eixed Realks
Valdosta, GenrgiE $21.00 $21.00 Miscelaneous Tolls
11,08/201 2 i Hotel
Jo8; Personal Car Mileage $177.09 £137.09
All Expense Types N
108002 potel
> ‘ () Comfort Inns, Savannah, Geoga 230,00 23000 Business Promotions
11082012 Tous Cther Pramational Bxpenss
Savannah, Georga #1.00 #1.00
Trade Shows
11/07/2012 ileage
Ferconal Car 1AF $131.54 $131.54 Cash Advance
Cash Ad Ret
11/06/2012  Personal Car Mileage 137,64 P a5 frlvenee fEwm
B B ‘Comm unications
11/06/2012  Talls Cellular Phone
Savannah, Geogia #1.00 $1.00
Internet Chaiges
11/05/2012 i =
‘ Personal Car Mileage $252.53 $ITT5T Local Phone
11/04/2012 Long Dismnce
Personal Car Mileage
$124.32 $124.32 Company Car Expense
w
FPREPPETIPN = Carmpany Car Fuel
TOTAL AMOUNT TOTAL REQUESTED
Company Car Maintenance
$1,142.51 $1,142.51 Fan w
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3. How do Ilocate the name of my Agency Local Travel Administrator?

e Log in to the SAO website: https://sao.georgia.gov
e Select the Travel Tab
e Select TeamWorks Travel and Expense

GEORGIAGOV

About Us | Contact Us | Site Map | Translate

State Accounting Office 5T

Statewide Shared Policies and Travel Training &
Repaorting Services Procedures - Calendars

LEELDIE
State Travel Policy
TeamWorks Travel and Expense

TeamWorks Travel and Expense
Training

Mon TeamWorks Travel System
Users

Travel News Sign Up

e Select Online Booking Tool

Statewide Shared Policies and Training &

TeamWorks Travel

Repaorting Services Procedures Calendars

T | Home » Travel » TeamWorks Travel and Expense St c t d
rave ay Lonnecte
TeamWorks Travel and Expense /

State Travel Policy

¥ TeamWorks Travel and The State of Georgia is consolidating travel arrangements by using the online

Expense Travel and Expense Management System to make travel arrangements (book
airfare, hotel accommaodations, car rental, etc.), and is used in conjunction

Implementation Overyview with Travel Inc, the TeamWorks Travel & Expense designated travel agency.

cking and reconciling employee business travel, and
ocket business expenses. If you are a participating
agency you make travel arrangements and submit your expenses report via
the TeamWorks Travel & Expense online booking tool.

Onling Booking Ti

Travel News

Travel Related Links &
Fesources

Time to Adopt the TTE System?

» TeamWorks Travel and
Expense Training

State Accounting Office
Atlanta, Georgia 30334
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e Select TTE Participating Agencies

Statewide Shared Puolicies and Travel Training &
Reporting Services Procedures - Calendars

Home » Travel » TeamWorks Travel and Expense » Online Booking Tool
: : Stay Connected
Online Booking Tool

Y

TeamWorks

Travel

State Travel Policy

¥ TeamWorks Travel and « Loginto TTE
Expense

« TTE Travel Reguest
Implementation Overview . Newﬁ:efof G Travelers **START HERE**
C TTE Participating AgenD
+ Hotel-Motel Tax Exemption Form
« Waiver Form/DOAS
+ Car Cost Compare/DOAS

Online Booking Tool
Travel Mews

Travel Related Links &
Resources « Travel Contacts (Information on who to call for both travel agent and

technical questions about : booking, expense reports or policy.)
» TeamWorks Travel and

o Alist of designated TTE Local Travel Administrators with contact information will display

oF t‘:;
e .
7

o
L
L
= i)
e 3

| 4

1778

TeamWorks TRAVEL & EXPENSE PARTICIPATING AGENCIES LOCAL ADMINISTRATORS

Agency Name Email Address

State Accounting Office Monica Bradshaw mbradshaw@sao.ga.gov

Audits Carol Schwinne schwinne@audits.ga.gov

Banking & Finance Renee Martin rmartin@dbf.state.ga.us
Economic Development Dawn Schlich dschlich@georgia.org
Dept of Community Affairs Marcia Paul financesc@dca.ga.gov
Dept of Community Affairs William Dews financesc@dca.ga.gov
Dept gf Community Health Al Bol abolton@dch, v

4. What should I do if  have access to a less expensive hotel rate than available in
TTE?

Hotels allot a specific number of rooms to be available at specified rates for online
booking. When that capacity has been reached, the rate is no longer available online.

