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What’s New in TTE — Sept. through Dec. 2012

Section 1:

Overview

The following features are available on the TTE system as now

Receipt Images: Allow More Than One Image for Expense Entry
More than one image can now be associated at the expense entry level of the
expense report.

Login: View Login History
You can now view the history of your logins to TTE.

Expense: Personal Mileage — Mileage Calculator
You can now view the history of your logins to TTE!

Expense: Select and Change Multiple Custom Fields in a Single Action
Custom fields shared across forms as a common Custom field can now be
selected and changed to a different value in a single action.

Expense: Most Recently Used List for Expense Types
A Most Recently User (MRU) function lets you choose your expense type from
a list of those you have used in the recent past.

Expense: New Summary View Shows Subtotal for all Allocations in a
Report

A new Summary button lets a user open a window that displays a summary of
subtotals for all allocation records across all expenses (including the system
allocation records) in the expense report.

Delegate Notify Employee Enhancements

The Notify Employee function used by delegates to "preview" a report and
notify the employee the report is ready now includes new functionality for this
release.
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Section 2: TTE Expense System

Log In: View individual login history

How It Works

The login status line now includes the date you last logged in and access to login

history.

e Click on the History hyperlink

Business Purpose

This enhancement provides historical
login data for users.

—

Welcome, Donna Fitzgerald  [You are administering for Yourself |

My Concur | Request Travel Expense Reporting Administration  Profile

e The Login History displays

Login History

Login Tame IF Acdress
12062012 1040 Akl 167192592
12052012 1227 Phd 167192592
111202012 S46 Ak 16571525592
110852012 2:15 Ak 1671928522
10232012 1200 PhA 1671928522
107172012 1246 PR 167192802
1071772012 201 AR 167192802
105162012 222 PR 167192802
10162012 252 Ak 167 192892
1002012 11:10 S 167 192832
DerZ21,2012 256 Pha 167 192832
2212012 12:24 Pha 167 192832
21,012 12227 Phd la7.19=532
Oey21,2012 1225 Phd 167192592
Ooy21,2012 1224 Phd 167192592

*

Click on the X in the upper right hand corner of the box to exit History.

Expense: Attach More Than One Image to an Expense Entry

Last logaed in: 12/05/2012 12:27 P

Histary

Mehwork Location”
Dougb vilke, GA, US
Dougb zrille, SaA, S
Doug b srille, SA, S
Douagb srille, SA, S
Douagb srille, SA, S
Dougb zrille, GA, US
Dougb zrille, Ga, US
Dougb zrille, GA, US
Doug bl =rilke, 58, LS
Doug bl =rilke, 58, LS
Doug bl =rilke, 58, LS
Doughbh zrille, SA, S
Doughl zrille, SA, S
Dougb vilke, GA, US
Dougb zrille, SaA, S

- Repored Metwork Location maw ke different from the uzer actual ocation

=]

Overview

The restriction allowing one receipt

image for each expense entry is now This enhancement improves usability

Business Purpose

removed, and the employee can now for users.

append as many receipt images as
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required to substantiate their expenses at the expense entry level.

How It Works

Appending an additional image works exactly the same as attaching the initial (first)
image, except that the system will ask if you want to append an additional image
along with the existing image(s). Note that you must add each receipt image

separately.

Example

The employee creates the expense report and, with the entry open, attaches the
initial image using the Attach Receipt button:

DUSITIES S FUTEIOSE

July 28th warehouse fire,

CITLET W ETTUUT NaTiie

Hardy's Clean Can

City Payment Type
Fremont, California Company Paid w
Amaount Comment
| 723.64 uso | ¥ July 2ath warehouse fire,
|:| Personal Expense [do not
E Itemize Allocate Attach Receipt Cance

Attach receipt image file

When the user elects to add a second image, the Attach Receipt button is again
used; however, the following message appears, allowing the user to decide if they
wish to add an additional receipt image (Yes), or cancel the action (No):

Please Confirm %

€@

There is already an image associated with this expense. Choose Yes to append
this new image or Mo to cancel

-

Once the image is appended to the existing (prior) image(s), all images are merged
together and cannot be separated.

