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Welcome to TeamWorks Travel & Expense 
TeamWorks Travel & Expense (TTE) integrates travel expense reporting with a complete travel booking 
solution. This comprehensive Web-based service provides all of the tools traveling State of Georgia 
employees need to create and submit Requests, book travel as well as create and submit Expense 
Reports. Managers use the service to review and approve expense reports, Cash Advance Requests 
and Requests. Back-office employees use the service to produce audit reports, ensure Travel Policy 
compliance, and deliver business intelligence to help the State of Georgia manage its costs.  

 
Section 1: Log on to TeamWorks Travel & Expense  
How to…  Additional Information 
1. Log on to TeamWorks Travel & Expense with the 

username and password provided by your Local 
TeamWorks Travel & Expense Administrator. 
 

 Your password is case sensitive.  

If you are not sure how to log on, check with your 
Local TeamWorks Travel & Expense Administrator or 
contact the SAO Customer Service Center. 
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Section 2: Create a Request 
Depending on Agency policy, employees may be required to submit a Request to get pre-trip 
authorization before incurring travel expenses. Request allows you to create and submit pre-trip 
authorization requests as well as attach that information to Expense Reports - all online. If Request 
(Request) does not appear as a tab or section accessible from the My Concur page then the Agency 
has not elected to use this option.  Contact the Local Travel Administrator for additional questions. 

How to…  Additional Information 
1. Click on the Request tab on the menu bar.   The Request area opens. 
2. Select New Request.  A new Request Header opens.  

 
 
3. Complete the required fields on the Request 

Header. 

 

 

 

 
4. Use the Comment field to enter any 

information your approver will need to approve 
the Request.  

5. Click on the Segments tab. 

 • Request Name - Enter a name for the 
Request. 

• Trip Type – Select In-State, Out-Of-State or 
International from the drop down menu. 

• Start Date – Enter the start date for your trip 
• End Date – Enter the end date for your trip 
• Purpose – Enter the purpose for the trip 
 
The Comment field can hold quite a bit of 
information. 
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Section 2: Create a Request (Continued) 
 

How to…  Additional Information 

  The Segments Section opens. 

 
3. Click on the icon representing a Request type. 

 

 

 

A. Click on the Airfare icon.    

 Each icon represents a different request type for pre-
trip authorization: airfare, car rental, hotel, meals 
and miscellaneous. 
 
You can have multiple segment types and multiples 
of the same segment type. 
 
 

The Air Ticket segment opens. 

 
1) Enter the estimated cost of your airfare 

in the Amount field. 

2) The system defaults to Round Trip but 
you can change it to One Way by 
clicking on the radio button. 

3) Enter your departure location in the 
From field.    

4) Enter your destination in the To field. 
5) Enter your departure date in the 

Outbound Date field. 
6) Enter your return date in the Return 

Date field. 
7) Enter any comments regarding the 

airfare segment in the Comments field. 

  
 
 
 
 
 
 
 
 
 
 
 
Comments are not required but may provide 
information necessary to have the travel approved. 
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8) Click Save.  

Section 2: Create a Request (Continued) 
 

How to…  Additional Information 

 

B. Click on the Rental Car icon.    
1) Enter the estimated amount for a rental 

car in the Amount field. This is a 
required field. 

2) In Pick-up enter the Car pick-up location 
in City and the pick-up date in Date. 

3) In Drop-off enter the Car drop-off 
location in City and the drop-off date in 
Date. 

4) Scroll down and enter any necessary 
comments in the Comments field. 

5) Click Save. 

C. Click on the Hotel icon.  

  
The Rental Car segment opens. 
 
 
 
This and the following fields are optional. However, 
enter as much information as necessary to provide 
your approvers the information they need to approve 
the travel. 
 
 
 
 
 
 
The Hotel segment opens. 
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Section 2: Create a Request (Continued) 
 

How to… 
1) Enter the estimated amount for hotel 

charges in the Amount field. 
2) Enter the hotel location in City and 

expected check-in date in Date. 
3) Click Save. 