Page 13 of 15 State Accounting Office
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When this occurs, you have the option to contact the hotel directly to get the hotel at
the lesser or conference rate. If you have access to a rate not published in TTE, please
advise your TTE Local Travel Administrator. SAO will have an online form allowing you
to send this directly to the TTE Travel Group in the near future.

5. How do | add Travel Allowances (meals) to my existing Expense Report? | said no
to Travel Allowances when linitially created my expense report.

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

o Expense Center - William ©

€« C M 2 httpayfimplementation.concursolutions.com/Expense/Client/defaultasp Qe =
3 Soogle [ Imported From [E
welcome, William Abercromhbie @ Help | Log Out
-
® ()
Georgia

My Concur  Request | Expense | Reporting  Profile

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

Instate Travel 7-16 to 31 Sgl

(%) Mew Expense ” Details v.‘ Receipts = | Print / Ernail = [*] Hidle Exceptions ‘
Exceptions Report - |
Expense Da Report Header
Fixed Meals 07y Totals reater than 20 days old. Please be more timely in your expense submissions, i
| P— Audit Trail i = i

Approval Flow S —

Expenses Comments Copy View » | €] New Expense | Receipt Store |
|: Date ~ ant Requested =
I L Cash Advances | B e e y
Adding Mew Expense Availabl - E
A, wailable e To create @ new expense, click the appropriate sxpense type betow or type the expense

07126/2013 Assigned 36.00 36.00 [ time in the fisld abowve, To edit an existing expense, click the expense on the isft side of the

. $36. page.
Allocations

07/26/2013 = @ Recently Used Expense Types

O <€ Allocations 73.46 $173.46
Personal Car Mileage
07/24/2013 Travel Allowances L4
a45.77 $45.77 Tolls
r ‘ New Itinerary
Rental Cars Only

07423/2013 Available Itineraries

O P4 ' 28.00 $28.00 _ Hotel
e | Expenses & Adjustments L

< | A | Parking

TOTAL REQUESTED
All Expense Types

$357.00 i

Reimbursable Allowances Summary ‘

$£357.00

https://implementation.concursolutions.com/Expense/Client/default.asp#

e Proceed as usual to enter Travel Allowances for travel days with No Overnight Stay
(Single Day Itinerary) or With Overnight Stay (Standard Itinerary)
6. What's New In TTE?

Expense Delegates Can Now Email Receipts to Receipt Store

Any delegate who has verified their email address for Receipt Store in the Profile tab,
and is a valid delegate for another TTE user, can now send a receipt image to the that
user’s Receipt Store. Simply send an email to Receipt Store (receipts@concur.com or
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myinbox@concursolutions.com) with the verified email address of the person you are a

delegate for listed on the Subject line of the email.

Please note that the delegate CANNOT actually attach any images from Receipt Store for
the individual they are an expense delegate for. Only the person submitting the expense
report has the authority to do that.

L L ol ansi LBqomain.com = Message (HTML) =& &
The emall is addressed to Receipt Store
(receiptsioonour.com]. .. METext — Veview 2@
i &l (@l Attach Fite Follow Up =
.and the delegate types the verified email Ei! Ef/ - - % ;
address of the delegator in the Subject:line. | = Palgch Rem = 1 High Importance
g r - Book Mamies ture = # Llow Impontance

Eatig Text Hame;

reCep s Eoonou . oom

G

Send

Subject dfitzgerald@san.ga.gov

Aftached [ %

TIP: You can email receipts to receipts@concur.com

wll a5 myinbox@concursolutions.com.

& 5ig
Inciyde Tag « | Zoom

The delegate then attaches a
receipt and sends the email to
Receipt Store.
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