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Add Travel Allowances When Creating a New Expense Report

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

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

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

¢ Click Save and the Travel Allowances dialogue box will appear.
e Click Yes

Travel Allowances

<£ Will this report include travel allowance expenses? )

#“ o

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 ltineraries button
at the bottom right of the window.

o In Selection choose option 1, 3 or 4

m 1. Multiple Day Per Diem for trips with Overnight Stay for
dates 7/1/13 or AFTER

m 3. Regular In State-Prior to 7/1/13 for dates PRIOR to 7/1/13

m 4. GSA Out of State Prior 7/1/13 for Out Of State Dates
PRIOR to 7/1/13

o Note: Option 1 is used for In State, Out of State or International dates
7/1/13 or later. Option 3 is used for In State travel with overnight stays
with dates in the fiscal year ended 6/30/13 and Option 4 is used to
enter Out of State or International travel with overnight stays with
dates in the previous fiscal year ending 6/30/13

The accounting codes used are determined by the Trip Type when the
expense report is created and not the Meal Type in the Selection field.

The Selection field determines which rates will be used to reimburse you for
eligible meals.

For our example we are using 1 Multiple Day Per Diem

Note: You CANNOT combine Option 1, 2, 3 and 4 above on the same
expense report even if the Trip Type is the same.
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The change to accommodate the new Statewide Travel Policy regarding
Meals with no Overnight Duration became effective 7/1/13 with the new
Statewide Travel Policy.

. =]
Travel Allowances For Report: 7/1 1o 15 Trav#vermght
1| Create Mew Itinerary @ Available Iineraries @ Expenses & Adjustments -
Itinerary Info

Itinerary Mame Selection
711 to 15 Travel Cwvernight

1. Multiple Day Per Ciem ]

Add Stop | Delete Rows 2. Single Day Per Diem NewItinerary Stop

3. Regular In State-Priar to 77113 . -
i ] Crepart from [city]

4, G54 Out of State-Prior to 7/1/13

] Departure City -« ANy

Mo Thinerary Fows Found
[rate

|
Time
Arriwe in [city]
[rate

|
Time

v
Go to Single Day Xineraries Mext == Cancel

e Enter the FIRST leg of your multiple day trip
o Enter the location you left from in the Depart from field
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
o Enter your arrival location in the Arrive in field
0 The second Date field will default to the date entered above
0 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
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Travel Allowances For Report: 7/1 to 15 Travel Owvernight =

1| Create Mew Itinerary Available Ttineraries IE‘ Expenses & Adjuskments

-
Itinerary Info
Ttinerary Mame Selection
711 to 158 Travel Owernight 1. Multiple Day Per Diem w
Add Stop | Delete Rowss New Itinerary Stop
~
| Departure City - Arrival City Arrival Rate Location Depart from [city]
Atlanta, Georgia
Mo Thinerary Rows Found
Drate
07/05/2013 |
Time
G:00 AM
Arrive in [city]
Savannah, Georgia
Crate
07/05/2013 |
Time 1
|ID:3IJ arn | o
Go to Single Day Rineraries Mext == Cancel

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

. [
Travel Allowances For Report: 7/1 to 15 Travel Owvernight
1| Edit Itinerary Available Ttineraries @ Expenses & Adjustments -
Itinerary Info
Ttinerary Pame Selection
711 ko 15 Travel Overnight 1. Multinle Day Per Diem
Add Stop Delete Rows Mew Itinerary Stop
-~
Departure City - Amival City Arival Rate Location Drepart from [city)
. . Savannah, Georgia
Atlanta, Georgia Savannah, Georgia !
D 07/05/2013 5:00 Ak 0770542013 10:30 AN CHATHAM COLINTY, U... Diate

e Now enter the LAST leg of your trip
o0 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
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Travel Allowances For Report: 741 to 15 Travel Owernight

= 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 the last leg of your trip

1| Edit Itinerary @ Aevailable Ttineraries @ Expenses & Adjustments

Itinerary Info

Itinerary Mame
7/1 ko 15 Travel Overnight

Add Stop Delete Rowws
O Departure City «
Atlanta, Georgia
D g

070572013 &:00 Ak

selection

1. Multiple Day Per Diem

Arrival City

Savannah, Georgia
07/05/2013 10:30 &M

Arrival Rate Location

CHATHAM COUMTY, U...

