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

e Use the My Concur tab and the Active Work section or the Expense tab and View
Reports.
e Click on an existing Expense Report to open it.

Active Work

Mews Expense Report Wiew Reports

Expense Reports (1] | Cach Advances (0]

Report Mame Status Payment Status Report Date Requested Amount
Training April 2012 Mot Subrm itted Mot Paid O6/05/2013 $000
Training Test

¢ The Expense Report Opens
Click on the Import tab

My Concur Travel Expense Reporting Administration Profile

“iews Charges  Wiew Reports  Mew Expense Report  iew Receipt Store  Wiews Cash &dvances  Mew Cash Advance
‘ Trainin g Apri 2013 Delete Report Submit Report

| (%) Mews Expense Import Details - Receipts = Print/Email =

Expenses Dekete | Copy || View = | |% MNew Expense Receipt Store

| Date - Expense Amount Requested &

Expense
i Adding New Expense

To creghe g ew expense, cdidk the goorapriabe expense hine Belaw or bne the expense type in the ficld

e The Smart Expense window opens
Click on the check box next to the expenses you wish to add to this expense report
o0 In our example we are selecting two of the four Smart Expenses

My Concur Travel Expense Reporting Administration Profile

“Wiew Charges  Wiew Reports  Mew Expense Report Wiew Receiph Store  Wiews Cash Advances  Mew Cash Advance

'®NewExpense Import || Details = Receipts || Print /Email =

Expenses Deki=  Copy | Wew -« Smart Expenses =
___________________ Date - Ecpance S AllCads | Import - Match | Unmatch | Delete
Adding New Expense

Expense Detail Expense Date Amount

= Corporate Card Charges

LS Alaska AirlinesInc.. Airfare O4/18/2013 447180
CA S Travel Inc. Duluth  For Trawvel Agent 41672013 fcTie]
e Travel, Inc. Duluth For Trawel Agent M6/ 2013 Pz
@ US Ainvays Airfare 162013 450

e Click on the Import tab in the Smart Expenses box
o If you clicked on the drop down arrow in the Import Tab here you will see two options
= To New Report
= To Current Report
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= Select To Current Report

o If you clicked on the Import Tab without touching the drop down arrow the system will
automatically select To Current Report

My Concur Travel Expense Reporting Administration Profile

“Wiew Charges  Yiew Reports  Mew Expense Report  “Wiew Receipt Store  Wiew Cash Adwvances  Mew Cash Advance

Training April 2013 Delete Report Submit Report

@ MewExpense || Import | Details - | Recelpts -  Prnt/Emal -

Expenses Dekt=  Copy | wiew - | Smart Bxp 4.
| pate - f— Amount Roquested | [aicacs | || Import <] Motch | Ufmatch | Delete
WD G0 [ Ex To Current Report Date Amount
= Corporate Cajd Charc To Mew Report
LA S Alaska AirlinesInc... Aifare 04/18/2013 710
[Capy ] Travel Inc. Duluth  For Tmwel Agent 416201 jo0z
(=] Travel, Inc. Duluth For Tawel Agent 162013 fae
[=] US Airways Airfare C4/16/201% 41450

e Click OK on the Smart Expenses dialogue box that pops up

Smart Expenses * |

The selected items have been successfully imported
as expenses.

I rever Shiw this prompt again

o The selected Smart Expenses are now assigned to this Expense Report

e |f you see a Red Exception Flag 1 on any expense, you must resolve the issue or
the expense report cannot be submitted
¢ Click on the item with the red flag you wish to correct

My Concur  Travel | Expense | Reporting  Administration  Profile

wiew Charges View Reports  Mew Expense Report  ‘Wiew Receipt Store  Wiew Cash &dvances  Mew Cash Advance

