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This version shows the previous user
interface. Though the home screen is

Features

different in the newest user interface,
most procedures and processes remain
the same. .

If you use Travel, you can:

View your itinerary
Search for and book:
¢ Flight
¢ Hotel
¢ Rental car

Check your flight status using FlightTrack
Check airport services and features with GateGuru

View travel agency contact information

Access Taxi Magic (available to US clients)

Access MetrO (ground transportation)

Map locations, obtain driving directions, view vendor

details

If you use Expense, you can:

Add, edit, and delete out-of-pocket expenses

Capture and upload receipt images

View and edit downloaded card transactions

Add attendees and itemizations to expenses

Attach expenses to an expense report

Create, view, edit, delete, and submit expense reports
Approve or reject expense reports (if you are an approver)
Access Taxi Magic (available to US clients)

If you use Travel Request, you can:

Approve travel requests (if you are an approver)

If you use Locate & Alert, you can:

Check in

USER ROLES AND PERMISSIONS
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Users with the Travel User role can access the Travel-related features.

Users with the Expense User role can access the Expense-related features.

Users with the Expense approver role can approve expense reports.

Users with the Travel Request approver role can approve travel requests.

Users of Locate & Alert can check-in.

TeamWorks Travel

State of Georgia

& Expense System Version Date: 07/30/14




Registration

T ——— @ T304 If you have any of the roles
listed above, Mobile
Registration appears on
the Profile menu in the
e R T web version of Concur.

o el et |

My Concur Travel Expense Invoice  Administration | Profile

Change Pasiword g Mabile Reghtration 1

Personal information
Compuary Informaton
Contact Information.
Frruerggemicy Cerinct

Ta bag in 1o Condur on your maobile Sevice, you MUt enter your Liser Name 5nd & Mobie PRI Your Liser Name is Sandyttale OV r.com. B you
Credit Cards i pien

eibSlaper com.
| P et yet 1t Up OF nked o change & PN, enter & PN fwh , RamEstes, and uch &2 L5, 01 @ but o spacer] in
the fiésds below.

Travel Settings
Travel Preferences
Eoternatonsl Travel
Frecuent Trmveler Prograns
Anes et s g

Mobile FIN Viity Mobile FIN

1) Create your mobile PIN.

2) To obtain the app, go to the App Store - Use these search terms: Concur,
Concur Mobile, Cligbook, travel, expense, hotel, taxi, receipt, hotel booking,
business travel, expense report

3) Click Learn more to view demos and access other information.

Fxpemie Settings
Eaperne Blerraten
Berk Information
Exporne Delegaics
Expense Preferences
Frpmeme Soyrcms
Favorite Atterdees

Invoice Settings
Ervvoice Information
Trvoice Preferonces.
Ervvoice Approvers

OtherSettings A — 1
e " 7

Change Fassword
Privacy Statement - Loamanmoe
Travel Vacaton Resssgrment
Hobile Reghtration

Logging On to Concur i
Once you have downloaded the Concur app, i ST e s Fod

locate the Concur icon on your iPad.

Tue Jun 12 12:10 AM

. . . . Gaagats are getting smaller,
Start_ the application and log in with your y X o E o o [
mobile PIN. The Concur home screen 2+ e
appears. It provides your mai_n menu, shows Mon o 1) S0 M Morey
your Travel and Expense options, and more. BN oam W A e A

NS E hittp colsdi2witN via

. T h be A

The main menu appears at the bottom of ot st i toubarezs Youtae 1 porie Fiw Aines Spona Yodr

Airfare: BN COHPUKIMA

o L N GARTER | oo v
Trr

:
| 1] | F———. B it ok s o

the screen. The icons that appear depend
on your company's configuration and your
permissions.

AEsEsEEsEEsEREREERE
msmsssssssmssnmnnunat

Fnnu=888%mn

Home Trips  Travel Req Expenses Receipls  HReports Approvals Altendee  Travel
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Trips

View ltineraries

You can view information about any of your trips.

Trip from Seattle 1o Dallas
I. Man Sep 26 - Fri Gep 30

4 % Quick E Ugload — B foes and fees
Fapere Avcet et it /BeSaG via

Trip from Seattle
l"ho Dallas

Mon Sep 26
2 Alaska Airlings 670 [ e
Seattle [SEA) Dallas (DFW)
Mon Sep 26 Mon Sep 26
7:10 AM 1:01 PM
Torrninal - Gate - Tarminal £ Gale -
Flight Status: @ Scheduled On-time »

Reservation Status: Confirmed Confirm #: OXOPMN

Class / Seat: Class: ECONOMY Seat: 21F

Ticketing: E Ticket Flight Duration: 3 Hours and 51 Minute(s)