D. Click on the Meals icon.   

  

Additional Information 
This is a required field. 
 
Check In, Check Out and Comment are 
optional fields. Provide as much information as 
you feel your approver will need. 
 
The Meals segment opens. 

 
1) Enter the estimated amount for meals in 

the Amount field. 
2) Click Save. 

E. Click on the Misc icon.  

 

 

 

 

Amount is a required field. 
Comments are optional. 
 
 
The Misc segment opens. 
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1) Enter the estimated amount for any 

miscellaneous expenses in the Amount 
field. 

2) Scroll down to the Comments field and 
detail what the request is for. 

3) Click Save. 
4) Review your Request before submitting 

for approval. 
 

 
 

 

 

 

 

The Amount and Comments fields are required. 
 
 
 
 
 
 
 

Section 3: Submit a Request  
 
How to…  Additional Information 

 
 

 
1. Open the saved Request  
2. Click Submit Request 
 
3. Click Submit Request in Final Review.  

 The Final Review dialogue box opens. 
Once you submit your Request can only Recall a 
Request if your Approver has not started the 
Approval Process. 
 
NOTE: If you click Cancel, the Request is not 
deleted, it just isn’t sent for approval at this time. 
You can go back and send it later. 
 
 

 
 
 
4. Click Submit Request. 

  
The Approval Flow tab opens. If your assigned 
Approver is out on Leave or unavailable, select a 
different Approver by typing their last name in the 
Manager Approval field or using *and selecting from 
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the list that appears below the field. 
 

 
5. Click Submit Request again to send for 

Approval. 
 

  

 

 The Request has now been sent to your approver. 
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Section 4: Submit a Request to an Additional Approver 
You have the option of adding an additional Approver to your Request 
 
How to…  Additional Information 

1. Open the Request from the My Concur/Active 
Work or the Requests tab. 

2. Click on the Approval Flow tab. 

3. Select the  or  icon to control where the 
additional approver will be added. 

 

4. A User- Added Approver option will be added. 

 

 The Request opens to the Request Header. 

 

The Up arrow adds the approver before the step 
where the arrow appears. 

The down arrow will add the approver after the step 
where it appears. 

 

In our example we chose to add the additional 
approver after it is routed to the 1st approver. 

 

 

 
5. Begin typing the last name of the additional 

approver in the User-Adder Approver field. 
When you click in the new field a drop down arrow 
appears. Click it to select an option other than the last 
name to search by. 

 
 

 You can type an * in the new field to display a list of 
all the approvers in your Agency to select from. 

To search for all the names beginning with a specific 
letter hold the Ctrl key down and enter a letter. In our 
example it was H. You will see approvers in your 
agency only. 
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Section 4: Submit a Request to an Additional Approver 
(Continued) 

How to…  Additional Information 
 

6. Select the additional approver and click Submit 
Request. 

  

 

 
7. Click on Submit Request.   

   

 
 

 

 A brief confirmation of the transmission of your 
Request appears briefly then clears. 
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 Section 5: Correct and Resubmit a Returned Request 
All Requests whether sent, returned or approved will appear in the Active Work Section of My Concur under 
the Request tab. If an Approver or Back Office Processor has an issue with all or part of your Request, the entire 
Request will be returned to you for adjustment. The Request will be marked with an orange “returned” icon (see 
below).     
 

 
 
How to…  Additional Information 

4. Access an Expense Report from the Requests 
tab of the Active Work by clicking on the 
Request Name. 

5. Click on the Segments tab. 

 The Request opens to the Request Header. 
Instructions on what you need to correct will be 
visible in the comments section. 

Use the scroll bar to access the segment or 
segments you need to make corrections to. 

 

 
 

Click the Modify button for the segment you need 
to adjust. 
 
