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Add Travel Allowances When Creating a New Expense Report

NOTE: You may add Travel Allowances for travel with and 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.

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

e Complete the required Report Header information
If required, link any Travel Requests to the Expense Report
0 Click Add under Travel Request and select the appropriate Travel

Request(s) to link to the Expense Report
e Click Save and the Travel Allowances dialogue box will appear.
e Click Yes

Trawvel Allowances

9 Will this report include travel allowance expenses?

- I

v" Note: Travel Allowance Expenses = Meals Per Diem
e The Travel Allowances dialogue box opens. If the Entry box is not in
Standard Itinerary mode, click on the Go To Standard Itineraries button at
the bottom right of the window.
o Travel with an overnight stay and with no overnight stay can be
combined on the same expense report. However, you cannot combine
Instate, Out of State and International meals on the same expense
report.

Travel Allowances For Report: Normal Trvl 9-1 to 15
1| Create Mew Itinerary 2] Available Itineraries [3] Expenses 8 Adjustrents -
Itinerary Info

Itinerary Mame
INormaI Trvl 9-1 to 15

“add Stop | Delete Rows New Itinerary Stop
[C]] Departure City - Arrival City Arrival Rate Location Depart frorm (it
Mo Itinerary Rowes Found
Date
Tirme
Aurrive in (city)

Date

Time

Go to Single Day Ttineraries | Mext 5> Cancel
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e Enter the FIRST leg of your multiple day trip

o0 Enter the location you left from in the Depart from field

o0 Enter the data you left in the Date field

= Enter mm/dd/yyyy or click on the Calendar icon to select a

date
0 Enter the time you departed in the Time field
= You must enter AM or PM
o Enter your arrival location in the Arrive in field

o The second Date field will default to the date entered above
o Enter the time of your arrival in the second Time field

= You must enter AM or PM

0 Click on Save to save the information for the 1% leg of your trip

Trawvel Allowances For Report: 7/1 to 15 Travel Overnight
1| Create New Itinerary |z| fvailable Ttineraries @ Expenses & Adjustments
Itinerary Info

Ttinerary Mame
711 to 15 Travel Overnight

Add Stop || Delete Rowss New Itinerary Stop

[] Departure City « Arrival City Arrival Rate Location Depart fram [city]

Atlanta, Georgia
Mo Ttinerary Rows Found

Crate

07/05/2015

Time

G:00 AM

Arrive in [city]
Savannah, Georgia

Crate
07/05/2013

Time

|ID:30 ar

Go to Single Day Rtineraries

) The first leg of the trip will appear on the left side.

Mext ==

Cancel

Travel Allowances For Report: 7/1 to 15 Travel Owernight
1| Edit Itinerary El available Itineraries El Expenses & adiustments
Itinerary Info
Itinerary Mame Selection

11 to 15 Trawel Owernight 1. Multiple Day Per Dierm

Addd Stop Delete Rowes

MNew Itinerary Stop

Departure City - Arrival City Arrival Rate Location Depart from [city]

_ - Savannah, Georgia
Atlanta, Georgia Savannah, Georgia .
0F/05£2013 8:00 AM 07/05/2013 10:30 AR CHATHAR COUNTY. U... Drate

Ti

State of Georgia
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e Now enter the LAST leg of your trip
0 The location you are leaving defaults in Depart from field
= You may correct if necessary
0 Enter the data you left in the Date field
= Enter mm/dd/yyyy or click on the Calendar icon to select a
date
0 Enter the time you departed in the Time field
= You must enter AM or PM
o0 Enter your arrival location in the Arrive in field
= DO NOT USE locations that have (Single Day) in the name
0 The second Date field will default to the date entered above
o Enter the time of your arrival in the second Time field
= You must enter AM or PM
o0 Click on Save to save the information for the last leg of your trip

. [ 4
Travel Allowances For Report: 7/1 to 15 Travel Overnight
1| Edit Itinerary E‘ Available Ttineraries IE Expenses & Adjustrments +
Itinerary Info
Itinerary Name
711 to 15 Trawvel Owernight
Add Stop | Delete Rows MNew Itinerary Stop
LIEPAIT TFOM [CITy] Ve
|:| Dreparture City - Arrival City Arrival Rate Location Savannah, Georgia
Atlanta, Georgia $avannah, Georgia Date
D 07/05/2013 8:00 Ak 070572013 10:30 AM CHATHAM COUNTY, U...
07/07/20153 3
Time
G:00 PM
Arrive in [city]
Atlanta, Georgia
Date
|u?,fu?;'2013 3
Time
|9:3E| pm |
w
Go to Single Day Rineraries Mext == Cancel
e The last leg of the trip will appear on the left side.
Travel Allowances For Report: 7/1 to 15 Travel Owvernicht =il
1] Edit Ttinerary [2] A-vailable Ttineraries [ 3] Expenses & Adjustments -

Itinerary Info

Ttinerary Mame Selection

FI1 b0 15 Trawel Owernight 1. Multiple Day Per Dierm
Add Stop Drelete Rows MNew Itinerary Stop
Liepart rram | —
|| Departure City - Arriva |asanta, Geargia
Atlanta, Georgia Savan Date
07 052013 8:00 20 07/05; =
Savannah, Georgia Atlanta, Georgia
= 07/ 0742013 6:00 PhA 0740772013 9:30 Pr1 FULTOM COUNTY, LIS-.. Time
i -
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e Click Next.