Mew Itinerary Stop

Lepart Tram |ty
Savannah, Georgia

[rate

|u?ju?;'2013 |
Time

IG:DEI PM

Arrive in [city]

Atlanta, Georgia

[rate

|0?m?r2013 A
Tirne

|9:3EI 1y} |

Go to Single Day Rtineraries Mext == Cancel
e The last leg of the trip will appear on the left side.
. ol %
Travel Allowances For Report: 7/1 to 15 Travel Owernight
1| Edit Itinerary @ Available Ibneraries @ Expenses & Adjustments -
Itinerary Info
Itinerary Mame Selection
711 ko 15 Travel Overnight 1. MLltiple Day Per Diem
Add Stop || Delete Rows New Itinerary Stop
LVEFEFT TFOM | CITy) v
D Departure City - Arrival City Arrival Rate Location Atlanta, Georgia
Atlanta, Georgia Savannah, Georgia Diat
D 070572013 5:00 &M 07572013 10030 AM CHATHAM COLINTY, U.. aE E
Savannah, Georgia Atlanta, Georgia
D 070772013 6:00 PM 07772013 9:30 PM FULTON COUNTY, US-. Time

e Click Next.
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Travel Allowances For Report: 7/1 to 15 Travel Overnight

1| Edit Itinerary @ Aevailable Tkineraries IE Expenses & Adjustrments

Itinerary Info

Itinerary Mame
711 to 15 Travel Overnight

Add Stop Delete Rows

Deparkure City -

Atlanta, Georgia
07/05/2013 &:00 AM

Savannah, Georgia
07,/07/2013 6:00 PM

Selection

1. Multiple Day Per Diemn

Arrival City

Savannah, Georgia
07/05/2013 10:30 A0

Atlanta, Georgia
070742013 9:30 Ph

Arrival Rate Location

CHATHARY COUNTY, UL,

FULTOR COUMTY, U5-..,

e The Itineraries you just assigned will appear

e Click Next again.

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

Create Mew Itinerary | 2| Available Itineraries @ Expenses & Adjustments

Assigned Itineraries

Edit Unassign

Departure City

Date and Time -

= Btinerary: 771 to 15 Travel Overnight

Atlanta, Georgia

Savannah, Georgia

Available Itineraries

Current tineraries

Departure City

070572013 8:00 AM
07072013 6:00 P4

w | Delete

Date and Time -

=l tinerary: Forestry Audit Day 1 and 2
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Arrival City

Savannah, Georgia

Atlanta, Georgia

Aszign

Arrival City

TTE- Entering Travel Allowances — With Overnight Stay

[ 4
>
New Itinerary Stop
LIBRArT TFOM |CITy) ¥
Atlanta, Georgia
[ate
=
Time
Arrive in [city]
[rate
[
Tirne
w
i |
Go to Single Day Rineraries Mext == Cancel
(=] |
-
Date and Time Arrival Rate Location
07/05/2013 10:30 AM CHATHAM COUNTY, US-G,.,
07072013 9:30 PM FULTON COLUNTY, I5-GA, ..
Date and Time Arrival Rate Location
-
w
== Previous 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 reimbursement amount for that meal period.

o Click on Create Expenses

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

Create Mew Itinerary @ Available Ttineraries | 3| Expenses & Adjustments

Show dates from M to [ Go
Exclude | All O DatefLocation - Breakfast Provided Lunch Provided Dinner Provided Allowance
& g:;’rgi.:?a:]hl?(ieorgia [ [ O $27.00
r
(& g:{rgﬁfa?r?(;eorgia O ] $27.00
b g::'|a131112a|]P11,3Ge0rgia ([ [ ] $27.00
== Previous Create Expenses Cancel

o An Expense Entry called Fixed Meals will be created in your expense report
for each eligible Meal.
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A @