 

3. Click on the Save. 

 You modify each segment separately. To delete a 
segment, select the Delete button. 

You may also add segments by selecting the 
appropriate segment icon and completing the 
information. 

You must click Save for each segment you modify. 
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Section 5: Correct and Resubmit a Returned Request 

(continued) 
  
How to…  Additional Information 

 

 
4. Click the Submit Request button to resubmit 

the request for approval. 
  

 

 
5. Click the Submit Request button in the Final 

Review dialogue box. 
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Section 5: Correct and Resubmit a Returned Request 

(continued) 
  
How to…  Additional Information 
6. Click the Submit Request button in the 

Approval Flow dialogue box. 
  

 

 

 
  The Request will be resubmitted for approval with 

your changes. 
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Section 6: Recall a Submitted Request 
If you have submitted a Request for approval and it has not been processed you may be able to Recall it and 
make changes. 
 
All Requests whether sent, returned or approved will appear in the Active Work Section of My Concur under 
the Request tab.      
 

 
 
How to…  Additional Information 

1. Access a Request from the Requests tab of 
the Active Work section by clicking on the 
Request Name. 

2. Click on the Recall button. 

 

 The Request opens. 

You can only Recall a Request if it has not yet been 
approved. 
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3. The Request opens and a Confirmation 
dialogue box opens.  

4. Click Yes to confirm recalling the Request. 
 

 

 

 

   

Section 6: Recall a Submitted Request (continued) 
 
How to…  Additional Information 

 

 

5. Click on Submit Request. 

 You may correct any date in the Request Header. 
To, add or delete segments, click on Segments. 

 
6. Click Submit Request again in the Final Review 

dialogue box. 
  

 
7. Click on Submit Request in the Approval 

Flow dialogue box. 
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  The recalled Request has been resubmitted for 

approval. 

Section 7: Link Requests to an Expense Report  
Requests are not linked to an Expense Report during the approval process because you control the 
Expense Report name. One of the following actions must be taken to link an approved Request to the 
Expense Report containing the actual expenses for that Request. 

Create a New Expense Report from a Request 
 
How to…  Additional Information 
1. Click on the Request tab in the Active Work 

section on the My Concur page. 

 

 A list of all Requests appears – approved, returned, 
submitted but pending approval and created but not 
submitted.  

Approved Requests will display the icon in the 
Total Expense Report? column. 

 

 

2. Click on the  icon of the Request you 
want to create an Expense for. 

  
 

The Report Header for a new Expense Report 
opens. Some information from the Request 
Header will populate the Expense Report 
Header. 
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Section 7: Link Requests to an Expense Report  
Create a New Expense Report from a Request (continued) 
 
How to…  Additional Information 
3. Complete the required fields and edit any pre-

populated fields where necessary. 

 

 

4. Click Next 

5. Select Yes to enter any Meals Per Diem for this 
Expense Report. 

  
NOTE: The Request you had selected has been 
linked to the Expense Report you are creating. 

 

The Travel Allowances dialogue box opens. 

  

 
 
             The Itinerary Info box opens. 
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6. Enter the first leg of your trip in New Itinerary 

Stop. 
a. Enter the Depart from city, Date of 

departure, Time of departure, Arrive in 
city, arrival Date and arrival Time. 

b. Click Save 
7. Enter the last leg of your trip as the second 

Itinerary Stop. 
a. Your Depart from city will be populated 

from the Arrive in city in the previous step. 

b. Enter the Date of departure, Time of 
departure, Arrive in city (final destination – 
generally your home address), arrival Date 
and arrival Time. 

 NOTE: Travel Allowances are Meals Per Diem. This 
process creates an Itinerary for meals and is not the 
same as a Travel Itinerary. This information is used 
to calculate any Meals Per Diem reimbursements 
you are eligible for. 
 

 

Section 7: Link Requests to an Expense Report  
Create a New Expense Report from a Request (continued) 
 
How to…  Additional Information 
8. Click Save. 
9. Click Next. 