Aircraft: T30 Stops: 0

Meal: FF

Alrport: (SEA) Seatile Tacoma Inl Arpt, WA >

Flight Tracker: Track your fight »

Arrive: [DFW) Dallas Fi Worth Intl. TX >

Cancel air reservation: tap here 1o cancel reservation »
& Thritty Tty

FritSaSun south of D.C.
fasEEEE Addiional cancellations may
= Thal Aug 25 4:00 PM It ot

100 |3te to plan: 5 "Endiess

Summes” Vacations for
Vou havs § used You have 3 You hve 1 regs 1o |

corporati card charges Undubimittad opots agprone Labor Day Weekand and

Bayond biip:iow.lyBSMBA

Wed Aug 24 11:52 PM Do
hey really just get rown

- st

away? Wnat Happens To
Thase Littie Holed Shampoa

1) Select the current trip on
the Concur home screen.

Home Trips  Expenses Receipts Reports Approvals Aftendee  Travel  Invoice Apps

To see a list of all trips, select the Trips icon.

Car/Hotel Reservation
Sun Sep 25 2011 - Mon Sep 26 2011

Trip from Seattle to Dallas
Mon Sep 26 2011 - Fri Sep 30 2011

Car/Hotel Reservation

Trip Locatar: KSQTWI
Type: KSC1WI

Homa Trips  Expensss Receipts Reports Approvals  Apps

Mon Sep 26

Cancel air reservation: tap hera 1o cancel raservation

= Thrifty ity
Pickup: Mon Sep 26 Dallas (0FW) >
Returning: Fri Sep 30 alas oFw) »
Economy | Car | Automalic transmission / Alr condtioning

Confirm #: FHOHLS Status: Confirmed

Rate: $381.54 Daily Rate: 560.66

Rate Type:

# of Cars: 1 Special Instructions: NONSMOKING

Cancel car reservation: lap heve 1o cancel reservation >
= Fairfield Inn by Marriott ]

chal:i(ing In: September 26, 2011

i Chal:ﬁing Out: September 30, 2011

4800 John Carpenter Fwy Ining 3
Texas 75063

Tue Sep 27 2011 - Fri Sep 30 2011 -

T
H
H

-
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Version Date: 07/30/14




ADDITIONAL FLIGHT INFORMATION ON THE ITINERARY

Flight Status

Airline
Alaska Airlines 670

Flight Status
® Scheduled On-time

c Flight Tracker
. >
Trip from Seattle Track your flight
to Dallas
Mon Sep 26 - Fri Sep 30 A Alaska Airlines 670 Departure Information
x b= Seattle (SEA) Dallas (DFW) Airport
Mon Sep 26 Mon Sep 26
Trip Locator: KSQ1WI 7:1 0 AM 1 :01 PM (SEA) Seattle Tacoma Intl Arpt, WA
UEDEE Lk Terminal -- Gate -- Terminal E Gate -- Flight Duration
3 Hours and 51 Minute(s)
Flight Status: . Scheduled On-time >
Reservation Status: Confirmed Confirm #: OXOPMN

Class / Seat: Class: ECONOMY Seat: 21F

Ticketing: E Ticket Flight Duration: 3 Hours and 51 Mi| SEA

Aireraft: 73G Stops: 0

Meal: FF -,
= * %k

Airport: (SEA) Seattle Tacoma Intl Arpt, WA
rport: (SEA) P Seattle-Tacoma

1 International Airport

Terminals Checkpoints Reviews

Flight Tracker: Track your flight

Arrive: (DFW) Dallas Ft Worth Intl, TX
Cancel air reservation: tap here to cancel reservation

Refresh Trip é Thriﬂy

Entire Airport
Add or View Wait Times uRder Checkpoints Tabl!

oy

FIightTrackQ' Sl : Seattle to Dallas

A Updated 825111 2:44 PM

7~ Seattle to Los Angeles
United Airlines 6654 @

A 10:57 AM N 1:15 PM

Alaska Airlines 670 Scheduled

Departure 9/26/11 7:10 AM Aircraft: 737
Seattle/Tacoma Int'l Airport (SEA) @

2 Seattle to Dallas Man 9/26)
Alaska Airlines 670 @
A 7:10 AM N 1:01 PM

scheduled

7:10:

conf # OXOPMN

> Seattle to Dallas Mon 8/26/11
Alaska Airlines 670 @
AT:10 AM N 1:01 PM

Arrival 9/26/11 1:01 PM.

Flight data from FlightStats and FareCompare |
Dallas/Ft. Worth Int'l Airport (DFW) @

scheduled

1:01:
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Book a flight
If your company's configuration allows you to book a flight on the mobile device, you can:

e Use the Book Air button on the home screen

> "

e Use the Travel icon on the menu (bottom of the screen) and then select S
Air

4 . ) Book AIr Results Summary
1) Enter the search criteria.