Training Aprl 2013

@ Mew Expense || Import || Details | Receipts - || Print/Email [E] Hide Exceptions
Exceptions =
Expense Date Amount  Exception
i P ga71o0 B This sxpense has no matching trausl resenation. Plase imeort trips and appl the booking or use the expense report com ments t in why thers was no 2
resenation mads for this expense 2
Expenses Deelete Coprr Wimw - & Smart Expenses =
Date - Expense Amount Requested Al Cards ~] Import - Match | Unmatch || Delste
| Adding Mew Expense .
H L Expense Detail Expense Date Amount
04/18/2013  jirtare ~
‘., Y A s e 547100 || 3 Corporate Card g
Travel Inc. Duluth  For Trauel Agent 01672013 B0z
0471672013
é 4 ae $9.02 s9.02 e
L [S] US Airways Ajrfare DA16/2013 #1420
< 3
TOTAL AMOUNT TOTAL REQUESTED
5480.82 $480.82
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¢ The Expense data for that item will appear

My Concur Travel Expense Reporting Administration Profile

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

@ Mews Expense Import Details - Receipts = Print/ Email - E] Hide Exceptions
Exceptions =
Expense Date Amount Exception
A~
A DA/152013 47180 B This expense has no matching tawel reseration. Pleass import tripsand apply the booking or use the egeense rmport comments 1o expEin why thers was no
reservation rade for this expense. .
Expenses Delete Copy View v | % Expense
~
Date - Expense Amount Requested B Trnmction Date
AR pirfare |AirFare ¥ Ddf1a/2013
HB(6 stk silinesInc. Seatie WA ISk SO CEAET
Purpose of Trip Ticket Murnber
This expense has no matching tawvel reseration. Plea ss import trips and apply the booking |Training Test 0277179905650
Cd or Use the expense report comments to explin why there was no resenation made for this
expense, ‘endar ‘andar Name
Airplus billed expenses shoul not be submitted without applying associated itinemry and > Alaska Airlines In
creditcard smart expense information.
Missing required field: City. Airline Tawel Serdize Code
04/16/2012 Select ane
For Travel Agent
Trwel Inc. Duluth. Minnesot .02 .02 Payment Type :
471,80 Ushe | ¥
[ persanal Expense [do not reimburss]  T1ip Type
|Out of State Travel 5
v
TOTAL AMOUNT TOTAL REQUESTED m Hemi Attach it Cancel
ize Recei nce
$480.82 $420.82

e Enter any missing required data.

o In our example the City was missing. City is a required data field in this example. For
this expense it is looking for the city where the flight originated. If it had been a hotel,
it would be the city where the hotel is located.

e |f you did not have a matching Travel Reservation you must enter an explanation why
the reservation was not made through TTE.

o This could be a ticket you purchased at the airport for an unscheduled trip and you
had no access to TTE. For a hotel this could be that the only way you could reserve
the room and get the special rate was booking directly through the hotel or
conference management company.

0 Whatever the reason, be specific in your explanation.

Attach any required receipts

Click on Save to update the Expense Entry.

How do | allocate expenses?

e Open the Expense Report with the items requiring allocation.
e Click on the Details tab.
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My Concur  Request | Expense | Reporting  Profile

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

Instate Travel 7-16 to 31 Sgl

@ New Expense | | Details

Receipts ~ || Print/Email -

Exceptions

Expense Date Amount Exception

Personal Car M... 07/26/2013 517346 The Transaction Date is Greater than 30 days old. Please be more timely in your expense submissions.
Personal Car M... 07/23/2013 §45.76 The Transaction Date is Greater than 30 days old. Please be more timely in your expense submissions.
Expenses Move -  Delete Copy view = | [« New Expense