Georgia

My Concur  Request | Expense = Reporting  Profile

Wiews Reports  Mew Expense Report  View Receipt Store Spprove Reports View Cash Advances  MNew Cash Advance

7/1 to 15 Travel Overnight

(®) New Expense | Details v| Receipts v| Print / Ermail v|

E)(penses Move = Delete Copy Wiews v | 4 Mew Expense Receipt Store

D Date ~ Expense Amount Requested :
Expense i
| Adding New Expense G |‘ < \1
i - Ta create a new expenss, Click the apprapriate expense e belaw ar tipe the
O 0720772013 Fixed Meals $27.00 $27.00 expense type [n the fisld above, Ta edit an existing expense, click the expense an
Savannah, Georgia the igft side af the page,
Fixed hMeals
070672013 h 27.00 27.00
O 4061 Savannah, Georgia $ $ @ Recently Used Expense Types L
Fixed Meals
O wsp01s T e $27.00 $27.00 Personal Car Mileage
Hotel
Registration
Tolls
Rental Cars Only
All Expense Types
Business Promolions
éOther Promotional Expense
Trade Shows
TOTAL AMOUNT TOTAL REQIUESTED —
Communications
$81.00 $81.00

<

Cellular Phone
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Add Travel Allowances (Meals Per Diem) to an EXISTING Expense Report

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.

e Select New lItinerary under the Travel Allowances section

-

3 @

Georgla

My Concur  Request | Expense Reporting  Profile

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

7/1 to 15 Travel Overnight Delete Report Submit Report
(®) Mew Expense Receipts = | Print / Email -

E)(penses Report H Copy View v [ 4 Mew Expense Receipt Store
O Date ~ Report Header ant Requested &
Expense
Adding New Experce Totals ? L

...................................................... Audit Trail To create @ new expense, click the apprapriate expense type beiaw ar type the
| 07/0772013 it frai 27.00 $27.00 expense by in the fisid abave To edit an existing expense, click the expense an

Approval Flow the (eft side af the page

070642013 27.00 27.00

o {054 Comments $ @ Recently Used Expense Types
O 074052013 Cash Advances 27.00 $27.00 Personal Car Mileage

HAwailable Hotel

Assigned Registration

Allocations Talls

Allocations Rental Cars Only

Travel Allowances All Expense Types

Mewe Itinerary ) )

Business Promotions
Awailable Itineraries Cther Promotional Expense
Expenses & Adjustments
P ! Trade Shows
Reimbursable Allowances Surnmary TOTAL REQUESTED I
Communications
$SL0 $81.00 o

ittos: Mimpolementation. concursolutions. comiExpense /Client fdefault aso# Cellular Phone

o Verify that the Selection box matches the Travel Allowance Meals you are
requesting (Regular In State or GSA Out of State)
v" Note: Remember you cannot mix expenses for In State, Out of State and

International Travel on the same Expense Report. If they do not match, you need to
create an Out of State or International Expense Report.

. [=]lE
Travel Allowances For Report: 7/1 to 15 Travel Overnight
Create New Itinerary A ailable Thineraries Expenses & Adjustments Reimbursable Allowances Summary -
Itinerary Info
Ttinerary Pame = 1= [T
711 ko 15 Travel Overnight 1. Multiple Day Per Diern
Add Stop || Delete Rows MNew Itinerary Stop
LIEQ AT TFOMm [CITy] A
|:| Departure City - Arrival City Arrival Rate Locati
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o Enter the FIRST leg of your multiple day trip
o 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

o0 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
o0 Click on Save to save the information for the 1* leg of your trip

Travel Allowances For Report: 7/1 to 15 Travel Overnight =X
Create Mew Itinerary fvailable Thineraries Expenses & Adjustrments Reimbursable Allowances Sunimary =+
Itinerary Info
Itinerary Mame Selection
711 ko 15 Travel Overnight 1. Multiple Day Per Diern
Add Stop Delete Rows f\_lE:MItinE:raJ!'y Stop
|:| Departure City - Arrival City Arrival Rate Location IAtIanta, Geargia =
. Date
Mo Ikinerary Rows Found IU?II'DSJ'ZUIS &)
Time
IIS:UD M
Arrive in [city]