2) Complete all other required

The search results
are displayed by the
number of stops

EA) Seattle, WA to (DFW) Dallas, TX

fields and questions. See All (277 results) Starting .
277 results $272.90 and then carrier.
3) Select Search.
— AEssEsEsEsEEEEEEEEEEsEEsEEEEEEEEEEEn
) b | A% American Starting
Book Air Sl 4 results $345.50
[ One Way «==7 All Nonstops (4 results) Starting
- ~ 4 results $345.50 >
Departure City >
Seattle Tacoma Intl Arpt, Seattle, WA (SEA) [LiStopsi
Arrival City > <= Multiple Carriers
Dallas Ft Worth Intl, Dallas, TX (DFW) 97 results 4) Select
Departure Date > q
Mon, Feb 27 8:00 AM Aa American the carrier.
110 results
Return Date >
Thu, Mar 01 8:00 PM .
B Continental Starting
Class of Service I 15 results $279.20
Economy
Delt artin
Ré\undable Only (T oFF) A Deita sio1og >
$345.50 >

Nonstop Flight Details Reserve
Nsee]

If this option is available to you,
select ON for Refundable Only
so the search results include
only refundable fares.

(SEA) Seattle, WA to (DFW) Dallas, TX
‘Feb27,2012-Mar1,2012 s  sorainkd

Departure

FWhon 1 P

LLLLLEEL LT T T TS

( Aa American 802

SEA Mon 8:45 AM DFWMon 2:30 PM ‘
\_3h 45m / Stops: 0 / Economy (O} y

EA Thu 905 PM

i . .
i Note the following: 3 i American 1019 ) 5) Se_lect
: o If you have one or more frequent flyer { 2W7<eR0 . o SEA Thug0s Ul ‘ A sy L el
: programs, they will appear here so P
- u Total Price
: you can select. ‘ $345.5
i e Airfare is paid directly by the state { Cara P A rarrice
:  Airplus Credit Card just as it is on the  } DemoVvisa™=""] :
E Web Vers'on on your PC. E 6) Complete a” other E-------------hln-----------u-i
: 3 required fields and i Select to sort the
BN AN E NN E RN SRR NN RE NSRS EEEEREREEERERERERERRRE R n e questions_ E search results. E
7) Select Reserve. LI R R RN RN R NN L
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Book a Rental Car

To search for and book rental cars:

e Use the Book Car button on the home screen

e Use the Travel icon on the menu (bottom of the screen) and then select
Car

e Use the Book Car button on an itinerary

Hertz

NOTE: If you add a car from the itinerary, the airport and ,
. Pick-up: Sun Sep 25, 2011
pick-up/drop-off dates are pre-populated. ~ Drop-off: Mon Sep 26, 2011

1) Enter/Verify the location
and dates, and then select

your preference.
Cars near Dallas Ft Worth Intl, Dallas...
2) Complete all other Sun Sep 25, 201 Sep 26, 2011

required fields and questions. gim e Address >
oy Car $02.43 W AP CONSOLIDATED FAC
3) Select Search. o e e

r Type
& y Four Door Gar saaa3, | >

ermediate Car, Air conditioning, Autgmatic transmis...

4) Select the
car type.

. ily Rate
Location Compact Car 52464, |-
Dallas Ft Worth Intl, Dallas, TX (DFW) > B Altometic transmission porcay © [7-28 per day
Pick-up Date 5 | | Gompact Four Door Car §24.64 ,
Thu Aug 25, 2011 e o oo o
Pick-up Time 5 | | Intermediate Car o708,
9:00 AM e e s
Drop-off Date > Intermediate Four Door Car $27.28 5) Complete all other

Fri Aug 26, 2011 required fields and
Drop-off Time s | Premium Car s740, || questions.
9:00 AM Automalic ransmission per da

6) Select Reserve.

Car Type > Premium Four Door Car $27.40

Hertz and Enterprise are
under contract with the state
and are direct billed to your
agency. There is no out of
pocket for rental from them.

7|Page TeamWorks Travel & Expense System Version Date: 07/30/14
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Book a Hotel
To search for and book hotel:

e Use the Book Hotel button on the home screen

Book Hotel

Book Car

e Use the Travel icon on the menu (bottom of the screen) and then select

Hotel

e Use the Book Hotel button on an itinerary

Refresh Trip

NOTE: If you add a hotel from the itinerary, the
check-in/check-out dates are pre-populated.

Hotel Search

Hotels near Dallas Ft Worth Intl, Dallas, TX (DFW)

Hotel Search

Search

1) Enter/Verify the location
and dates.

2) Complete all other

required fields and questions.

3) Select Search.