Travel Allowances For Report: 7/1 to 15 Travel Cvernight

1| Edit Itinerary |z| Available Itineraries IE‘ Expenses & Adjustments

Itinerary Info

Ttinerary Mame
711 to 15 Travel Cvernight

Add Stop Delete Rowvs

Departure City - Arrival City

Atlanta, Georgia Savannah, Georgia
07,/05/2013 §:00 AM 07,/05/2013 10:30 AM
Savannah, Georgia Atlanta, Georgia
07,/07,/2013 6:00 PM 07,/07/2013 9:30 Ph

Arrival Rate Location

CHATHAM COUNTY, L.

FULTON COUMNTY, US-...

MNew Itinerary Stop

LIE P T TP |CITy]
Atlanta, Georgia
[rate

Time

Arrive in [city]

[rate

Time

Go to Single Day tineraries

e The Itineraries you just assigned will appear

e Click Next again.

8|
-+
A
3
3
v
Mext == Cancel

Travel Allowances For Report: 7/1 to 15 Travel Owvernight

Create Mew Itinerary | 2| Awailable Itineraries El Expenses & Adjustments

Assigned Itineraries
Edit Unassign
Departure Cily Date and Time -

= tinerary: 7/1 to 15 Travel Overnight

Atlanta, Georgia 0740542013 §:00 A
Savannah, Georgia 0740742013 6:00 PR

Available Itineraries
Current tineraries e Delete
Departure Cily Date and Time -

=l tinerary: Forestry Audit Day 1 and 2

6|l]Page TeamWorks

Arrival City

Savannah, Georgia

Atlanta, Georgia

Assigh

Arrival City

Travel & Expense

State of Georgia

Date and Time

070572013 10030 AR
OF/07/2013 9230 PA

Date and Time

Version Date:

Aurival Rate Location

CHATHAR COUMTY, US-G..,
FULTOMN COUMTY, Us-GA, ...

Aurival Rate Locati

Mext ==
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e Click on any Breakfast, Lunch or Dinner that was provided to you on this trip.
The system will adjust your Per Diem reimbursement amount for that meal

period.
e Click on Create Expenses

Travel Allowances For Report: 7/1 to 15 Travel Overnight

Creake Mew Ikinerary Available Itineraries | 3| Expenses & Adjustments

Showe dates from

[ to 3@ Go

Exclude | Al D DatefLocation - Breakfast Provided

0710572013
D Savannah, Georgia D
r
070672013
] ot B

Savannah, Georgia

0710772013
D Savahnah, Georgia D

Lunch Provided

[ 18
-
Dinner Provided Allowance
[ $27.00
= $27.00
] $27.00
== Previous Create Expenses Cancel

o An Expense Entry called Fixed Meals will be created in your expense report

for each eligible Per Diem.

o
My Concur Reqguest Expense Reporting Profile
Wiews Reports  Mew Expense Report  View Receipt Store  Approve Reports Wiew Cash Advances

7/1 to 15 Travel Overnight

(®) Mew Expense Details = Receipts = Print / Email -~
nses bove - Delete Copy Wiew | 4
Date -~ Expense Amount Requested
Adding New Expense
Fixed Meals
0710772013 Savannah, Georgia $27.00 $27.00
Fixed Meals
] 0770672013 Savannah, Georgia $27.00 $27.00
o 0770572013 Fied Meals $27.00 $27.00

Sawvannah, Georgia

TOTAL AMOUNT

$81.00

TOTAL REQUESTED

$81.00
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Gem:gul

Mews Cash Adwvance

Delete Report Submit Report

New Expense Receipt Store

Expense | | e
Ta create @ new expence, CliCk the approprials expense type Beiow or type the
expense tipe ik the fisld abave To edit an sxisting expense, Click the expence an
the et side of the page.

& Expense

@ Recently Used Expense Types

Personal Car Mileage
Hotel

Registration

Talls

Rental Cars Only
All Expense Types

Business Promotions

éOther Promotional Expense

Trade Shows
Communications

Cellular Phone %
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Add Travel Allowances to an EXISTING Expense Report

NOTE: You may add Travel Allowances for travel with and 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 lItinerary for Travel Allowances where no overnight occurred.