Vidalia, Geargia

[rate

|n?10312013 |
Time
|9 am| |
o
Go to Single Day Rineraries Mext == Done

o The first leg of the trip will appear on the left side.
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Trawvel Allowances For Report: 7/1 to 15 Travel Overnight
Edit Itinerary Available Itineraries Expenses & Adjuskments Reimbursable Allowances Summary =+
Itinerary Info

Itinerary Mame Selection
71 to 15 Travel Overnight 1. Multiple Day Per Diemn

Add Stop || Delete Rows New Itinerary Stop

[l Departure City « Arrival City Arrival Rate Location I\'Iid‘f'li‘f|J Geargia

Atlanta, Georgia Yidalia, Georgia Crate
(W 070372013 £:00 AN 070372013 500 A U5, UNITED STATES | 04

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
o0 Enter the data you left in the Date field

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

o 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
0 The second Date field will default to the date entered above
0 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 last leg of your trip
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Travel Allowances For Report: 7/1 to 15 Travel Overnight

Edit Itinerary
Itinerary Info

Itinerary Mame
711 to 15 Travel Owvernight

Add Stop Delete Rows
D Departure City -
Atlanta, Georgia
D g

07/03/2013 6:00 AN

&wailable Ttineraries

Expenses & Adjustments Reimbursable Allowances Summary

Selection
1. Multiple Day Per Diem

Mesdins i ViSLOR
Arrival City Arrival Rate Location I\-'iclalia, Geargia
orr e JEENIE CE A S -
Time
2:00 PM

Arrive in [city]

Atlanta, Georgia

Date

07/04/2013 |
Time

|5:3EI prn| |

Save

il

Go to Single Day tineraries Mext == Done
e The last leg of the trip will appear on the left side.
. [
Travel Allowances For Report: 7/1 to 15 Travel Overnight
Edit Itinerary Available Itineraries Expenses & Adjustrents Reimbursable Allowances Sunimary -+
Itinerary Info
Itinerary Mame Selection
711 ko 15 Travel Overnight 1. MLltiple Day Per Diem
Add Stop Delete Rows Mew Itinerary Stop
|psenta, Gorga. A
Departure City ~ Arrival City Arrival Rate Location anta, eargla
Atlanta, Georgia Yidalia, Georgia Date
I:‘ 07/03/2013 &:00 &M 077032015 9:00 AN U3-GA, UNITED STATES I 3
Yidalia, Georgia Atlanta, Georgia .
07/04/2013 2:00 PM 07/04/20153 5:30 P FULTOR COUNTY, US-.., Time

rrive i (o

e Click Next.
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Travel Allowances For Report: 7/1 to 15 Travel Owvernight

Edit Itinerary fvailable Itineraries Expenses & Adjustrents Reimbursable Allmvances Surmmary

Itinerary Info

Itinerary Mame
711 ko 15 Travel Overnight

Selection
1. Multiple Day Per Dierm

Add Stop Delete Rouws

New Itinerary Stop

I.D.tlanta, Georgia

Departure City - Arrival City Arrival Rate Location
Atlanta, Georgia Yidalia, Georgia _ [Date
07/03/2013 é:00 AM 07/03/2013 9:00 AM LS-GaA, LINITED STATES |
Yidalia, Georgia Atlanta, Georgia .
07/04/2013 2:00 PM 07/04/2013 530 PM FULTON COUNTY, U3-.. Time
Arrive in [City]
[Drate
|
Time

Go to Single Day tineraries

“
Save

Done

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

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

Available Ttineraries

[ to

Create Mew Ikinerary Expenses & Adjustments

&

Breakfast Provided

Reimbursable Allowances Summary

Showe dates fram Go

Exclude | All Date/Location -«

077032013
Widalia, Georgia
077042013
Widalia, Georgia
07F0552013
Savahnah, Georgia

077062013
Savahnah, Georgia

0710772013
Savannah, Georgia

Lunch Provided Dinner Provided

Update Expenses
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Allowance

f2100

fFz1.00

f27.00

f27.00

f27.00

Cancel
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o New Fixed Meals will be added to your expense report for each additional
day you claimed.