8|Page

TeamWorks Travel

Grand Hyatt DFW

2337 S International Pkwy
Dallas, TX 75261

Hyatt Regency DFW
2334 N International Pkwy
Dallas, TX 75261

— 2200 West Airfield Drive

Tue Sep 27, 2011 - Fri Sep 30, 2011

Supermedia Hotel & Conference Ctr

4) Select
a hotel.

$225.00
0.58 mi

Starting
$129.00
1.47 mi

Starting
$89.00
2.06 mi

Starting

sEsssssmEEEEEREnEn

View the
map.
;

) ) Dallas, TX 75261
Location
Dallas Ft Worth Intl, Dallas, TX (DFW) ’ o g&'gm ';'“ gFW ‘:irPFﬂ" North
‘— John Carpenter Frwy
Check-in N Fﬁ Irving, TX 75063
Tue Sep 27, 2011
Check-out >
Fri Sep 30, 2011
Find hotels within > 2334 N Intemational Phwy
5 miles Datles, TX 75261 ©)
With names containing > lgm -
2 Quesn Beds 2 Quen Bedscfrea/park:32in Flat Screen: $225.00 ¥ )

Usd Food And Beverage

i 5) Select a room.

& Expense System
State of Georgia

Awaken Py’ 1 King Bed"see Hov" 1 King
o— Ltk

fuvaken Prg” 1 King Bed™see Hov™ 1 King £225.00 5
Bed:frea/park:32in Flatscreen:baleony: Phone

(972) 453-1234
Aowakon Fry® 2 Cuoen Bods™ses Hov™ 2 Ouen
Bedsdres/park:32in Flat Sereen $225.00 > ;2;::\!'-’“55 o

nternal

1 King Bed 1 King Bed-rea/park:32n Flatscreendbalcany: $225.00 » Check-in

Tue Sep 27, 2011
Enplore Pleg* # Quson Bads™son How™* Welcome Check-sul
Amanity 525 Usd Food And Beverage $235.00 > Fr S6p 30, 2011
Euxplare Py 1 King Bad™*sea How™ Walcome Amenity:826 $235.00 >

6) Complete all
other required field
and questions.

7) Select Reserve.

S

Version Date:

07/30/14




ADDITIONAL INFORMATION ABOUT HOTELS

A N N N N N R NN AN AN AN NN E AN NN AN NN AN NN NN NN NENEEEEEAENEEEEEREEEEEEE,

9|Page

Shortcut for Booking Car and Hotel

When you select Reserve when booking the flight,
a confirmation message appears. Select OK.

Then, select Add Car or Add Hotel.

TeamWorks Travel
State of Georgia

& Expense System

Hyatt Regency DFW

2334 N International Py ;

Dallas, TX 75261 &)

eSS Mot Preferred
2 Quoen Beds 2 Quen Beds:froe/park:32in Flat Screen: $225.00 >
Awaken Pkg™ 1 King Bed™"see Hov™ 1 King 522
Bodfree/park; 32in Flatscreon balcony: ¥
Awaken Pkg* 2 Oueen Beds*ses Hov** 2 Quen s22
Beodsfroe/park:32in Flat Scroon: a0 5
1 King Bed 1 King Bed:free/park:32in Flatacreen:balcony: $225.00 >
Explore Phg® 2 Quoon Beds™ see Hov™ Welcome
$235.00 »

Amenity-$25 Usd Food And Beverage
Explore Phy* 1 King Bed* soe Hov™ Welcome Amenity:$35 s2a
Usd Feod And Beverage 590>

22 Rosulls

Version Date:

Hotel Search Select Hotel Map
[ T Y Hotels near Dallas Ft Worth Intl, Dallas, TX (DFW)
Tue Sep 27, 2011 - Fri Sep 30, 2011
‘Grand Hyatt DFW Starting:
E 2337 S International Pkwy $289.00
Dallas, TX 75261 0.67 mi
ue 27
I-I Reservation Hyatt Regency DFW Starting:
Tue Sep 27 - Fri Sep 30 k= Hyatt Regency DFW HYALT, 2334 N International Pkwy $225.00.
. Dallas, TX 75261 0.58 mi
Checking In: September 27, 2011
- KSXBOO Supermedia Hotel & Conference Cir Starting;
%Lﬁms Checking Out: September 30, 2011 — 2200 West Airfield Drive $129.00.
: - : - Dallas, TX 75261 1.47 mi
2334 N International Pkwy Dallas N
Tcas 75261 -3 Gomfort Inn DFW Airport North Starting
Phone: 972-453-1234 = 5000 W John Carpenter Frwy sas.on,
) wﬁ- Iving, % 750 s sasanannnnnnnnnnnnnnnnnnnnnnnnnnsk0 mi
Status: Confirmed Confirm &: HYOOB00ET 769 . H
Daily Rate: $225.00 — aes:v:y: Change the sort order. i
v 24 HOURS PRIOR TO ARRIVAL 5050 12 H N
—— Irvmg,: 205 mi
Cancel hotel reservation: tap here 1 cancel reservation > . H
La Quf Sarting
. s Sort by Preferred Vendors | -0
ﬁ& Irving, = D1 mi
o Sort by Vendor Names :
Super: darting
| 4770 \=
IS | (sonbyerce ] o
Refresh Trip - e Tt
: Sort by Distance
- H
= : Sort by Rating
You can cancel the hotel :
. reservation from the itinerary.

