State Accounting Office
TeamWorks: Travel and Expense System

TTE — Ente




How To Add Personal Car Mileage to an Expense Report

Open an existing Expense Report or create a new one

On the New Expense tab, select Personal Car Mileage from the All Expense Types
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 Receipt Store Wiew Cash Sdvances  Mew Cash Advance

MNov 3-16 Travel Delete Report Submit Report
@ Mewr Expense Details - Receipts - Print / Email - E] Hide Exceptions
Exceptions =
Expense Date Amount Exception
Cffice Supplies 110372012 4§30 The TRN=ction Date is Sreater than 30 days ol Pl nse subnissions. »,
Personal Car Mil.. 110452012 412452 The Tanmction Date is Greater than 30 days old. Pleass be mare timaky in n 5= subniszions. b
Expenses Dekete Copt View T 4 Mew Expense Receipt Ston
Date - Bxpense Amount Requested
Expenze
i Adding New Expense = pers
i To cregbe @ New expense, click the aooropriabe expense hyne below or bipe the cxpense tyne in the field
11/13/2012 Fixed Meals 5 abave. To edit an existing expense, ick the expense on the left side of the page.
N . $21.00 $21.00
Moultrie, Gecrgia
11122012 Fixed Meals s21.00 s21.00 @ Recently Used Expense Types
Waldosta, Geongia " "
Cash Advance Return Perzonal Car Mileage Miscelaneous
11/08/2012 ileage
Personal Car Mi $137.09 $137.09 To Hotal
11/08/2012  popel All Expense Types
b 0 ‘ () ComfortInns, Savannsh, Georgia $230.00 $230.00
11,/08/2012 Tolls 100 s1.00 Transportation
Sawannah, Geog@ " " Personal Car Milkage
11/07/2012 ileage
Fersonal Car i $131.54 $131.54
140 - S 4
TOTAL AMOUNT TOTAL REQUESTED
$1,088.12 $1,088.12

The Personal Car Mileage entry screen opens
o0 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. This field represents the rate
used to reimburse your miles and not a specific vehicle.

7 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.

0 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
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MNov 3-16 Travel Delete Report Submit Report

@ Mewr Expense | Details v Receipts = | Print/ Email - | B Show Exceptions
Expenses Dekte  Copy | Wiew 7| & New Expense Receipt Stors
[ Date ~ Expense Amount
s : iew Pei Fates
| Adding New Expense Expanse Type Tmnmction Date
1171320172 Fixed Meals s |Personal Car Mileage 25 11f13/2012 ﬁ
y . F21.00 F21.00
touttrie, Gecrgi Purpoes of the Trip From Location
11/12/2012 Fixed Meals |N0rmal Trawel ‘
‘aldost, Geomgia $21.00 $21.00 )
To Location Payrment Typs
11 2012 i
S08/! Personal Car Mileage $137.09 $137.09
Disance : Arnount Tripy Type
1082012 poger 0 000 USD ¥ [1nestate Travel v
> G‘ () comfart Inns, Savannah, Geogia $230.00 $230.00
Comrment
11/06/2012 Tolls
Savannah, Gecrgia #1.00 #1.00
11 2012 i
SOF Personal Car Mileage $131.54 $131.54
11/06,2012 Personal Car Mileage $137.64 $137.64 “Jehick ID Murnber of Passengers
Personal Car Tierl e o
11/06/2012  Tolk iy e e
Savannah, Gecrgia #1.00 #1.00 0
11/05/2012 i
Personal Car Mileage $252.53 $252.53
B g
11/04/2012 Personal Car Mileage $124.32 $124.32 Mileage Calculator
11047012 1o
‘ ‘Warner Robins, Secigi $1.00 $1.00
v
TOTAL AMOUNT TOTAL REQUESTED m f -}iﬂ_a;:h" _-i;l- ; _C-al_ll;el_-
$1,088.12 $1,088.12
o If the following screen appears select Yes.

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

=l - -

¢ The Mileage Calculator screen opens. This screen is used to enter your travel route for
the specified day.

o0 Enter your starting point in box A and press the Tab key or click in the next box.
o Continuing entering the waypoints 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 these at the
top of the entry screen. The map result 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.