e On the My Concur page in the Expense Report or Active Work section click
on an existing Expense Report to open it.
e Click on the Details tab.
Select New lItinerary under the Travel Allowances section
® (
Georgia
My Concur  Requ Expense | Reporting Profile
Wiew Reports  Mew Ex| eport  iew Receipt Store  Approve Reports  View Cash Advances  Mew Cash Advance
7/1 o 15 Travel Overnight
(&) Mew Expense Details =| Receipts = | Print/Email -
E)(pen [1-1 Report H Copy Wiew v ||« Mew Expense Receipt Stare
O Date = Report Header ant Requested -
: Addirg New Experse Totals : Expense Ld
Audit Trail Ta create g rew expense, Ciick the apprapriate expense tipe belaw ar type the
O 0740772013 uait frai 27.00 $27.00 sxpense tipe i the fsid abave, To edit an existing expense, Click the expense an
Approval Flow thie Ieft side af the page,
| 071062013 Comments 27.00 $27.00 o R ntly Used Expense Types
O 0740572013 Cash Advances i27.00 $27.00 Personal Car Mileage
Avwailable Hatel
Assigned Registration
Allocations Talls
Allocations Rental Cars Only
Travel Allowances All Expense Types
Mew Itinerary . .
- - - Business Promotions
Awailable Itineraries Other Promotional Expense
Expenses & Adjustrnents Trade Shaws
Reimbursable Allowances Summary TOTAL REQUESTED -
Communications
$81.00 $81.00 =
ittps:dlimplementation, concursolutions, comiExpensel/Clientidefault, ssos Lellular Phone
e The Travel Allowance Itinerary Entry Form opens.
v" Note: If the Single Day ltinerary opens, click on the Standard Itinerary button at the
bottom of the window.
Travel Allowances For Report: 7/1 to 15 Travel Cwvernight =
Create Mew Itinerary Available Itineraries Expenses & adjuskrents Reimbursable allowances Summary -

Itinerary Info
Itinerary Mame
711 to 15 Travel Overnight
Add Stop
]

Delete Rows

Mew Itinerary Stop

LYt THOm | CITy)

Departure City - Arrival City Arrival Rate Locati

8]Page Travel Version Date: 07/29/14
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e Enter the first leg of your multiple day trip
o0 Enter the location you left from in the Depart from field
o0 Enter the data you left in the Date field
= Enter mm/dd/yyyy or click the Calendar icon to select a date
0 Enter the time you departed in the Time field
= You must enter AM or PM
0 Enter the location you spent the night in the Arrive in field
= DO NOT use locations with (Single Day) in the name.
0 The second Date field will default to the date entered above
o Enter the time of your arrival in the second Time field
= You must enter AM or PM
o Click on Save to save the information for the 1% leg of your trip

0 [
Travel Allowances For Report: 7/1 to 15 Travel Owvernight
Create New Itinerary Available Ttineraries Expenses & Adjustments Reimbursable Allowances Summary
Itinerary Info

Itinerary Mame

711 ko 15 Travel Overnight 1. Multiple Day Her Liem
&dd Stop Delete Rows Mew Itinerary Stop
|:| Departure City « Arrival City Arrival Rate Location I.C\tlantaJ Geargia
Mo Itinerary Rows Found Pate

|0?103,r2013 |
Time
IG:DD AM
Arrive in [city]

Widalia, Georgia

[rate
07/03/2013 |
Time
|9 am| |
W
Go to Single Day RKineraries Mext == Done

e The first leg of the trip will appear on the left.

Travel Allowances For Report: 7/1 to 15 Travel COvernight gllx
Edit Itinerary Available Ttineraries Expenses & Adjustrents Reimbursable Allowances Summary
inerary Info

Itinerary Mame Selection
7M1 to 18 Travel Overnight 1. Multiple Day Per Diem

Add Stop Delete Rows New Itinerary Stop
Departure City « i |Vldalla, Georgia
Date

O
[

Atlanta, Georgia Vidalia, Georgia

07/03/2013 6:00 Ak 07¢03,/2013 9:00 AhkA US-Ga, UNITED STATES
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o Now enter the NEXT or LAST leg of your trip -

(0]

(0]

The location you are leaving defaults in Depart from field
= You may correct if necessary
Enter the data you left in the Date field
= Enter mm/dd/yyyy or click on the Calendar icon to select a
date
Enter the time you departed in the Time field
= You must enter AM or PM
Enter your arrival location in the Arrive in field
The second Date field will default to the date entered above
Enter the time of your arrival in the second Time field
* You must enter AM or PM
Click on Save to save the information for this leg of your trip

NOTE: If you spent the night at the same location during your trip, you
will have two legs to your trip. If you spent the night in different locations
you must enter a leg for each location. Per Diem is based on where you
spend the night.