07/30/14




~% Twitter Feed

Use Taxi Magic / MetrO / GateGuru

YOU can: Ca-ierl;I:l;Haaeruatlon
Sun Sep 25 2011 - Mon Sep 26 2011
e Use Taxi Magic — to search for a taxi and reserve a taxi. Trip from Seattie to Dallas

Mon Sep 26 2011 - Fri Sep 30 2011

Car/Hotel Reservation

NOTE: Since Taxi Magic is available only in the United States, the Tun Sep 27 2014 - e Sop 30 2011
Taxi Magic option will appear on the Travel Apps menu for users
with home addresses in the United States.

e Use MetrO to locate public transportation. MetrO is a free guide to
public transport systems worldwide - with at least 400 cities

included. Metr0
Taxi Magic

e Use GateGuru for information about airport amenities, food, shops,
services, gates, ATMs, security, and more. Gatto, G

Trip dsa updsed o

To access these options:

e Use the Travel Apps menu on the Trips screen
- or -

e Use the Apps button on the home screen

RideCharge, Inc.

ation Systems in more than 400 cities around the world.

you nesed and search your roue by subway, bus, tram, raitway...
sred afler you have installed the cities.

Trip from Seattle to Dallas

Tua Mar 12 2013 - Thu Mar 14 2013

@O snoom

M|
Mus
2) Select to access t O Mus
the menu. e r My
3) Select Travel "
Agency Info. i

Travel Agency Info

1) Select Trips (at the
bottom of the screen) to
access the Trips screen.

Daytima Monsago

Agency Hours:
= Monday - Friday 6:00 am - 10:00 pm EST

Refresh Data

© Saturday: 9:00 am - 5:00 pm CST

Travel Agency Info

Phone: BBE-662-6248
= Press '1" for Cligbook Technical Support

= Press'2' for i from a Travel

After-Hours Service: 312-236-7356 or B88-662-6248, Press "2' an
Ploase provide our agents with this code - Psuedo City Code: /

View Travel Agency Contact Information A
You can access your agency information from the Trips screen. o St
Might Erg
10|Page TeamWorks Travel & Expense System Version Date: 07/30/14
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Expenses and Expense Reports

List of Expenses (Expenses
screen)

2:05 PM

Use the Expenses icon to
access the Expenses screen.

On the Expenses screen, you can: Aiface
Aug 25, 2(
. . Alaska Airlines - Seattle, WA , US
e Add, view, edit, and delete o i
. reakfast
Quick Expenses (expenses Aug 25, 2011
Created on your |Pad) Starbucks - Redmond, Washington
Breakfast
Sep 26, 2011
NOTE Qu|ck Expenses are Cafe Bistro - Seattle, Washington
. . o
designed to be quick and s
easy For more Intrlcate Cafe Monte - Dallas-Fort Worth Int Apt, TX, US
expenses (car mileage/ GorFocil
. Sep 30, 20
kilometers, attendees, and Thrty - Dallas-Fort Worth nt Apt, TX, US
itemizations), create the Undefined
expense from an Open Z?i?cigu“.’;trj-jllouse - Dallas-Fort Worth Int Apt, TX, US
expense report. Roain Rate
Sep 30, 2011
° V|eW and make mlnlmal edlts Ea\p:‘c\rj Inns - Dallas-Fort Worth Int Apt, TX, US

to card transactions, which

appear with the ; icon.
Note the following:

¢ To make more
extensive edits, edit the transaction once it is attached to an expense report.

+ If you are allowed to delete card transactions in the web version of Concur, then you can delete them
here, too.

e Attach expenses - both mobile and card - to a new or existing expense report.

NOTE: The E icon indicates that there is a receipt image attached.

L pavege Select to view all expenses or only

Sep 30, 2011 =: Yyour corporate card transactions.
Thrifty - Dallas-Fort Worth Int Apt, TX, US H

Undefined $68.23
Sep 30, 2011 Fhaaede
Office Wareh

Room Rate
Sep 30, 2011
Fairfield Inns

Corporate Card

Add to Report.

11|Page TeamWorks Travel & Expense System Version Date: 07/30/14
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List of Reports (Active Reports screen)

' Use the Reports 2:09 PN
E icon to access the
Active Reports
aooi | screen.