(] Date ~ Expense Amount Requested

jew Expense

}‘

L _

o
b
Q
d
F

[E] Hide Exceptions

Receipt Stare

e Select Allocations
=
° ®
Georgia
My Concur  Request | Expense | Reporting Profile
View Reports  New Expense Report  View Receipt Store  Approve Reports  View Cash Advances  New Cash Advance
Instate Travel 7-16 to 31 Sgl
(® New Expense || Details ~| Receipts ~| Print/Email - [E] Hide Exceptions
Exceptions = Report -
Expense Di Report Header
Fersonal Car M... 0% Totals Greater than 30 days old. Please be more timely in your expense submissions. i
Personal Car M... 07 Audit Trail Greater than 30 days old. Please be more timely in your expense submissions. =2
Expenses ?::::::cw B Copy | View - ||« New Expense m[
0 Date - unt Requested
i Adding Mew Expense Cash Advances
I Available
O 07/26/2013 Acsigned i36.00 536.00
O Jrzer Allocations [73.45 517346
J Allocations L
O 07/23/201: 8.00 528.00
Travel Allowances
L 07/23/2013 . - | ‘
e Select individual expenses or click on the box next to date to select all expenses
: ol[x
Allocations for Report: Instate Travel 7-16 to 31 Sgl
Expense List Allocations
Allocate Selected Expenses | Clear Selections | Summary Allocate By: ~ Add MNew Allocation Favorites | Add to Favorites
Select Group - Percentage * Department [;>  * Program [y * Fund Source [y>  * Fund [;2 * Project [y> *
e + Expense Group Amount
07/22/2013 Fixed Meals $28.00
07/23/2013 Fixed Meals $28.00
07/26/2013 Fixed Meals $36.00
07/26/2013 Personal C... 5173.46
07/23/2013 Personal C... 545.77
e Click on Allocate Selected Expenses
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Allocations for Report: Instate Travel 7-16 to 31 Sgl

Expense List Allocations
Allocate Selected Expenses Clear Selections Summary Allocate By: -~ Add New Allocation Favorites ~|  Add to Favorites
Select Group = Percentage * Department Iy? * Program b7 * Fund Source Iy? * Fund Iy? * Project Iy

[] | pate ~ Expense Group Amount

[ o7/22/2013 Fixed Meals $28.00

07/23/2013 Fixed Meals $28.00

07/26/2013 Fixed Meals $36.00

07/26/2013 Personal C... 5173.46

07/23/2013 Personal C... $45.77

e The Allocations area opens

|
E ame | 100 STATE GOVERN... || (0850201] State... || (01000) STATE G... || (L0100} Operati... || (01) STATE BASE... | 301

e The default allocation type is Percentage. To allocate by amount click on the Allocate
By tab and select Amount.

Allocations for Report: Instate Travel 7-16 to 31 Sgl =X
Expense List Allocations Total:§283.23  Allocated:§283.23 (100%) ~Remaining:50.00 (0%)
Allocate Selected Expense || Allocate By: - Add New Allocation Delete Selected Allocations Favorites - || Add to Favorites
Select Group = [] Percentage * Department ;> * Program [y * Fund Source [y7  * Fund 37 * Project [y * Class Activity

e The line that appears represents the default department, program, etc. of the person
creating the Expense Report. This information comes from the HCM system. To add one
or more additional lines create allocations click on the Add New Allocation
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q [=]]F"3
Allocations for Report: Instate Travel 7-16 to 31 Sgl
Expense List Allocations Total:§283.23  Allocated:§283.23 (100%) Remaining:50.00 (0%)
Allocate Selected Expense || Allocate By: - Add New Allocation Delete Selected Allocations Favorites » | Add te Favorites
Select Group = [] Percentage * Department [;>  * Program [y * Fund Source [y>  * Fund ;7 * Project [2 * Class Activity
E A 7 100 STATE GOVERM... || [0850201) State... | (01000} STATE G... || (10100} Operati... || (01) STATE BASE... | 301
E
Fuu
E
P

e Each time you click on Add New Allocation a new line appears and the percentage
automatically adjusts.
e You may enter the desired percentage amount in the percentage field.

Allocations for Report: Instate Travel 7-16 to 31 Sgl
Expense List Allocations Total:$283.23  Allocated:5283.23 (100%) Remaining:$0.00 (0%)

Allocate By: = Add New Allocation Delete Selected Allocations Favorites = | Add to Favorites

[] Percentage * Department [y>  * Program [y7 * Fund Source [;7 * Fund 7 * Project [y * Class Activity
[

[] | 3333333334 STATE GOVERM... | (0850201} State... | (01000) 5TATE G... | (L0100} Operati... | (01} STATE BASE.. 301
[

[ | 3333333333 STATE GOVERM... | (0850201} State... | (01000) 5TATE G... | (L0100} Operati... | (01} STATE BASE.. 301

[
[[]]3333333333 STATE GOVERM... || (0850201 State... || (01000) STATE G... | (10100) Operati... | {01} STATE BASE... | 301

e To change any of the available fields, click on the field in the row you wish to make a
change.