Travel Allowances For Report: 7/1 to 15 Travel Overnight

Edit Itinerary Available Ttineraries Expenses & Adjustments Reimbursable Allowances Summary

Itinerary Info

Ttinerary Mame
711 to 15 Travel Owvernight
Add Stop Delete Rows

Dreparture City «

Atlanta, Georgia
0770372013 6:00 &AM

1. Multiple Day Per Diem

New Itinerary Stop

——

I'u'idalia, Georgia

Arrival City Arrival Rate Location

Vidalia, Georgia [rate

0770372013 9:00 &AM US-GA, UNITED STATES IU?104I2013 |
Tirne
2:00 PM
Lrrive in [city]

Atlanta, Geargia

[rate
|n?104;2013 |
Tirne
|5:SD pm| |
Go to Single Day tineraries Mext == Done
e This leg of the trip will appear on the left.
TeamWorks Travel & Expense Version Date: 07/29/14
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Trawvel Allowances For Report: 7/1 to 15 Travel Owernight

Edit Itinerary

Edit Itinerary

Add Stop

Itinerary Info

Itinerary Mame
711 to 15 Travel Overnight

Delete Rows

Departure City

Atlanta, Georgia
07/03/2013 6:00 A6

Yidalia, Georgia
07/04/2013 2:00 PM

Available Ttineraries

Arrival City

Vidalia, Georgia
07/03/2013 9:00 AW

Atlanta, Georgia
07472013 5:30 PM

e Click Next.

Itinerary Info

Ttinerary Marme
711 ko 15 Travel Cwvernight

e The Expenses and Adjustments window opens. It displays meals already

Available Ttineraries

Expenses & Adjustments

Expenses & &djustments

Travel Allowances For Report: 7/1 to 15 Travel Overnight

Arrival Rate Location

Us-Ga, UNMITED STATES

FULTOMN COUNTY, LIS-..,

1. Multinle Day Per Diern

Arrival City

Yidalia, Georgia
07/03/2013 9:00 AM

Atlanta, Georgia
07/04/2013 530 PM

Arrival Rate Location

Us-GA, UMNITED STATES

FULTOR COUNTY, LS-,,

applied as well as the new meals
e Click on any Breakfast, Lunch or Dinner that was provided to you on this trip.

The system will adjust your reimbursement amount for that meal period.
e Click on Update Expenses

Add Stop Delete Rouws
[ Departure City -
D Atlanta, Georgia
0770372013 6:00 Ak
D Yidalia, Georgia
070442013 2:00 PM
11| Page
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Reimbursable Allowances Summary

New Itinerary Stop
I.Qtlanta, Georgia

Crate

Time

Reimbursable Allmwances Summary

New Itinerary Stop
I.ﬂ.tlanta, Georgia

Date

Time

Arrive in [City]

Date

Time

Go bo Single Day ineraries

Mext ==

Version Date:

Save

Done
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Travel Allowances For Report: 7/1 to 15 Travel Overnight

Create New Ikinerary

Available Itineraries

Expenses & Adjustments

Reimbursable allowances Summary

Show dates from [to [ Go
Excl DateflLocation =« Breakfast Provided Lunch Provided Dinner Provided Allowance
0770372013
“idalia, Georgia D D D $21.00
0770472013
Yidalia, Georgia D D D $21.00
0700572013
Savannah, Geargia D D D $27.00
0770652013
D Savannah, Georgia D D $21.00
0770772013
D Savannah, Georgia D D D $27.00
Update Expenses Cancel
o New Fixed Meals will be added to your expense report for each additional day you
claimed.
° e
Georgia
My Concur  Request | Expense Reporting Profile
Wiews Reports  Mew Expense Report  View Receipt Store  Approce Reports Wiew Cash Advances  Mew Cash Advance

7/1 to 15 Travel Overnight

(@) Mew Expense Details - Receipts - Print f Ermail -

E)(penses Mowve * Delete Copy Wiew T4

D Date + Expense Amount Requested

Adding Mew Expense
Fixed Meals

(| 070772013 Savannah, Georgia $27.00 $27.00
Fixed Meals

(| 0710642013 Savannah, Georgia $27.00 $27.00
Fixed Meals

[} 0770572013 Savannah, Georgia $27.00 $27.00
Fixed Meals

[} 0770472013 Vidalia, Georgia $21.00 $21.00
Fixed Meals

I:‘ 0770372013 Vidalia, Georgia $21.00 $21.00

TOTAL AMOUNT TOTAL REQUESTED
$123.00 $123.00
12| Page TeamWorks Travel
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Delete Report Submit Report

Receipt Store

Expense || e

Ta create @ rew expenss, Click the appropriats sxpense type Belaw ar tvpe the
sxpense type (i the Azld abave, Ta edit ar existing exparce, Ciick the expehse an
the igft side of the page

& Expense

nt s nse _
Recently Used Expense Types

Personal Car Mileage
Hotel

Reqistration

Talls

Rental Cars Only
All Expense Types

Business Promotions

EOther Promotional Expense

Trade Shows
Communications

Cellular Phone s
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Fix an Incorrect Travel Allowance Entry

Sometimes the easiest way to fix a problem with a Travel Allowance is to delete it and re-
enter it. However you have the option to Edit a Travel Allowance Itinerary or Unassign a
Travel Allowance ltinerary. This allows you to delete the Travel Allowance lItinerary
completely or link it to a different Expense Report.