If the user wants to replace the image attached to the expense with a different one,
the process has not changed. The user must first detach the existing image from the
entry and then attach the new image.
To delete an image, the user uses the following existing options:

e Click the Receipt Image tab, then click Detach From Entry

e Hover over the receipt image icon, then click Detach From Entry
After detaching the image, it is moved to Receipt Store for use later, or deletion if

you prefer. Note that, if multiple images were added to an expense entry, all are
detached, and are retained in Receipt Store.
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Expense: Personal Mileage — Mileage Calculator

Business Purpose

This enhancement provides historical
login data for users.

How It Works

New options went into effect to make tracking your Personal Mileage easier:
¢ Avoid Tolls and or Highways — simply click the box and the system wiill

modify how it chooses your route

tileage Calculator

I:I Auroid Tolls I:I f\!\:l'lj Highways

Waypoints

Bristarres— Personal

® ]

e Change Map Style — click on the Map drop down arrow and select Map or

Satellite view
Mileage Calculator
E Natoons 5) P
[ mid Tolls [ awcid Highways ol © Milt
P Big Creq
Waypoints Distances Personal < 3 Woodstack . Map
@ 100 Spring Dr, Raswell, GA 30075, USA T ool (575 ] Alpharetta
2L 7ML 'o a0z}
00 Dl N oty 'th[ m Johns Creek

Mileage Calculator

[ awoid Tolts [] &woid Highways

Waypoints Distances Personal *

@ 100 Spring Dr, Roswell, GA 30075, USA,
207M[

e Suggested Routes— click on the route to view it! Notice you can see the
time and mileage differences before you click. This should help you
choose the route that most closely represents the actual route you took.
These are toggles so if you change your mind, click on the other one and

it will toggle to it!
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hileage Calculator ol x|

P NGtoona 5
P R T T
Lo B Big Cree

. Waypoints Distances Personal (¢ 3 Woodstack

S\ oL D
@ 100 Spring Dr, Roswell, G4 30075, USA Aewo 575 )
20700 | = Q

Alpharetta

Suwanee

0 200 Piedmont &werue SE, Atlanta, GA 3 |§Lnnesaw Johns Creek
|
- Duluth
@ = [+]
Cakubte Route  Make Round Trip Marietta 55 8
MNorcross

Fair Daks == Sprin
hews g '
Chambles Lilbum

Directions
Smyma
Suggested moutes: _Pm\lide:_‘—J Vinings .-{:32:?8 5
GA-400 5 and -85 5 217 mi - about 23 mins Tucker Mopun::m
I-855 296 mi - about 32 mins e -

Mablaton Stane

e Directions— Specific directions from waypoint to waypoint. Click on any
line of the directions to view a specific map of the directions!

hAileage Calculator

a = =
] fvwoia Tos [ avmi Highways b2 e £ Loesu H
Waypoints Distances Personal ™ -'< > Lotiamy Ln ﬁ e g Growy
~ i i -
00 Spring D, Roswell, GA 30075, LSA \"‘—-‘/ Take the 1stright onto GA-120 E
o Ondoo DT
217 P [ 2
@ 200 Piedmont Avenue SE, Atlanta, GA 3 ﬂ] 2

Ml 5%

Cakubte Route  Make Round Trip At ginek By

D Deduct Commute

Willes g
Directions (Gz0) \ & King sp
=
L3 FHPG e & £
Suggested routes: ! = ; Revival st
GA-400 S andI-85 5 217 mi - about 22 mins L A
I-85 S 796 mi - about 32 mins 2 s
= £ Twerlang |
&
. F ] & ]
00 Spring Dr. Roswell GA 30075, USA i = o
1l —1 2 3 B
. A o I......l\n.,,;ec
21.7 mi- about 29 mins %’u'\* Hllllcrast Do >
1. Head morth on Spring Dr toward GA-120 E 02 ft o S S&y &
2. Take the 1st right onto GA-120 E 03 mi = £ &5 > *&
53 |3 = 3 | ; x
TOTAL PERSTMAL | TOTAL EUSIMESS ¥ H ﬁ = =
= <
fua