7 Box Ais represented as balloon A on the map, Box B as B, etc.

= 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
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and the system will use that address as one of the stops (also called

waypoints) on your travels.

o0 When you get to the final waypoint of your trip you have options:

Enter the address of the final stop at the conclusion of the business day

Or, if the final stop is the same as entered in Box A, click on box Make

Round Trip to automatically enter that address.

tAileage Calculator

Lafayette
- [ aweid Tats [ avoid Highways ¥
N

Waypoints

. ~
Distances Personal £ 3

\_w

@ 100 Spring Drive, Roswell, G2 30075, Us —

@ 2 Esst Main Streat, Rome, GA 30161, US } S| [ﬁ erville
@ Cedartawn, @A 30125, USs } 2

@ Main Line Road, Rockmart, G4 20153, U

GLIMI[ |
18.4MI [ | -

} 11.2MI[ |

‘@

Directions

@ 100 Spring Drive, Roseell G4 30075, US4 -

Cakubte Route(” Make Round Trip

Calhoun

Jasper

Canton
Curr
Woodstock

Kennesiw ell
Dl

Sandy  Morcross

- Dallag Springs

62.0 mi - about 1 hour 12 mins Smyma
1. Head morth on Spring Dr toward GA-120 E 48 ft Mableton ?:.J.?m,“g
2. Turmn keft onto GA-120 W BE mi
3. Bxit onto GA-120 Loop W/North Marietta Plwy NE toward 15 mi il VilkRica. Dougasvilla Atldnta

175 N __, Bremen
4, Turn right to rierge onto 175 M 249 mi w East Point
:< Tabe ovi 00 tnr ol W0 L Th Forest Park

I:‘ Deduct Commute

- Carrallton
TOTAL PERSONAL

0.0 MI(

TOTAL BUSIMESS
91.5 MI

o Click Deduct Commute:
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Riverdale

Wip data E2013 Google - Terms of Use Reports map smor

Add Mileage to Expense Cancel

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.

0 If your round trip to work is normally 40 miles you will not be

reimbursed for the 1% 40 miles of your trip.

7 How you enter the trip determines whether you deduct one way,

round trip or no commute.

The Statewide Travel Policy states that you only have to account for
normal roundtrip daily commute ONCE during a trip with overnight stays.

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.
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Mileage Calculator [E3

(] vt Tots [ wiid Highweays

?

Waypoints Distances Personal % £ > =
@ 100 spring Drive, Roswel, Ga 30075, Lt - %)
Calhoun 4
} 61.9 MI D Suf 5 perville Jasper
{8 2 East Main Street, Rome, G4 30161, US [ﬁl
,_J Diaw
1BamM[ |
@ Cedartown, A 30125, Usa |+ Aidairsvifle
} 112nMI[ | = (
) Main Line Road, Rockmart, GA 30153, U W
} 930 [ ] Cangon z
L
© 100 Spring Drive, Roswel, GA 30075, L
) - Woodstock
" {E)pharetta
Cakubte Route o )
V= % Dul
Deducted Com mute Distance Norcross

Spriggs

Smyma

0 me
100 Spring Drive, Roswell, Ga 30075, L

Mableton "
nd Hills
offi } 21.5 MI )
e ek Douglasville
200 Piedrmont Awenue SE, Atlanta, G4 2 oeduct Round Bremen Villa Rica
%) East Point
Directions bt oS sgan
Camaliton Riverdale

TOTAL PERSOMAL TOTAL BUSIMESS

DeductCDmmuhe d
215MI 1193 MI

Jonesborg

hap data EE013 Godgle » Terms of Use Reports map smor

Add Mikage to Experse [T

0 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.

¢ 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.

o 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.

0 Click Add Mileage to Expense
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g (m ] -4
hileage Calculator
- Y
[ avmid Tas [ awoid Highways
) (
Yaypoints Distances Personal % ¢ » R
@ 100 Spring Drive, Roswell, G& 30078, LI | (128)
Calhoun .
} 61.9 MI D Suf g ferville Jasper
@ 2 East Main Street, Rome, GA 20161, US ,ﬂj o
an
} 1AM |
@ Cedartown, Ga 30125, UsA, |+ (alel K
} 112 M1 ] 3 (a01)
@ main Line Road, Rockmart, GA, 30153, U
} 49.3 MI |:| Canton Z
un
@ 100 Spring Drive, Roswell, GA 30075, LE
i) - Woodstock
0 (Elpharetta
Cakubte Route -
Ceda e
Ou
Deducted Com mute Distance | Morcross
Home
100 Spring Crrive, Roswell, G& 30075, Lt North
ot } BT ey Qi Hills
Ice _ Douglasville
200 Piedmont Avenue SE, Atanta, GA 3 [FIDeduct Raund Trij Bremen Villa.Rica
0 East Point
Directions B Forest Park
3 Camallton Riverdale

Jonésboro

TCTAL PERSOMAL TOTAL BUSIMESS

DaductCDmmmE :
43.0 MI 97.8 MI

hwp data EE012 Godgle s Temms of Use\ Reporta map emor

Add Mileage to Experse  [RIR=

The expense entry displays with information from Mileage Calculator completing the
Expense Entry.