EDIT

0 To Edit a Travel Allowance lItinerary
= Select the entry in Assigned Itineraries
= Click on Edit.

Tra llowances For Report: Normal Trvl 9-1 to 30
inerary Available Itineraries Expenses & Adjustments Reimbursable Alowances Surmmary
Assiyhed Itineraries
_EdE | _Un:ssgn_.

Departure City Date and Time - Arrival City Date and Time Arrival Rate Location

Ttinerary: Mormal Trvl 9-1 to 15
Atlanta, Georgia 09/18/2013 06:00 Akl Savannah, Georgia 09/18/2013 10:00 AN CHATHAM COUNTY, US-GA..,
Savannah, Georgia 08/20/2013 04:00 PhA Atlanta, Georgia 0872042013 08:00 PR FULTON COUNTY, US-GA, US

Available Itineraries
Current ltineraries A Delete Aszign
Departure City Date and Time - Arrival City Date and Time Arrival Rate Location

=l Hinerary: 072642013 Augusta

ml s

E Atlanta, Georgia 07/26/2013 06:00 Ak Augusta, Georgia 07726/2013 09:00 &AM RICHMOMD COUNTY, US-G...
E Augusta, Georgia 07/26/2013 05:00 PhA Atlanta, Georgia 0772642013 07:30 PM FULTON COUNTY, US-GA, US
Done

» The Standard ltinerary from opens.

Travel Allowances For Report: Normal Trvl 9-1 to 30
Eclit Ttirmrary | Avaisble lneraries | Crperses & Adiustments | Remburssble Allowarces Summary
Itinerary Info

ary Marnr
Mormal Trvl -1 1o 15

Add Stop Dielete Rows New Itinerary Stop
Departure City - Archval City Arrival Rate Location Diepart from (city)
Atlants, Georgia Savannah, Georgia ! ; i
0971872013 D600 AM 0971872013 10:00 AM AR RN e :
at
Savannah, Gearala Atlanta, Grorgla R T
03/20/2013 04:00 PM 09/20/2013 00:00 PM gttt Lt | &
Tirn
IA e in (city!
Diate
| ]
G to Singhe Day Minesaries | Mest s> | Done
13| Page TeamWorks Travel & Expense Version Date: 07/29/14
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Click on the checkbox next to leg of a trip to edit it. If a leg was missing enter
it in New ltinerary Stop. DO NOT select locations with (Single Day) in the city
name.

The data for the item you checked will appear in Edit Itinerary Stop.
Correct the field that is in error.

Click Save

Click Next

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

Edit Ttinerary

Avalable Ttineraries Expenses & Adjustments Reimbursahle Alowances Surmmary

Itinerary Info

Itinerarny Marne

INUrma\ Trvl 9-1 10 15

addStop || Delete Rows | Edit Itinerary Stop
[T Departure City . Arrival City Arrival Rate Location Depart fram icity)
Atlanta, Georgia Savannah, Georgia 3 Savannah, Georgia

0 09/18/2013 06:00 Abkd 08718/2013 10:00 AkA CHATHAM COUNTY, LS-..
Date

= Savannah, Georgia Atlanta, Georgia L

24 08/20/2013 04:00 P4 087202013 08:00 PM AUETG] COURTY, WS- IDQ'FIQ"2013 E
Tirne
|D4IDD P

Arrive in (city)
Atlanta, Georgia

[iate
|DQf19,.’2013|

Tirne
IDB:DD PR

Save

Go to Single Day Itineraries Mext 2> Done
« Make any adjustments for provided meals if necessary.
» Click Update Expenses.
Travel Allowances For Report: Normal Trvl 9-1 to 30 ol
Create Mew IHnerary Avalable Ttineraries Expenses & adjustments Reimbursable Alowances Summary
Shows dates from [ to 3 _Go_
Exclude | Al I: DatefLocation - Breakfast Provided Lunch Provided Dinner Provided Allowance
0941852013
Savannah, Georgia $27.00
09/19f2013
Savannah, Georgia $27.00
Ep;te_Ex;er:es_ _C;c; =
. The Expense Report will be updated for the change.
14| Page TeamWorks Travel & Expense Version Date: 07/29/14
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SO e ——
My Concur  Request | Expehse | Reperting  Profile

View Reports  MNew Expense Report  View Receipt Store  Approve Reports  View Cash Advances  New Cash Advance

Normal Trv 9-1 o 30 l

() New Expense “ Details —1 Receipts ~ Print / Email ~
Expenses Move »  Delete  Copy  View v| «| | New Expense Jiieceiptistore |
(N Date - Expense Amount Requested

Expense | b
Adding MNew Expense -

To create o new expense, click the appropriate spense type below or type the sxpense type

o 09/19/2013 I;ia,\:ea:::?gewgia $27.00 $22.00 in the fietd above, To edit an existing emense, click the expense on the left side of the page.