21.7 ML C Wr]"&t‘?n e p data E2012 Google - Terms of Use Reporta map smor

Add Mileage to Expense T cancel | |

e Enter a waypoint without a specific address — just enter the city and state

0.0 MI |

rileage Calculator

. —
[ it Tt (] it gy

-~ [5e
WWaypoints Distances Personal < ) Gainasville
“w o
@ | 100 Spring Dr, Roswall, GA 30075, USA U Loac)
} 217 ] Woods iy go
@) 200 Piedrmont Avenue SE, Atlanta, G4 3 Kennesaw= B e Athens
andy. oLawrencevile o
849 I [ Mariett prings
| @ Macon, Ga, UsA | Mabletone
‘Douglasvilles Ccanee
L 2 £ National Forest D
© = East .
; o =
Calkubte Route  hake Round T o2 )
aku u 2 wund Trip (a2) i
Newnanc
Directions Peachtree Eatanton
City
? 100 Spring Dr, Roswell GA 30075, USA
Arange Milledgeville
21.7 mi- about 29 mins {:y
1. Head north on Spring Dr toward GA-120 E =0z f y P
Z. Take the lst right onto GA- 130 E 0.3 mi
3 Take the Znd right onto GA-9 S5 Atlanta St 28 mi v =lika P vggtbrr:;
i e M .
L | % Dublin
[] Deduct Commuta TOTAL FERSONAL | TOTAL BUSINESS Columbus Perry
; 4
0.0 MI . 106.6 MI | L. 44-1- #_Fort Benning Nap data @201Z Google - Terms of Use Reporta map smor
=]
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e Drag routes on maps to make changes — Click on the route at any point
and drag it to where you need it to go. In this example | dragged the
route to Thomaston which you can see is not in the waypoint list and it
adjusted the mileage.

Expense: Expense Types Most Frequently Used

Overview
Business Purpose
Users creating an expense report can

now choose from a list of their most This enhancement speeds the report
recently used expense types. This creation process by displaying a list of
feature lets the user quickly select an most used expense types.

expense they've used in the recent
past, or are using repetitively, speeding the overall report creation process.

How It Works

On first use no expense types are listed, as none have yet been chosen. However,
once the first expense type is selected for a report, that selection becomes the first
expense type listed in the area directly above All Expense Types, as shown in the
figure below:

ewr Expense Feceipt Stors

E><p-ense|

To areake @ hew expense, Jick Bhe appropriote expense byne Belaw or hpe e cxpense o in the feld
abape, Tooedih an eulshing expenge, dick Hhe expenge on the Teft side of the noge.

@ Recently Used Expense Types

Cellulr Phone Fental Car Fuel
Hiote Perzonal Car Mikage

Rental Cars Cnby

All Expense Types

Business Promotions COther
ED‘ther Prarnotional Expenss Laundry
Trade Shows MizscelBneous

Each different expense type is added following its selection, and the system drops
the "last used" to retain a total of five different expense types at any time. These

expense types are based on the user's Policy, so the selection is also based on the
Policy under which the report is being created.
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Expense: Select & Change Multiple Fields in a Single Action

Overview
Business Purpose
The multiple expense edit feature lets a
user select multiple expense entries for This enhancement provides more
a report and then edit the data for speed of entry options for users.
shared fields so that the same value
appears for all. With this release, Custom field types are now included in the fields
that can be edited across multiple selected entries.