e Select the appropriate choice from the dropdown

e You may also type the item, such as department, fund source, etc. directly in the field

Allocations for Report: Instate Travel 7-16 to 31 Sgl

Expense List Allocations Total:$283.23 377.64 (133. %) ining:5-94.41 (-33. %)

Allocate Selected Expense Allocate By: = Add New Allocation e Selected Allocations Favorites = Add to Favorites
Select Group - [] Percentage * Department ;7 * Pr 7 * Fund Source [y * Fund |37 * Project [z * Class Activity
o | E. Ame 1 e0 STATE GOVERN... | (0350 tate.. | (01000) STATE G... | (10100} Operati... || (01} STATE BASE.. | 301
0.. F.. 528. 40 STATE GOVERN... otio 0 || {01010) STATE_F... || (10100} Operati... || {01) STATE BASE... || 301
[
O Fu s28. [ |3333333333 STATE GOVERN... | Type to search by: ) Text @ Code STATE BASE... || 301
0.. Fu. %36, (Code) Text
Q.. P.. §17: {0740424) Macon Farmers' Market m
D= [ 545. [0740425] Savannah Farmers’ Market

(07404 26) Thomasville Farmers’ Market
{07404 27) Federation of Southern Coopera
{07404 28) Public Affairs/Consumer Servic
0740429) Market Bulletin

{0740430) Seed Technology & Development
(0740431} Seasonal Markets

(0740432] Marketing and

motion Prj
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If you need to delete an allocation row, click in the checkbox next to that row and select
Delete Selected Allocations

q [=]|E3
Allocations for Report: Instate Travel 7-16 to 31 Sgl
Expense List Allocations Total:5283.23  Allocated:5283.23 (1003:)  Remaining:50.00 (0%)
Allocate Selected Expense || Allocate By: ~ Add New Allocation Delete Selected Allocations Favorites - || Add to Favorites
Select Group - [ ] Percentage * Department [;> * Program [y * Fund Source [y> * Fund [y7 * Project [y7 * Class Activity
)
o el Ame [ |3333333334 STATE GOVERN... || (0B50201] State... | (01000) STATE G... | (L0100} Operati... | (01} STATE BASE... | 301
) ) )
0... F.. 528, [[] 3333333333 STATE GOWVERN... || [0740432) Mark... || (01010} STATE_F... | (10100} Operati... || (01} STATE BASE... || 301
0.. Fu. 528, 33.33333333 STATE GOVERN... || (0850201 State... | (01000) STATE G... | (L0000] General.. | (01) STATE B |¥| 301
[ .
0.. P..
Ui

Please Confirm

Delete the selected row(s)?

.

Click Yes in the pop up window

If this allocation is going to be used repeatedly on other expenses or expense reports,
click on Add to Favorites

Allocations for Report: Instate Travel 7-16 to 31 Sgl B
Expense List Allocations kxaied:s\zss.?j (1003%) Remaining:50.00 (03)
Allocate Selected Expense | Allocate By: ~ |} Add Mew Allocation | Delete Selected Allocations | Faverites - 'l Add to Favorites |
Select Group - [ | Percentage * Department [y>  * Program [ * Fund Source [y> * Fund [y * Project 7 * Class Activity
B ame 1O 60 STATE GOVERM... || (0850201) State... | (01000) STATE G... | (10100} Operati... || [01) STATE BASE... || 301
528, ] ‘ 40 STATE GOVERM... I 0740432} Mark... I (01010) STATE_F... | (10100} Operati... || {01} STATE BASE... || 301

Enter a unique name for this allocation and click Save.