Fixed Meals @ Recently Used Expense Types

O oomezma  [xedmee $27.00 $27.00
Cash Advance Return
0911212013 Rental Cars Only
O Enterprise, Atlanta, Georgia $90.31 $90.31 Rental Cars Only
00/06/2013  pypqer Fatel
0> @0 Ocean Hotsl, Savannah, Georgia $ara.00 $375.00 Persanal Car Mileage
Tolls

All Expense Types

Business Promotions

e o T S e 4 P

UNASSIGN

0 Mark a Travel Allowance ltinerary for further adjustment

= Onthe My Concur page in the Expense Report or Active Work section click

on the existing Expense Report with the incorrect Travel Allowance
= Click on the Details tab

=  Select Available Itineraries from Travel Allowances section

WeICome, Uonna Fitzgerala | YOU are acministenng Tor Yourser | % Help | Log Out

@

Georgia

L]
My Concur  Reque Expense | Reporting Administration  Profile
View Reports  New Ex ort  View Receipt Store  Process Reports  Process Receipts

InState Travel 9/1 to 15

'@NewExpense H Details -W Receipts = Print / Email =

Expenses Report \ Copy | View = | «| | New Expense | Receipt Store |
O Date Report Header bt Requested
| Adding New Expense | Totals | Bpeacs /
I Audit Trail : To create o new expense, dlick the appropriate expense type below or type the expense
& 09/13/2013 28.00 $28.00 type in the field above. To edit an existing expense, click the expense on the left side of
Approval Flow the page.
O 09/12/2013 Comments 28.00 $28.00 @ Recently Used Expense Types
@ 09/11/2013 Allocations 16.00 $16.00 Personal Car Mileage
Allocations Office Supplies
Travel Allowances Meals- Actual Meal Allowance (Domestic)
New Itinerary Hatel
Available Htineraries Rental Cars Only
Expenses & Adjustments Al Expense Types

Reimbursable Allowances Summary Business P .
usiness Promotions

Other Promational Expense
Trede Shows
Communications

Cellular Phene

I3

m

TOTAL AMQUNT TOTAL REQUESTED
Internet Charges
$72.00 $72.00 .
\ttps://implementation.concursolutions.com/Expense/Client/default.asp Local Phone
15| Page TeamWorks Travel & Expense Version Date: 07/29/14
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» Locate the Travel Allowance Entry in the Assigned Itineraries section
NOTE: If entered properly each Itinerary has at least 2 lines and if it only
has 1 line you may get a system error message that won't let you process
the itinerary.

= Click on the name of the problem entry to highlight it
= Click Unassign.

Travel Allowances For Report: Nermal Trvl 9-1 to 30 =
Create Mew Itinerary Available Itineraries Expenses & Adjustrnents Reimbursable Allowances Surmmary
Assigned ltineraD
Edit | Unassign I

Departure City Date and Time ~ Arrival City Date and Time Arrival Rate Location

= Itinerary: Mormal Trvl 9-1 to 15
Atlanta, Georgia 09/18/2013 06:00 AhA Savannah, Georgia 09/18/2013 10:00 AM CHATHAN COUNTY, US-GA,.,
Savannah, Georgia 09/19/2013 04:00 PM Atlanta, Georgia 08/19/2013 09:00 PR FULTOM COUNTY, US-GA, US

= The ltinerary moves to Available Itineraries

< Vs STV Y W R T O T Py

Available Itineraries

Current ltineraries ¥ | Delete Assigh
Departure City Date and Time ~ Arrival City Date and Time Arrival Rate Location
SRRV TR SRR S L B

= Itinerary: Mormal Trel 9-1 to 15

Atlanta, Georgia 09/18/2013 06:00 A Savannah, Georgia 09/18/2013 10:00 A4 CHATHARM COUNTY, US-GA..
Savannah, Georgia 08719/2013 0400 PM Atlanta, Georgia 08719/2013 08:00 PM FULTOM COUNTY, US-G&, US +
Done

= The Travel Allowance ltinerary is now available for further adjustment.

NOTE: You may now completely Delete this unassigned itinerary from the TTE system or
Assign it to another Expense Report.

DELETE

o0 To Delete a Travel Allowance

= Select the Travel Allowance ltinerary to be deleted by clicking on the Itinerary
name. This will highlight it.
= Click Delete.

T iy L e e TR e e e T
Available Itineraries

Current Rineraries ~ | Delete P

Diepar ture City Diate and Time - Arvival City Diate and Time Arvival Rate Location

= Itinerary: Mormal Trvl 91 to 15
Atlanta, Georgia 09/18/2013 06:00 Am Savannah, Georgia 091872013 10:00 A8 CHATHAM COUNTY, US-GA...
Savannah. Georgia 05/19/2013 04:00 FhA Atlanta. Georgla 059,/19/2013 09:00 Pha FULTON COUNTY, US-Ga, US -—
Drarrves
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0 Click Yes in the confirmation box to process the deletion

0 The Travel Allowance Itinerary and the Expense will be removed from the

REASSIGN

Expense Report.

0 Reassign an Unassigned Travel Allowance ltinerary to another expense report.

Wwelcome, William Abercrombie

My Concur Requ|

View Reports  Mew E:

Travel 9/15 to

Open the new or existing Expense Report you want to add the existing Travel
Allowance lItinerary on. In our example it is an existing Expense Report.