 The updated Itinerary Info screen appears. 
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10. Click Next.  The Assigned Itinerary screen opens.   

 

 

 
11. Click Next.   

 

 

 

Section 7: Link Requests to an Expense Report  
Create a New Expense Report from a Request (continued) 
 
How to…  Additional Information 

The Travel Allowances Expenses & Adjustments 
screen opens.   
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12. Click on the box in the appropriate meal column 
for any meals that were provided and you did 
not have to pay for on this trip. 

 
 
13. Click Create Expenses. 

 The system will adjust the daily allowance for that 
meal. The total you will be reimbursed for each day 
appears in the Allowance column. High cost, low 
cost, and GSA rates are built into the system.  

 

 
 
 
 
Section 7: Link Requests to an Expense Report  
Create a New Expense Report from a Request (continued) 
 
How to…  Additional Information 
14. The Expense Report is created and opens.  Any eligible Travel Allowances (Meals Per Diem) 

are entered on the Expense report and the Request 
is attached to the Report Header of the Expense 
Report. 

You may add additional items to the Expense Report 
as needed at this time or later. 

 

Link a Request to an Existing Expense Report 
 
How to…  Additional Information 
1. Select the Expense Report you want to link a 

Request to from the Expense Report tab in 
the Active Work or Expense Report section 
of the My Concur Page. 

 Click on the Expense Report to open it. 
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2. Click on the Details tab.  The Details tab options will appear. 

 
 
 
 
 

Section 7: Link Requests to an Expense Report  
Link Request to an Existing Expense Report (continued) 
 
How to…  Additional Information 
3. Select Report Header from the list that 

appears. 
4.   

 
 

 5.  The Report Header opens. 
4. Click on Add in the Requests section of the 

Report Header. 
 A list of available Requests appears. 

 



23 | P a g e                T e a m W o r k s  T r a v e l  &  E x p e n s e         Version Date:  11/12/13 
                                  State of Georgia                  
 
 

 
5. Select the appropriate Request by clicking on 

the check box next to the Request name. 
  

 

 
Section 7: Link Requests to an Expense Report  
Link Request to an Existing Expense Report (continued) 
 
How to…  Additional Information 
6. Click on Add. 
 

 The Request now appears in the Request section of 
the Report Header. 



24 | P a g e                T e a m W o r k s  T r a v e l  &  E x p e n s e         Version Date:  11/12/13 
                                  State of Georgia                  
 
 

 
7. Click on Save. 

 
 The Request is now attached to the Expense Report. 

You may continue to add expenses and any 
additional expense information you need to this 
expense report. 

Keep in mind that each expense report can only 
contain one travel type: In-state Travel, Out of State 
Travel or International Travel. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Section 8: Detach Requests Linked to an Expense Report  
The following process is used if you attach a Request to the wrong Expense Report and need to 
remove it. 
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How to…  Additional Information 
1. Access the Expense Report you wish to remove 

a Request from. 
  You can access the Expense Report from the Active 

Work section of the My Concur page by clicking on 
it to open it. 

 

 
 
2. Click on the Details Tab and select Report 

Header from the Report section of the drop 
down menu. 

  

 
The Report Header opens. 
3. Click the check box next to the Request(s) you 

wish to detach from the Expense Report. 
 
4. Click Remove. 

   

You may attach multiple Requests to an Expense 
Report and you may detatch one or multiple 
Requests from an Expense Report. 

 
 

Section 8: Detach Requests Linked to an Expense Report 
(continued) 
 
How to…  Additional Information 

5. Click Yes in the confirmation box that appears. 
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 j   The Expense Report Header opens and the 
Requests selected for removal from the Expense 
Report no longer appear in the Requests section. 
NOTE: Detaching a Request from an Expense 
Report does NOT delete the Request from the 
system. 