Configuration

In the example below, several expenses have been added to the Expense Report.
Selecting several entries, the available options for the selected items are displayed to
the right as shown in the figure below:

@ Mew Expense || () Quick Bxpenses || Details +|  Receipts «|  Print/Email -] "[E] Hide Exceptions |
Exceptions <
Expense Date Amount  Exception

Hid B s date shewi nor cec ur before g

Expenses Defete | Coy
[ Date ~ Expense Amount You have selected multiple expenses. What would you like to da?
1. Delete the sshcted
5 1HONI1Z ot s3500 Delete the selected expenses
(5] ¢ Comfort Inns, Augusta, Geoigia 2. fliocats the selcted expanses
B— 3. Edit ane or more fields for the sskected expenses
Rental Car Fuel
v
Enterprise, Augusts, Georga #2500 $25.00
12/01/2012  Ceflular Phone
v
ot e $90.00 $90.00
11782012
7 Fixed Meals . T

Vakom, SeomiE

Note you can 1.)Delete all these items, 2.) Allocate the selected expenses or 3.) Edit
one or more fields for the selected expenses

Edit hultiple Fields %
The following fields can be changed for the selected expenses. Select the check box of
each field that you want to change. Fields that are not selected will not be changed. In selecting the Edit function
Eepence Type we change the Expense Type
O > for the selected items, change
the Business Purpose for the
Business Purpase Personal Bxpense [da not reimburse] selected items only, change
O O X the Personal Expense (do not
reimburse) option or add a
0 omment comment and attach it to the
selected items.
Save Cancel
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Expense: New Summary View Shows Subtotal for all Allocations in a
Report

Overview

Business Purpose
A summary view of all allocations within
an expense report can now be viewed This enhancement provides Allocation

using a new Summary button which summary totals in a separate window.
appears when you open the Allocations

feature from the Details tab. Selecting

this button provides a view for the user (Approver, Processor, etc.) that lists all
allocations for the expense report in subtotal format.

Allocation Summary

Depariment [+ Program [ Fund Source [y  Fund [;7 Project [,

[AMZ010600) 5TA..  (O74043E) Market..  [D1000) STATEGE.. [10100) Opermtions  [01) STATE BASE .
[A042010600) 5TA..  [(850201) Swtewi..  [DL000) STATEGE..  [10100) Cpemtions  [01) STATE BASE ...
[AC42010700) IT .. (0740428 Public .. (D1000) STATEGE. [10100] Opemtions  [01] STATE BASE ..

Open the Expense report; select the Details tab; select Allocations; select
Summary.

Expense: Delegate Enhancements When Previewing a Report for
Employee

Overview

Business Purpose
Several enhancements are now added

for the delegate with Can Prepare an This enhancement provides visual cues
Expense Report but not Submit the that a report is ready for review.
Expense Report for another Employee.
They are:

What's New In TeamWorks Travel and Expense Page 10
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e The Delegate will have an option to notify the employee they have done work
on behalf of.

Welcame, William Abercrombie [ You are administering for: John & Thomtaon ] 0 Help | Log Out
" 4

s @

Guo;gia

MyConcur  Request | Expense  Profile

‘Wiew Reports  Mew Expense Report  View Receipt Store  Yiew Cash Sdvances

Trip to Savannah Delete Report

e The addition of a new icon (E]) that appears next to any report reviewed by
the delegate who has used the Notify button to alert their delegator that the
report has been reviewed. This icon is visible to all users who may view this
queue, both delegates and the employee.

Active Work

New Expense Report Wiew Reports

Travel Requests (1) | Expense Reports (2) || Cash Advances (0)

Report Name Status Payment Status Report Date Requested Amount
d Trip to Savannah Mt Subritted Mot Faid 120062012 {¥em
Site wisits

A R e R R e e et Sl e R G R i R e B R R e R I R

e The ability of the Expense Delegate to reverse the notification for a selected
report using the new Mark as Not Complete button, which removes the

"reviewed" icon (E]) from the report row so the employee knows the report
has not been completed by the delegate.