Click on the Details tab

Click on Available Itineraries

0 Help | Log Out
-
@
Geo;éiu

Expense Reperting Profile

Report  View Receipt Store  Approve Reports  View Cash Advances  Mew Cash Adwvance

Delete Report Submit Report

ew Expense | etails = eceipts - | rint / Email - |

hew Exp Detail Receipt: Print / Email

Expenses Report Copy View = « New Expense Receipt Store |

[ Date ~ Report Header unt Requested i

ot S © e BE 8 S | | B I — Exnense

Adding New Expense Totals 2 s

I Audit Trail ' To create @ new expense, cick the opproprigte expense type below or type the expense type

E 0941772013 27.00 £27.00 in the field gbove. To edit an existing expenss, click the expense on the isft side of the page. !
Approval Flow g

R tly Used E T
[ 091572013 Comments 28.00 $20.00 0 ecently \Vsed bxpense lypes

Rental Cars Onl
Cash Advances ental Cars Only

Hotel
Available

Personal Car Mileage
Assigned

Tolls
Allocations Parking
Allocations

All Expense Types

Travel Allowances
Business Promotions

New [tinerary

" Other Promotional Expense

Awvailable [tineraries i

Expenses & Adjustments
Reimbursable Allowances Summary

Trade Shonius
Com munications
Cellular Phone

Internet Charges

TOTAL AMOLNT ‘ TOTAL REQUESTED
Lo

S0 @ 591w

17| Page

|

Select the itinerary you want to link from Available Itineraries at the bottom
of the window by clicking on the Itinerary name. This will highlight the item.
Click Assign

TeamWorks Travel Version Date: 07/29/14
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B T Ve Vi
ailable Itineraries
Current ltineraries

Departure City

e vy e e

= Itinerary: Mormal Trvl 9-1 to 15
Atlanta, Georgia

Savannah, Georgia

¥ Delete

Date and Time «

09182013 06:00 AhA
0971972013 0400 PhA

R Vs NI L P T S A

Arrival City

B

Savannah, Georgia

Atlanta, Georgia

Date and Time

09/18/2013 10:00 AkA
09/19/2013 09:00 Ph4

Arrival Rate Location

CHATHAM COLMTY, US-GA,.,
FULTOM COUNTY, US-GA&, US

-

Done

= The Travel Allowance lItinerary will move into Assigned Itineraries at the top
of the window. Click Next

Travel Allowances For Report: Travel 9/15 to 30

|I| Create Mew Itinerary | 2| Awvailable Itineraries Expenses & ﬁldjustmentsE Reimbursable Allowances Surmmary

Assigned Itineraries

Edit Unassign

Departure City

LSRRI
Atlanta, Georgia
Moultrie (Single Day), Geor...

= Hinerary: 0941712013 Augusta
Atlanta, Georgia

Augusta, Georgia

Date and Time ~

gy

08/15,/2013 06:00 AkA
08/15,/2013 07:00 PM

08/17,/2013 07:00 AkA
08/17,/2013 06:00 PM

Arrival City

Moultrie (Single Day), Geor...

Atlanta, Georgia

Augusta, Georgia

Atlanta, Georgia

merary: Mormal Trvl 9-1 to 15
Atlanta, Georgia

Savannah, Georgia

09/18/2013 06:00 ARA
09/19/2013 04:00 PR

Date and Time

08,/15/2013 09:00 Ak4
08,/15,/2013 09:00 PM

08,/17/2013 0%:00 Ak
09,/17,/2013 07:30 PM

Arrival Rate Location

Maoultrie (Single Day), US-GA,.,
FULTOM COUMTY, US-GA, US

RICHMOMND COUNTY, US-G..,
FULTOM COUMTY, US-GA, US

m

Savannah, Georgia

Atlanta, Georgia

09,/18/2013 10:00 A
09,19/2013 09:00 Ph

CHATHAR COUMTY, US-GA..

FULTOMN COUNTY, Uz

Available Itineraries
Current ltineraries
Departure City
=l Minerary: 07426/2013 Augusta
& Atlanta, Georgia

E'] Augusta, Georgia

R Delete

Date and Time ..