On the Active Reports screen, Seminar in San Diego
reports are grouped by: g 25, 2071
Unsubmitted Reports, Client Dinner
Submitted Reports, and Other Aug 2, 2011

Reports. :;igu:c; "It_eeanev Client Site

Jul 1, 2011

On the Active Reports screen,
you can:

¢ See the name, status,
date, and amount of each

report
e Delete a report
« Create a new report Cencur
Client Dinner Expenses
contract talks
Business Meal (attendees) Amount
Report Summary
Attendees Sandy Hala
Receipts
Open a report to: Atiach Racaipt
Add Expense

e View and edit the report summary
(report header)

e View and attach receipt images

e Add simple as well as more
intricate expenses (car mileage/ Wpirier! ol
kilometers, attendees, and
itemizations)

e View, edit, and delete expenses

e Submit your report

With a report open, use m

and at the top of the screen
to navigate through your reports.
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Create a Quick Expense
To add a Quick Expense:

e Usethe on the top of the Expenses screen

_or-

NN NN AN NN AN AN AN EE NN AN AR EEAEAENEAEEEREEEEEAEREEREEREEEEEEEEE,

-
To add a more intricate expense (car mileage,
attendees, itemizations) - add the expense to

an open expense report.

e Use the Quick Expense button on ? Quick
the home screen "o Expense
Quick Expense
1) Select the date and \
the expense type. , -
P yp | B Receipt > ‘
( Date * a..q A g
Mon Sep 26, 2011 2) Enter the remaining information.
Type * 3) Select Save.
Breakfast \
&rrency * >
US Dollar
Amount * |k Expenses +
_ _ 1821 Airfare $367.40
| Cancel | Vendor Aug 25, 2011 : =
Cafe Bistrd Alaska Airlines - Seattle, WA , US
Locati Breakfast $15.25
ocation | aug 25, 2011
Seattle, W Starbucks - Badmaond Washingign
Breakfast Commenl | Breakfast $18.21
Sep 286, 2011
Bus Cafe Bistro - Seattle, Washington
Dinner \'IJ'I'HH'EI— $45.76
Sep 30, 2011 =
Gas Cafe Monte - Dallas-Fort Worth Int Apt, TX, US
Lunch Car Rental $500.67
Sep 30, 2011 =
Miscellaneous Thrifty - Dallas-Fort Worth Int Apt, TX, US
) Undefined $68.23
Parking Sep 30, 2011 =
Office Warehouse - Dallas-Fort Worth Int Apt, TX, US
Subway
Room Rate $814.40
Taxi Sep 30, 2011 =
= Fairfield Inns - Dallas-Fort Worth Int Apt, TX, US
Lo
Misc. Promotional Expense Edit |lad Add 1o Report
Trade Shows
L LE e T e e Ce e UL e P LOP T COPT CL L CURECPRE LT
: When done, the new expense
: appears on the Expenses :
: screen. ;

iPad.
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Attach Expenses (from the Expenses Screen) to a Report

You can attach expenses to an unsubmitted
expense report or to a new expense report.

Piek & repoet from M kst beiaw 10 B your expenses Io. O a0d b a new raport

Expenses by tapping the '+ bution abave.

Expenses

Airfare $367.40
Aug 25, 2011 =
Alaska Airlines - Seattle, WA , US

arbucks - Redmond, Washington

Hreakfast

::g zlsl 2[;11 S bp 26, 2011 Trip to LenDev Cient Sits PP
Starbucks - Redmo| 1) On the EXpenseS screen, fe Bistro - Seattle, Washington Jul 1, 3011

Breakfast select Add to Report. N

Sep 26, 2011 p @ o 20 2011

fe Monte - Dallas-Fort Worth Int Apt.

4) Then:

Cafe Bistro - Seattle, Washington

Dinner $45.76 e To create a new report,
Sep 30, 2011 & 7| 2) The expenses can now select E at the top of the
Cafe Monte - Dallas-Fort Worth Int Apt, TX, US )
be selected using the O to screen.
Car Rental $500.67
Sep 30, 2011 = | the left of each expense. I, - or -
Thifty - Dalas-Fort Worth Int Apt, TX, US Select the desired e To add to an existing report,
Undefined $68.23 expenses. select the report.
Sep 30, 2011 = 7 A /
Office Warehouse - Dallas-Fort Worth Int Apt, TX, US 3) Select Add to Report. -

Room Rate $814.40 — Addto 2po. 1)
Sep 30, 2011 =

Fairfield Inns - Dallas-Fort Worth Int Apt, TX, US

Edit (g Add to Report

Delete an Expense from the Expenses Screen
You can delete Quick Expenses from the Expenses screen.

NOTE: If you are allowed to delete card transactions in the web version of Concur, then you can delete them here,
too.