 

 
 
6. Click Save. 
 
 
 
 
7. The Expense Report opens.  

  NOTE: The selected Request is no longer attached 
to the Expense Report. Detaching a Request from 
an Expense Report does NOT delete the Request 
from the system. 
 
You can add expense items, edit the expense report 
or exit the system. 

 

 
 

Section 9: Delete a Request  
Only unapproved Requests  can be deleted..  
  
How to…  Additional Information 
1. Select an un-submitted Request from the  The Request opens. 
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Request tab on the Active Work section of the 
My Concur page. 

 

   

 
2. Click on the Request. 
 

 The Request opens. 

 

 
 

3. Click on Delete Request 
 

  

Section 9: Delete a Request (continued) 
 
How to…  Additional Information 
4. Click on Yes in the Confirmation dialogue box 

that opens. 
 The un-submitted Request is deleted from the 

system. 
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Appendix A: Buttons and Icons 
Button/Icon Description 

 Add New Allocation: Add a new allocation row. 

 Airfare: Click to view your airfare booking information. 

 Allocate By: Choose between allocating by percentage or amount. 
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Button/Icon Description 

 Allocations: Indicates that an expense entry has been allocated. 

 Attendees: Indicates that an expense entry has associated attendees. 

  Approve: Approve the expense report for processing. 

 Approve & Forward: Add additional review steps for an expense report. 

 Car Rental: Click to view booking information for your car rental. 

 
Credit Card Transaction: Indicates that an expense entry was from a credit 
card transaction. 

 Comments: Indicates that an expense entry has comments associated with it. 

 
Create Expense Report: Creates an expense report from a completed Trip 
Itinerary or a Request. 

 
Delete Report: Deletes the current expense report. *Only originator can 
delete. 

 
Details: Provides options to view details of the expense report such as the 
report header, allocations, and audit trail. 

 Dining: Click to add a Request for Meals on a Request. 

  
Exceptions: Indicates that an expense entry has an exception associated with 
it. Red exceptions create a hard stop. Yellow errors allow you to continue. 

 
Import: Provides access to import trip details or credit card charges to the 
current expense report. 

 
Match: This is used to combine Smart Expense entries when Corporate Card 
Charges and Trip data are not automatically matched by the system. 

 
Itemize: Save the current expense entry and begin the itemization process. 
For example, hotel expenses have to be itemized. 

 Lodging: Click to view your lodging (hotel) booking information. 

 Misc:  Click to add a Request for Miscellaneous Expenses on a Request. 

 Mobile Expense: Indicates that the expense was entered in Concur Mobile. 

 
Multiply: Reverses the exchange rate when working with foreign out of 
pocket transactions. 

 New Attendee: Add a never before used attendee to an expense report. 

 New Expense: Add a new expense entry to an Expense Report. 

 New Expense Report: Create a new expense report. 

 
Next: After creating the expense report header go to the next step in the 
process. 

 Personal: Indicates that an expense entry was marked as personal. 

 Print: Print the fax cover page or detail report for the current expense report. 

 
Recall: Allows you to recall a submitted expense report or Request if your 
Approver has not already approved it. 

 
Receipts: Access to attach receipt images or view previously attached 
receipts. 

 
Reserve: Reserves the selected trip details. A green reserve indicates the 
reservation is within Policy, Yellow indicates out of policy 

 

Resubmitted: This icon indicates the Expense Report or Request was 
returned. This icon appears when an approver returns an Expense Report or 
Request to a user. It also appears in the Approval Queue of the approver when 
a user corrects and resubmits a report.  

 Seat map: Click to view the flight seat map. 
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Button/Icon Description 
 

 
Send Back to Employee: Allows the approver to send the expense report 
back for corrections. 

 Submit Report, Submit Request: Submit the report for approval.  

 Tooltip: Click the tooltip icon to view the associated field-related help. 

   
Show / Hide Itemization: Click this icon to view or hide itemization 
specifics. 

 Yellow Diamond: Indicates a company preferred vendor. 
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