Welcome, William Abercrombie [ You are administering for: John A Thornton ] 0 Help | Log Out
.
® (©
Georgia

My Concur Request Expense Profile

Yiew Reports  Mew Expense Report  Wiew Receipt Store  Wiew Cash Advances

Tip o svanah e

T(®) Mew Expenze || (3 Quick Expenzes || Detail: -] Receipts «| PrintsEmail =] "B show Exceptions |

Expenses Dekte Copy || ir;vf A1 Mew Expense | i;c;i:t_s_m_le_ 1
Date ~ Expense Amount Requested

e Expense || ‘
 Adding New Expanse

T create @ new expense, dlick the apprapriate expense lype Below or iype the expense tpe in the fisld

11/30/3012 Hotel §345.00 $345.00 above, Taedit an existing expense, click the expense on the Teft side of the page.

Econo Lodge, Savannah, Geoga

>

@ Recently Used Expense Types

Hanel Company Car Fuel

NOTE: If the delegate marks the report as not reviewed, the icon is removed
from the report in the employee's report queue. It does not, however,
recall the email notification to the employee nor does it send an
updated email to the employee.

e The addition of an audit trail entry whenever the delegate clicks the Notify
button to alert their delegator that the report has been reviewed.

What's New In TeamWorks Travel and Expense Page 11
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Audit Trail X
Report Level
Date Time ~ Updated By Action Description
- . Delegate has notified the employes that
12062012 243 Phd AbercrombieWillam  Motify Employes the report s ready for e
. - Delegatef Prosy Report This exp=n == report was created by a
12062012 2:33 P Az o bieWillam Creation dekgate of provy U,
Entry Level
Date, Time ~ Updated By Action Description
 Chose |
What's New In TeamWorks Travel and Expense Page 12
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Section 3: Travel Discounts

SAO is always looking for new ways to reduce expenses for our state business
travelers!

Delta/Southwest Airlines

Delta offers discounts between 2-12 percent for domestic and 5-30 percent for
international business travel.

e NOTE: This discount is only available for state business travel and only
available for TTE users.

Southwest offers discounts at 10 percent

e NOTE: Southwest is also offering a promotional Status Match offer which
recognizes your elite status from any other carrier.

e NOTE: This discount is only available for state business travel and only
available for TTE users

Parking Spot

ALL State of Georgia employees are eligible for 25% off regular daily parking rates
at the Parking Spot (Atlanta location only).

This discount is available for personal travel.

LaQuinta Inns

ALL State of Georgia employees are eligible for 12% discounts on stays at LaQuinta
Inns & Suites.

What's New In TeamWorks Travel and Expense Page 13
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Section 4: TTE System Supported Configurations

The following configurations are either supported or no longer supported as of the
November 21 release:

The following configurations are either supported or no longer supported with this
service release.

Certifications for This Release

Support for Firefox v. 15.0.0

Support for Firefox versions 15.0.0 under both the Mac OS X and Microsoft Windows
operating systems is certified for this release.

Support for Google Chrome v. 21.0

Support for Google Chrome version 21.0 under both the Mac OS X and Microsoft
Windows operating systems is certified for this release.

Upcoming Certifications

Support for Internet Explorer v. 10.0 and Windows 8

Support for Internet Explorer 10.0 under Microsoft Windows version 8.0 will be
included in an upcoming release.

Support for Chrome v 23.0

Support for Chrome 23.0 under both the Mac OS X and Microsoft Windows operating
systems will be included in an upcoming release.

Support for Firefox v. 16.0

Support for Firefox versions 15.0 under both the Mac OS X and Microsoft Windows
operating systems will be included in an upcoming release.

Support for Safari 6.0 with Mac OS X 10.8

Support for Safari 6.0 under Mac OS X version 10.8 will be included in an upcoming
release.
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