-
i,
B
° [ J
@

Georgia

My Concur  Request | Expense | Reporting  Profile
Wiew Reports  New Expense Report  ‘iew Receipt Store  Approve Reports  View Cash Advances  Mew Cash Advance

7/1 to 15 Travel Overnight

() Mew Expense Details - Receipks = | Print/Email -

E)(penses hove = Delete Copy  Wiew v Mew Expense | Receipt Store |
O Date ~ Expense Amount Requested 2
Expense -
i Adding New Expense P | | -
i . Ta credts @ hew expenss, <Nk the apprapriate expense tipe Belaw ar type the
0O 07/0772013 Fized Meals 127.00 $27.00 expense tupe in the fisid apove, Ta sdit ar existing expense, <lick the expense an
Savannah, Georgia the [gft side af the page,
Fixed hMeals
070672013 h 27.00 27.00
O 1064 Savannah, Georgia $ $ @ Recently Used Expense Types B
Fixed Meals
] OR0S/2013 TR e $22.00 $27.00 Personal Car Mileage
Fixed hMeals Hotel
D 0710452013 vidalia, Georgia $21.00 $21.00
Fixed Meal Registration
ined Meals
| 0710372013 vidalia, Georgia $21.00 $21.00 Tolls
Rental Cars Only
All Expense Types
Business Promolions
éOther Promotional Expense
Trade Shows
TOTAL AMOUNT TOTAL REQUESTED -
Communications
$123.00 $123.00

<

Cellular Phone
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Fix an Incorrect Travel Allowance Entry

¢ Onthe My Concur page in the Expense Report or Active Work section click
on the existing Expense Report with the incorrect Travel Allowance

e Click on the Details tab

Gcoﬁqia
My Concur Reque: HPENSE Profile

Wiew Reports  Mew ot Wiews Receipt Store  Wiew Cash &dvances  Mew Cash Adwance

@ MewExpense | Details - | Receipts - Print/Email -

Expenses Dekete  Copy | Wiew v | & New Expense Receipt Store

] Date Expanse - Amount Requested e
i Expense || ;
i Adding New Expense

. . T create a new expenss, <lick the appropriote expense type below or Yipe the xpense type in the fisld

F above. To edit an existing expense, click the expense an the left side of the )
OLB0L3 i v, Gecigt $71.00 $21.00 g Expe P ft side of the page.

Fixed Meals
Macon, Georgia

@ Recently Used Expense Types

0172372013 $21.00 $21.00

Tolls Miscelanecus

e Select Available Itineraries from Travel Allowances section

Report

Repaort Header
Totals

Audit Trail
Approval Flow
Comments
Cash Adwvances
Available
Assigned
Allocations

Allocations

Trawvel Allowances

MNew Itinerary
ﬁ Available Itineraries

txpenses & Adjustments

Reimbursable Allowances Summary

e Locate the “offending” Travel Allowance Entry in the Assigned Itineraries
section
v Usually this is an Itinerary entry with only 1 line
v If entered properly each ltinerary has 2 lines
v" You may receive an error message asking telling you that the 2" line
is missing.
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v' The system allows one request for Travel Allowances per day across
all expense reports. To correct a problem entry you must remove it.
0| x