0 The From Location and To Location are populated from the Mileage
Calculator

0 The Distance- Amount fields are populated from the Mileage Calculator

If you need to attach documentation such as the DOAS Car Cost Comparison click on
the Attach button and follow the prompts.

0 Attaching documents or receipts is the same for all Expense Types.

If you need to adjust the total mileage calculated, you may. However, be certain to enter
a reason for making the adjustment in the Comments field so your approver doesn’t
return your expense report for more information.

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

Yiew Reports  Mews Expense Report  Wiew Receiptstore  Wiew Cash Sdvances  Mew Cash Advance

MNov 3-16 Travel Delete Report Submit Report

[@ Mewe Expense ] Details - Receipts - Print/Email - | B show Exceptions ]
Expenses Expense Racaipt Stone
[} Date - Expense
. Wiew Reirnbursernent Rates
C 11132012 Foced Meals $21.00 Expenss Type Tranmction Dats _
Moutrie. Geora |Personal Car Milzage S |11,"13f2012 E|

afl 32012 Personal Car Mileage $0.00 $0.00 Purpose of the Trip

| Morrnal Trawel

E
100 Spring Drive, Roswell, G4 30075,

[

C2 The Tmnmction Date is Greater than 20 days ok, Pleass be more timely in your expenss Py
subrmizzions. e i
Missing required fiekd: From Location, To Location. Main Line Road, Rockmart, G4 3015 25
11/12/7012 peced Cis@ance : Arount Trip Type
C Foced Meaks $21.00 $21.00 P | £439 I-ctate Travel =
Vaklosta, Geoma . r-State Trawel
11/08/2012 ileage Comment
C i Personal Car Mi $137.09 $137.09
1L/08/2012  Hotel
o> ‘ () Comfort Inns, Sevannah, Georgia $220.00 $220.00
11,/08/2012
O ;:J:nnan Geomg $1.00 $1.00 iehicke IDY Mumber of Fassengers
Personal Car Tierl G o
11,/07/2012 ileage
C Personal Car Mi $131.54 $131.54 Distance to Date:
i
11,06/2012 ileage
C e Personal Car Mi $137.64 $137.64
11/06/2012 Tolk
C Savannah, Geongia $1.00 $L00 Mileage Calculator
11,/05/2012 i
C Personal Car Mileage $252.53 $252.53
= 11/04/2012  personal Car Mikeaoe P — e
TOTAL AMOUNT TOTAL REQUESI'ED A"—"h—--—-_-;"-. —
ttach Recei nCe|
$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.

o Repeat this process for each day you claim Personal Car Mileage

My Concur Request Expense Profile

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

Mow 3-16 Travel Delete Report Submit Report

@ Mews Expense | Details + | Receipts = Print/Email ~ B show Exceptions |
Expenses Delte Copy  Wiew v 4| Mew Expense Receipt Store |
| - -

Date Expense Amount Requested =
H Expense

ing New Expense <
To cregbe g new expense, click the anoropriobe cxpense bipe below or bene the cxpense ine in the

= 1171372012 Fixxed Meals $21.00 $21.00 5 field abave, To edit an existing expense, click the expense an the left side of the page.

houftrie, Secngia

11112012 Personal Car Mileage @ Recently Used Expense Types

$54.39 $54.39
Perzonal Car Milkage Cash Adwvance Return
11272012 Fixed Meaks
E ‘akosta. Geogl $21.00 $21.00 Miscelaneous Tolls
11/08/20132 leage Hotel
C Fersonal Car MF $137.09 $137.09
All Expense Types B
11082012 el
o> € O comfortInns, Ssvannah, Geogis $230.00 $230.00 Business Promotions
11/08/3012 Tolks Crther Promotional Bxpense
C Savannah, Gecrgla $1.00 $1.00
L]
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 Tolls Cellular Phone
C Savannah, Georg@ $1.00 $1.00
Internet Charges
11/05/2012 i .
E Personal Car Mileage $352.53 $I52.53 Local Phone
11/04/2012 Long Disance
Personal Car Mileage
C $124.32 $124,32 Company Car Expense
v
aa ooa s — Company Car Fuel
TOTAL AMOUNT TOTAL REQUESTED
Company Car Maintenance
$1,142.51 $1,142.51

£
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