Add to Favorites %

Enter Allocation ||
Favorite Mame:

Save Cancel
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e Click Save

Allocations for Report: Instate Travel 7-16 to 31 Sgl =)l
Expense List Allocations rotal:$283.23 ‘ 23 (200%) %)
Allocote Selected Expenses Clear Selections Summan, Allocate By: = || | Add Mew Allocation || Delete Selected Allocation: Favontes = | Add to Favorites |
Select Group = [[] Peentage = Department fy>  * Program [y * Fund Source o Fund [ * Project by .
Date ~ Expense Group Areaant ] | s0 STATE GOVERM... || 0950201] State... || O1L000] STATE G... || (10100 Operati... | 1] STATE BasE... | 3(
07/22/2013  Fixed Meals 528,00 ] 40 STATE GOVERN... || [0740432) Mark... | ©01010) STATE_Fui || (10100) Opérati... || 1] STATE DASE. | 3¢
[#] or/a3/2013 Fined Meals $28.00
“#| 07/35/2013  Fingd Meals £35.00
#| 07aB/2015  Pertonal C.. s175.46
¥#] 07/23/2013  Personal C... 545.77
] i
e Click OK in the dialogue box.
Allocations have been saved.
e Click Done
Allocations for Report: Instate Travel 7-16 to 31 Sgl =i
Expense List Allocations
a 5 Clasr Selactions || Summen'  Allocate By~ Addd Mew Alocation Favertes = || Addd to Favontes
1 Pereentage - Department 1,7 | Program b - Pund Saurce i Fund * Project 6y
[ Group Amount
[ 072277003 Fixed Meals s20.00
1 07232013 FiceaMeats 1 s28.00
[ 07:26/2003  Fived Mizals 1 s36.00
[0l o7/26/2013  Personmc. 1 517140
[l 07282013 Personmic. 1 24537
Bone

10|Page TeamWorks Travel & Expense Version Date: 05/07/14
State of Georgia



TTE FAQ Spotlight
May 2014

e Any items that have been allocated will display a pie shaped icon in the Expense Report.
Hover over the icon with the mouse to view the allocations for that item.

Expenses Move =  Delete Copy View = | %

|:| Date « Expense Amount Requested

Adding New Expense

07/26/2013 Fixed Meals

Aoy 536.00 £36.00
‘ Augusta, Georgia
07/26/2013 i
Personal Car Mileage $173.46 $173.46

How do | add an additional approver to my workflow?

e After you click Submit Report and Accept & Submit a screen similar to the
following will appear showing your default Authorized Approver.

v" Note: Your Approval form may appear different depending on the
configuration for your Agency.

Approval Flow for Report: ttt 8/17

Autharized Approval:

Thornton, John A, X

.
State Head Approval ‘

s step may be skipped,

Back Office Approval: ‘
C * :

Submit Report Cancel

¢ Note the blue arrows available for each level of approval.

o Clicking an up arrow will insert an additional approver before that normal level

of approval.
o0 Clicking a down arrow will insert an additional approver after that normal level
of approval.
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o Examples:
= #1 Click on the blue up arrow in #1 to add an approver before #1.

= #2 Click on the blue up arrow in #2 to add an approver after #1 but before
#2.

« In our example we have clicked on the up arrow in #2

= #3 Click on the blue up arrow in #3 to add an approver after #2 but before
#3.

= #4 Click on the down arrow in #3 to add an approver after #3.

e Once you select an arrow a new section called User-Added Approver appears.

Approval Flow for Report: NW GA Review 8-1

Authorized Approval

Thornton, John A, 2| [

User-Added Approver:

*|x
State Head Approval
X ix
r may be skipped))
Back Office Approval:
ISR v
£ *
Submit Report Cancel

o If you know the approver's name: Type in the last name of the approver you
want to send the report to.

= Select that approver from the list that appears and click Submit Report.

o If you don’t know the approver’'s name: Type in an *. A list of ALL the
approvers in your agency will appear.

= Select the correct person from the list and click Submit Report.
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Approval Flow for Report: NW GA Review 8-1 x

|

Authorized Approval:

Thornton, John A, = 3

User-Added Approver:

|:-c| -+ »

‘Haidet, Chlos A. {noemail@georgia.govi

Clarke, David R. [Clarkedri@audits.ga.gow)
Blaha, Edvwrard F. {blahaef@audits.ga.gowv}
Bolton, Janet L. {[noemail@georgia.govi

[
X

Thornton, John &, fthornton@audits.ga.govi
Whitesides, Michael L. fwhitesidi@audits.ga.govi
Boyd, Roger W, (SAC0_COMCUR@&sao.ga.govi
Hinton, Russell W, (SAQ_COMIUR&Esao.ga.govi