Airfare $367.40 ————————
Aug 25, 2011 — ] Close Expenses Cancel
Mlaska Airlines - Seattie, WA | US

Aicfare $367.40
Breakfast §15.25 Aufy 25, 2011 =
Aug 25, 2011 ? Algka Airlines - Seattle, WA , US
Starbucks - Redmond, Washington

Bréakfast $15.25
Breakfast $18.21 & Auf 25, 2011
Se 2011 » , Stgrbucks - Redmond, Washington

10 - Seatlle, Washinglon

Bréakfast $18.21
. Sep 286, 2011
20m Caje Bistro - Seattle, Washington
Cafe Monte - Daltas-Fort Worth Int Apt, TX, US
Dirjner $45.76
Gar Rental $500.67 Sef 30, 2011 =
Sep 30, 2011 = 7 Cale Monte - Dallas-Fort Worth Int Apt, TX, US
Thnfty - Dallas-Fart Worth Int Apt, TX, US
Cal Rental $500.67
Sep 30, 2011 =

Thifty - Dallas-Fort W

Unidefined i

1) On the Expen_ses Seb 20, 2011 2) Using the O to

screen, select Edit. Offfee Warehouse - the |eft of each
Ropm Rate expense, select the
Sep 30, 2011

Fafiod s - e deSired expens.

@ Detete (1)

3) Select Delete
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Add a Personal Car Mileage Expense

To add a personal car mileage expense:
. Personal
e Use the Personal Car Mileage Car
button on the home screen Mileage
- Or -

e Use Add New Expense on an open report

Close Select Report + Select Re... Create Report | ciose Add Car Mileage Save
Pick a report from the list below to add your expenses to. Or add to a new report P p
by tapping the +' button above. Report Name * Expense Type
Mileage August 2011 Personal Car Mileage
Seminar in San Diego $466.02 Report Id Transaction Date * N
Aug 25, 2011 Mon Sep 26, 2011
Client Dinner $153.33 Policy * City * >
Aug 2, 2011 US Expense Policy Seattle, Washington
Ll —: = Report Date Purpose of the Trip *
Trip to LenDev Client Site $4,521.01 Thu Aug 25, 2011 Visit LenDev ’
Jul 1, 2011
Business Purpose * From Location * >
Vendor visits Redmond WA
Report Currenc: To Location *
us, i’ T\ wa ’
1) When you select . 2) After you create a new
. ece]
Personal Car Mileage report or select a report,
on the home screen, you o the Add Car Mileage e [ \
are prompted to create a Net{ SCreens appears. | | 3) Enter the [
new report or to select J required

an existing report | information. choose

correct Vehicle ID
(rate table)

4) Select Save.

Mileage August 2011
i The second way to create a anoliipni :
¢ personal car expense — with a Bat Sutmized :
i report open, select Add New Add New Expense
: Expense. Select the Personal :
: Car Mileage expense type. The Import Expenses :
: page refreshes, showing the B & i :
{ Add Car Mileage screen. ——
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Itemize an Expense on an Expense Report

You can itemize an expense if the expense is attached to an expense report.

Check-in Date *
Mon Aug 22, 2011

Check-out Date *
Thu Aug 25, 2011

Number Of Nights
3

Room Rate *
125.00

(

Room Tax
25.00

3) Enter the dates and
rates and then complete

the remaining fields.

1) Open a report and open
the expense to be itemized.

2) Select Itemize.

Transaction Date *
Thu Aug 25, 2011

Busineas Purposs

Additional Charges (each night)

Vendor *

4) Select Save.
\_

Expense Type > All Suites Intematicnal
Amount N Al
0.00 ——

Currency *

Expense... Itemizations
Room Tax $25.00
Aug 24, 2011 - All Suites Inte... i Expense Type *
Room Rate $125.00 Miscellaneous
Aug 24, 2011 - All Suites Inte... [ 2
Transaction Date * Miscellaneous $16.02
Room Tax $25.00 Mon Sep 28, 2011 Sep 26, 2011 - AN Suites Inte...
Aug 23, 2011 - All Suites Inte... +
. Room Tax $25.00
Room Rate $125.00 Businaas Purposs Aug 24, 2011 « All Suites Inte...
Aug 23, 2011 - All Suites Inte...
city Room Rate $125.00
Room Tax $25.00 Aug 24, 2011 - AN Suites Inte. .,
Aug 22, 2011 - All Suites Inte... Seattle, Washington 1
Room Tax §25.00
Room Rate $125.00 Gy Aug 23. 2011 - Adl Suites Inte..
Aug 22, 2011 - All Suites Inte... US, Dallar
- Room Rate $125.00
- All Suiles Inbe...
5) Expense creates the expenses and indicates 6) Itemize the $25.00
if there-is a remaining amount to be itemized. If remaining amount. A1 Suftes Yt
o $125.00
so, select il at the top of the screen. = 7) Select Save. —
recaipt
emaining: $16.02
femizea: 5466.02
Remaining: $0.00

If there is a remaining
amount, select Add
Itemization.