07/26,/2013 06:00 Akd

07/26,/2013 05:00 PM

Assign

Arrival City

Augusta, Georgia

Atlanta, Georgia

Date and Time

07/26/2013 09:00 A4

07/26/2013 07:30 PM

Arrival Rate Location

m| »

RICHROMD COUN

FULTOM COUMTY, USSEUS

<< Previous MNext ==
» Adjust the Travel Allowance for any provided meals if necessary
= Click Create Expenses (or Update Expenses if it appears)
18| Page TeamWorks Travel & Expense Version Date: 07/29/14
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Travel Allowances For Report: Travel 9/15 to 30

Create MNew Itinerary[2] Avaiable Itineraries (3] Expenses & adjustments|[4] Reimbursable sllowances Summary

Show dates fram E ta E'_El . Go
Exclude | All (O] DatefLocation - Breakfast Provided Lunch Provided Dinner Provided Allowance
0 ﬁ:ﬁﬁ%ﬁmgm Day), Ge.. ] [ ] $28.00
o s, Georgi & & B w10
& Sovannh, Georgi o & 0 10
& Soannh, Georgi & & & 1
<< Previous ‘ Next »>= ‘ Create Expenses Cancel

*» The Expense Report is updated with the Fixed Meals Expense item

My Concur  Request = Expense | Reporting  Profile

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

Travel 9715 to 30

l@NewExpense ] Details -| Receipts = Print / Email =

enses Move v Delete Copy | View v | <] New Expense | Receipt Store |

Date ~ Expense Amount Requested —

Expanse“ V.

To cregte @ new expense, click the gppropnate expense type below or type the expense type
Fixed Meals

0941942013 Savannah, Geargia £27.00 £27.00 in the field above. Ta edit on existing expense, dick the expense on the left side of the poge, L
097182013 FixedMeals $27.00 $27.00 @ Recently Used Expense Types
Savannah, Georgia : :
Rental Cars Onl
0 091772013 FixedMeals $27.00 $27.00 ! ~
Angusta, Georgia . . Huotel
0 0941542013 Fixed Meals $28.00 $28.00 Personal Car Mileage
Maultrie (Single Day), Georgia
Tolls
Parking

T Y I I
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Adjust for a Provided Meal Only on an Existing Travel Allowance Entry

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

e Click on the Details tab.
Select Expenses and Adjustments under the Travel Allowances section

-
o @
Georgia
My Concur  Request | Expense | Reporting  Profile
Wiew Feports  Mew E Report ‘iew Receipt Store  Approve Reports  Wiew Cash Sdvances  Mew Cash Advance
7/1lto15 Tr rnight Delete Report Submit Report
(®) Mew Expense 5 = | Receipts ~|  Print/Email -
Expenses Report Copy  Miew v 4 Mew Expense Receipt Store
O Date - Report Header ant Requested &
| Adding Mew Expense Totals Expense L
A dt T | Ta create @ new experss, click the app’gpn-are sxpense U‘??f Befaw ar fﬂ’f the
O 0740772013 it trai 27.00 $27.00 experse tupe In the field abave, Ta edit an existing expenss, click the expense an
Approv al Flow the left side af the page,
O 0710642013 Comments i27.00 $27.00 9 Recently Used Expense Types
O 0740542013 Cash Advances i27.00 $27.00 Petsanal Car Mileage
Awailable Hatel
Assigned Registration
Allocations Tolls
Allocations Rental Cars Only
Travel Allowances All Expense Types
Newy [tinerary . .
Business Promotions
Avallable Itineraries Other Promotional Expense
Expenses & Adjustments Tradde Shows
Reimbursable Allowances Summary TOTAL REQUESTED -
Communications
$81.00 $81.00 2

itkos: implementation, concursalutions, comiExpenselClient idef ault, aso#

20| Page

Cellular Phone

e The Expenses & Adjustments window opens.
e Select or deselect any necessary meals.

TeamWorks Travel
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Travel Allowances For Report: Travel 9/15 to 30

Create Mew Itinerary [2] Avaiable Ttineraries 3] Expenses & Adjustments[4] Reimbursable Alowances Summary

Showy dates frarm [ to 3 ~ Go
Exclude | All [C] DatefLocation - Breakfast Provided Lunch Provided Dinner Provided Allowance
0 ﬁﬁiﬁ%igh Day), Ge... ] [ [l $28.00
a DA?;;lu?sg,ué gorgia | [ O $27.00
& Saanrah, Georgi & B B oran
0 Soanrah, Georgi a B & w10
< ¢ Previous Mext »>> Update Expenses Cancel

e Click Update Expenses
e The Expense Report will open and the corrections will be made.

My Concur  Request = Expense | Reporting  Profile

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

Travel 9715 to 30

l@NewExpense ] Details -| Receipts = Print / Email =

Expenses Move = Delets  Copy | View =| %] | New Expense | Receipt Store |

(| Date ~ Expense Amount Requested —
H Expense “

Adding MNw Expense P

To cregte @ new expense, click the gppropnate expense type below or type the expense type

Fixed Meals $27.00 $27.00 in the field above, To edit an existing expense, dlick the expense on the ieft side of the page.

E 0971942013 Sawannah, Georgia

Fixed Meals o Recently Used Expense Types
(= 09/18/2013 Savannah, Georgia $27.00 $27.00
Rental Cars Only
Fixed Meals [ 4
[ 09/1712013 Bugusts, Georgia $27.00 $27.00 Hotel
O 09/15/2013 Fixed Meal.s $28.00 $28.00 Personal Car Mileage
houltrie (Single Day), Georgia
Tolls
Parking

Lt e s A st AN o 9l B PO A B P g e Al
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