Travel Allowances For Report: Jan 15 to 31 Expenses

Creste Mew Ttinerary | Available Itineraries | Expenses & Adjustments | Reimbursable Allowsnces Summary +
Assigned ineraries
Edit Unassign
Departure City Date and Time - Arrival City Date and Time Arrival Rate Location
= Itinerary: Jan 15 to 30 Expenses
Atlanta, Georgia OL/16/201 3 700 AM Savannah, Georgia 01716/20012 1000 AM CHATHAM COUNTY, US-GA, US
= Itinesary: 01/21/201 3 Winterville
Atlanta, Georgia 0142172013 700 Al Winterville, Georgia 01/21/2012 200 AM US-GA, UNITED STATES
Winterville, Georgia 0142142013 6100 Pt Atlanta, Georgia 012172013 800 PM FULTOM COUNTY, US-GA, U3
= Itinerarny: 01/22/201 3 Macon
Atlanta, Georgia 01/22/201 3 700 A Macon, Georgia 01/22/2013 200 AM US-GA, UNITED STATES
Macon, Geoigia 01/22/201 3 5:30 Ph Atlanta, Georgia 01/22/2012 700 PM FULTOM COUNTY, US-GA, US
Available Itineraries
Current fineraries | Delete Assigh
Departure City Date and Time - Arrival City Date and Tame Arriral Rate Location
= Thinesary: Forestry Audit Day 1 and 2 =
= Tinesary: Year End RESA Audits
Sncial Circle Genmia VLEFTFAN 7 AT AR Sanderaille Gennmia VFFTEA &0 ARl 11564 1IMTTED STATFS v
Done
e Click on the name of the problem entry to highlight it
al(x
Trawvel Allowances For Report: Jan 15 to 31 Expenses
Create Mew Ttinerary || Available Itineraries | Expenses & Adjustments | Reimbursable Allowances Summary +
Assigned Itineraries
COEdit | Unassign
Departure City Date and Time « Arrival City Date and Time Arrival Rate Location
= Itineran: Jan 15 to 30 Expenses
Atlanta, Geoigia 01162013 700 &AM Savannah Georgia D1/16/201 3 10110 AN CHATHAM COUNTY, US-G&, US
= Ttinerary: 01/21/701 3 Winterville
Aflanta, Georgia 01/21/2013 700 &AM Winterville, Georgia 01/21/201 3 900 AM US-G2, UNITED STATES
Wintervil = £ P A i ) Ol -G,
e Click on Unassign
al(x
Travel Allo es For Report: Jan 15 to 31 Expenses
Create Me e Available Itineraries Expenses % Adjustments | Reimbursable Allowances Surmrmary +

Aszign

==

Departure Ciby Date and Time - Arrival City Date and Time

= Tinerary: Jan 15 to 30 Expenses

Atlanta, Georgia 01/16/2012 700 AM Savrannah, Georgia O1/16/201 3 10400 Akd
= Itinerary: 01/21,/201 } Wintenrille
Atlanta, Georgia 0172142013 700 AM Winterville, Georgia 01/21/201 3 200 Ad
‘Wintervill 3 600 P At I )
L]

v
correctly.
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Arrival Rate Location

CHATHAM COUNTY, US-GA, US

US-GA, UNITED STATES

i) -G8,

The entry is moved from Assigned Itineraries to Available Itineraries

In order to correct the entry, you must now delete it in order to re-enter it
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¢ Locate the same offending entry in the Available Itineraries section
e Click on it to highlight it

v Remember it most likely has only one line instead of two!
e Click Delete

ol[x
Travel Allowances For Report: Jan 15 to 31 Expenses
(1] creste Mew Ttinerary 2] Available Ttineraries (3] Expenses & Adjustments 4] Reimburssble Allowances Summary +
Assigned Itineraries
Edit Unassigh
Departure City Date and Time - Aarival City Date and Time Arrmval Rate Location
= Iinerary: 01,21,201 } Winterville
Atlanta, Georgia 0172172013 700 A Winterville, Georgia OL/Z1/2003 300 A0 US4, UNITED STATES
Winterville, Georgia 01/21/2013 60 PA Allanta, Georgia 0172172003 800 P FULTOM COUNTY, US-GA, U3
= Iinerary: 01,/22/201 3 Macon
Atlanta, Georgia OL/Z2/2013 700 A0 Macon, Georgia OL/Z2/2003 500 &M UI5-GA, UNITED STATES
Macon, Geargia 01/22/2013 5:30 PA Allanta, Georgia O1/Z2/2013 700 PR FULTOM COUNTY, US-GA, U3
Available Itineraries
Current tineraries | Delete | &ssign |
Departure City Date and Time - Arrival City Date and Time Arrival Rate Location
Atlanta, Georgia OLADE/Z013 700 A Savannah, Georgia OLAOE/2003 1000 &M CHATHAN COUNTY, US-GA, U5 #
Savannah, Georgia 0171072013 60 PM Adlanta, Georgia 0171072013 5:30 PM FULTOM COUNTY, US-GA, U3
= Hineranz Jan 15 to 30 Expenses
Atlanta, Georgia OL/16/2013 700 &M Savannah, Georgia 0171672003 1000 &M CHATHANM COUNTY, US-GA, U5 [+
== Previous 1| Mext ==

e Click Yes on the dialogue box that appears

Please Confirm X |

You are ahout to delete selected itineraries. Once deleted, you will have to
create the itineraries and all the rows again. Are you sure you want to delete
the selected itineraries?