£

B

Submit Report Cancel

4. How do | account for a Cash Advance | received in my Expense Report?

e Open the expense report with the applicable expenses and click on the Details tab
e Click on Available under Cash Advances to display a list of available Cash Advances
(Travel Advances)

Test /1431

New Expense Receipts - Print [ Email - Hide Exceptions
P ! B
Exceptions Report e
Expense D: Report Header
N/ Totals 1 be submitted within 45 days after the trip is complete. Please be more timely in completing your expense reports.
Fixed Meals 01 Audit Trail Greater than 30 days old. Please be more timely in your expense submissions.
Approval Flow
Expenses View = | % New Expense | Receipt Store |
1 Comments = -
O Date + Juested
Cash Advances i Expense 2
Available TUE19500 To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit an existing expense, click the
: expense on the laft side of the page.
Assigned
01/17/2014 Recently Used Expense Types
> @ ( Allocations $500.00 L
01/17/2014 Allocations Hotel Personal Car Mileage
o S2L.75 Cash Advance Return Rental Cars Only
Travel Allowances
Int: t Chi
0 01/16/2014 New Itinerary 2000 nterne arges
Available Itineraries All Expense Types
0o 01/15/2014 20,00
Expenses & Adjustments -
P d Business Promotions wOther
o 01/14/2014 Reimbursable Allowances Summary 000 Other Promational Expense Laundry
Savannah, Georgia Feans )
Trade Shows Miscellaneous
01/13/2014 Fixed Meals
O Savannah, Georgia §27.00 §37.00 Cash Advance Natary Costs
Cash Advance Return Office Supplies
OUTSTANDING ADVANCE TOTAL AMOUNT TOTAL REQUESTED
$0 00 0 $803 75 $BD3 75 Communications Qther Operating Expenses-Passport & Visa
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e Click on the checkbox next to the Cash Advance you wish to attach to the Expense
Report
e Click on Assign Cash Advance to Report

Cash Adwvances
D Cash Adwvance M... Date Issued Foreign Amount Exchange Rate Amount Balance
I:l Savannah 115 to... 02/19/2014 £500.00 1 £500.00 £500.00
Assign Cash Adwvance to Report Cancel

0 The Cash Advance is attached to the header, but nothing will appear in the body
of the Expenses Report
e Once you have attached a Cash Advance to the expense report, an expense type Cash
Advance Return appears under Cash Advances. Select it.

Adding New Expense

Test 1/14-31 Submit Report

@ Mew Expense || Detsils = | Receipts = | Print/Email = [1] Hide Exceptions
Exceptions

Expense Date Amount Exception

N7A Expense reports should be submitted within 45 days after the trip is complete, Please be more timely in completing your expense reports.

SRR (S il SEL The Transaction Date is Greater than 30 days old. Please be mare timely in your expense submissians.
Expenses Move ~  Delete Copy || View ~ |4 New Expense Receipt Store
(| Date ~ Expense Amount Requested

Expense ,'

RO CATs Oy ’ te @ new expense, click the appropriate expense type below or type the expense type in the fieid above. To edit an existing expense, click the
O O( Hertz, Atlanta, Geol $125.00 $125.00 < on the left side of the page.
01717/2014 Hotel o Recently Used Expense Types
0> @€ O ocean Hote), savan S0 3000
0171772014 Hotel Personal Car Mileage
Fixed Meals
0 Savannah, Georgia $21.75 $20L.75 Cash Advance Return Rental Cars Only
0171672014 Fixed Meals Internet Charges
0 Savannah, Georgia $20.00 $20.00
All Expense Types
o 01/15/2014 Fixed Meals 420.00 420.00
savannah, Georgia Business Promotions ..Other
01/14/2014 Fixed Meals pense Laundry
D Savannah, Georgia $20.00 520.40
Trade Show: Miscellaneous
01/13/2014
[} ggflz‘qu:a‘éww $27.00 $27.8 Matary Costs
Cash Advance Return Office Supplies
QUTSTANDING ADVANCE TOTAL AMOUNT TOTAL REQUESTED
s i . g )
$0_00 o $803.75 $803.75 ommunications Other Operating Expenses-Passport & Visa
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e The Cash Advance Return expense type opens:

Mew Expense Receipt Store

Expense Type Date Description

Cash Advance Return = Mormal Travel

1

Cash Advances Assigned to Report
Cash Advance ... Foreign Amount Exchange Rate  Amount Balance Amount Used in Report
Savannah 1/15t.. 550000 1 5500.00 50.00 §500.00

m Aftach Receipt Cancel

¢ Review the information in the Cash Advances Assigned to Report section

o If an amount appears in the Balance column, this needs to be returned to your
Agency per the OPB Travel Advances Policy.

e Enter the amount of the balance due in the Amount field. If there is no balance due,
enter 0.00 in the Amount field.

o Enter the date you returned any funds due to your Agency or the Expense Report date if
there is no balance due in the Date field.

e Attach a copy of any receipt of the returned funds attach it to the item by clicking on
Attach Receipt. This is the same as attaching a receipt to any item.

e Click Save

e The Cash Advance Return now shows on the Expense Report.

0 The Total Amount displayed is the amount of the Cash Advance return plus the
expenses reported and the Total Requested is the total of the Expenses reported on
this Expense Report.

+ In our example, there was no cash due back to the Agency so the Total
Amount and Total Requested are the same. If money had been due back to
the Agency they would not match.
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Test 1/14-31

(%) Mew Expense Details = | Receipts =| Print/Email -

Exceptions

Expense Date Amount Exception

NiA Expense reports should be submitt
Fixed Meals 01/13/2014 $27.00 The Transaction Date is Greater tha
EJ(PEI‘ISES Mawe = Delete Copy View | %
] Date ~ Expense Amount Requested

Adding New Experse

01/31/2014
\g\Cash Adwvance Retu £0.00 50,

D 01/29/2014 Personal Car Milea

$70.00 570.00

01/17/2014 Rental Cars Onl
y
O Q‘ Hertz, Atlanta, Geol $125.00 $125.00

O > Dyg;?a,o g'i:':'n P p— $500.00 5500.00
O W g:;cr"nrﬂﬁléeargia $2L.75 2175
O e :i;tr"ur:“:;?l(s}eargia $20.00 $20.00
O DL/t pred Meals $20.00 $20.00

QUTSTANDING ADVANCE TOTAL AMOUNT TOTAL REQUESTED

$0.00 O $803.75 $803.75

e When you are ready to submit the Expense Report, click on Submit Report,

5. What if my new supervisor doesn’t show up in my approval flow?

Until your agency makes the change in Payroll, the system will reflect the old supervisor. In
the interim, you may change the supervisor in the submitting process by selecting your
supervisor from the drop down list in the Approver field.

6. What’s New in TTE?

Rental Cars Only Expense
Three new required fields have been added to the Rental Cars Only expense type and
the default payment type is now Company Paid:

e Number of days the vehicle was rented — enter the number of days
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¢ Avg. Daily Rate — divide the Amount by the number of days the vehicle was renter

and enter in Avg. Daily Rate

e Car Class — select the car class you rented from the drop down

e Payment Type defaults to company paid

Mew Expense

Receipt Stare

Personal Expense (do not reimburse)

Expense Type Transaction Date Mumber of days the vehicle was rented
Rental Cars Only ¥ Insf14f1c| 14 a I 2
Purpose of Vendor City
Mormal Trav Hertz e Atlanta, Georgia
Payment Type Amount
Company Paid Rd |45. 56 usp | v
Avg. Daily Rate Trip Type Reservation Mumber
22,78 Cutof 5 ravel R4
Comment Car Class
]
Box Truck
Compact
Full-size

Intermediate
Midsize UV
Mini Van

Passenger Van

Approver Enhancement

m Attach Receipt Cancel

Two new navigational buttons — Next Report and Previous Report — appear at the bottom of
the approver's view of the expense report page. These buttons appear for all previously
approved reports, when the approver is reviewing historical data. They do not appear for
reports pending review, where the approver needs to take action to approve or return the

report.
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