—dl - e |

e Click on Expenses & Adjustments
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Travel Allowances For Report: lan 15

o
[

ol
B

3 Expenses & Adjustments|

@ create Mew Ttinerary [2] Available Itinel

Assigned Itineraries

Edit Unassign

Date and Time -

Departure City Arrival City
= Htimeranz 01/21,/201 3 Winterville
Atlanta, Georgia
Winterville, Georgia

OL/2Z1/2013 700 Ak
OL/Z1/2013 600 PM

Winterrille, Georgia
Atlanta, Georgia
=l Itimerany: 01/22/201 3 Macon
Atlanta, Georgia
Macon, Georgia

OL/Z2/2013 70 Ak
OL/Z2/2013 530 P

Macon, Georgia
Atlanta, Georgia

Available Itineraries

Current Hineraries ~ | Delete || Assign

Departure City Date and Time - Arriral City
Atlanta, Georgia

Savannah, Georgia

OL/OGZ013 700 Akd
OL/10¢2013 600 P

Saranmah, Georgia
Atlanta. Georgia
= Itimeran: Jan 15 to 30 Expenses

Atlanta, Georgia 017162013 700 AR Savanmah, Georgia

e Click on Update Expenses

Travel Allowances For Report: Jan 15 to 31 Expenses

Create Mew Itinerary Bovailable Ttineraries Expenses & Adjustments

Shiow dates from Epﬂ |3|. Go

Exclude | All - Date/Location - Ereakfast Provided
0172172013
Winterville, Georg@
01223013

Macon, Secrgi

Lunch Provided

%] Reimbursable Allowances Summary

Date and Time

01/21/2013 5100 At
01/21/2013 800 P

O1/Z2/2013 500 At
01/Z2/2013 700 PR

Date and Time
OG0 3 1000 Akd
OL/10¢201 3 530 PR

O1/16/2013 1000 AR

Reirmbursable Allowances Surnrmary

Arrival Rate Location

U5-GA, UNITED STATES
FULTON COUNMTY, US-GA, US

U5-GA, UNITED STATES
FULTON COUNMTY, US-GA, US

Asral Rate Location
CHATHA COUNTY, US54, US
FULTON COUNMTY, US-GA, US

CHATHAM COUNTY. US54, US

== Previous

Dinner Provided

~

-

Allowance

f2100

2100

o The Travel Allowance is now deleted from the system and the Expense
Report is updated if necessary. You may re-enter the correct information if

necessary.

o If you deleted an item and it did not have an error, then it will be

removed from Expenses.
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. @

Georgia

My Concur Request Expense Profile

Wiew Reports  Mew Expense Report Wiew Receipt Store MWiew Cash Bdvances  Mew Cash Sdvance

Jan 15to 31 Expenses Delete Report Submit Report

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

Expenses Dekete Copy View +| |  Mew Expense | Rereipt Store
= Date ~ Expense Amount Requested 2
s Expanse
i Adding New Expense || <
i ~ : To creqte @ new expense, cick the anprapriote expense type below or type the expense type I the fisld
@ 01/22/2013 Fixed hleals . $21.00 $21.00 abave. Taedit an existing expense, click the expense an e left side of the page.
Macon, Geoa@
O 012170013 Foxed Meaks $21.00 $21.00 @ Recently Used Expense Types

Winterville, Geonoi
Tolls MiscelEnecus

R s Y Y R TP P S Y
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	Add Travel Allowances When Creating a New Expense Report
	A.
	Add Travel Allowances (Meals Per Diem) to an EXISTING Expense Report
	Fix an Incorrect Travel Allowance Entry