Itemize the remaining
amount, and then
select Save.

The remaining
amount must
equal zero.
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Add Attendees to an Expense on an Expense Report

You can add attendees to the expense if the expense is attached to an expense report. (Just like with the web
version of Concur, only certain expense types require attendees.)

You can:

¢ Select from the iPhone contacts list

e E

e Search and select from your Favorite Attendees list; search
for and select an attendee group;
search and select from your
company's attendee list; search
and select from an external source
(like Salesforce)

1) Open the report and
open the expense.

2) Select Attendees.

nter attendee information manually

E nemize
4 Attendees
B Receipt

Expense Type *
Business Meal [attendees)

Transaction Date *
Mon Aug 15, 2011

17|Page

Businens Purpose *
cinner after meeting

3) Select at the
top of the screen.

Entor Vendor Name

city
Seattle, Washington

Curraney *
U5, Daliar

Sandy Hale 153.33 , ‘
This Employee

Select from Contact
Add Attendee Manually

Search for Attendee

R 4) Select the desired method.

(Each method is described on
the following pages.)

Also, refer to Additional
Attendee Features on the
following pages.

: If the expense already
: has attendees, they are
i all listed here.
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ADD ATTENDEE - CONTACTS

You can select from your phone's contact list if the attendee happens to be in your contact list.

1) Select Select from Contact. ]

Select from Contact
Sandy Hale

This Employee

Add Attendee Manually

Search for Attendee

Groups All Contacts =

(q

Jesse Abril
2) Select the attendee

Trevor Anderson

from your contact list.

mm o o o @

Stacey Azell
N H
Dave Bellman ,
" Attendees Attendee Save !
K
L
L]
Attendee Type * > "
Business Guest o
"
Last Name *
> a
Brownwell .
First Name N
) T
Andy B
v
Attendee Title > w
x
Y
Company >
"

3) Enter the required
attendee information.

4) Select Save.

The attendee is added to
the expense and to your
favorite attendee list.

You and the attendee then bump your phones together to transfer the information.
The attendee is added to the expense and to your favorite attendee list.

18|Page TeamWorks Travel & Expense System Version Date: 07/30/14
State of Georgia




ADD ATTENDEE - MANUALLY

You can add an attendee by manually entering the appropriate information.

Select from Contact
Sandy Hale

This Employes

Add Attendee Manually

Search for Attendee

1) Select Add
Attendee Manually.

Attendees

Attendee Type *

Business Guest

Last Name *

First Name

Select Attendee Type

Attendee Title

Company

2) Select the appropriate

attendee type.

3) Complete the remaining fields.

4) Select Save.
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ADD ATTENDEE - SEARCH

You can search for:

e Attendees in your Favorite Attendees list
e Attendee groups
e Attendees in your company's attendee list

e Attendees from an external source (like Salesforce)

For your company's attendee list
or to search in at external source:

1) Select Search for Attendee.

For favorites or groups:

1) Select Search for
Attendee.

Attendees

Quick Search Advanced Search ]

" Search for Attendee | Afte

Harold Andressen LenDev

Cynthia Cragen TW Global

i Attendees |

TW Global

David Cramer

[ Quick Search Advanced Search ]

Attendee Type *
Business Guest

Last Name
Andr

First Name >
Attendee Group

v

Attendee Title

2) Using Advanced Search, select
the appropriate attendee type (or
external source, if applicable).

3) Enter the search criteria.
4) Select Search.
5) Select the correct attendee from

\the search results. )

2) Using Quick Search, type part
of the attendee's last name or the
attendee group name.

3) Select the correct attendee or
group from the search results.
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Additional Attendee Features

If your company is using these attendee-related features in the web version of Concur, then they are also available
in the mobile app:

e You may or may not be able to view the attendee amounts — the
portion of an expense that is allotted to each attendee.

e You may or may not be able to edit attendee amounts — the portion of

the expense that is allotted to each attendee. ° oo N

v

e You may or may not be able to enter a "count" of unnamed TR
attendees. For example, assume you gave a holiday gift basket to a 1 ® > )
doctor's office that has 10 employees. Instead of listing all employees
by name, you can enter the count of 10.

e You may or may not be able to enter "No Shows" which more
accurately divides the expense amount among the actual

v

participants. (Your field name may be something other than No @ NG Stiows 000 ,

Shows.) -
e You may or may not be able to add a new attendee until you have Terry Brown 300,00 ,

searched through your favorites. {1 Efrgiore ;

¢ When you add a new attendee, the system may check for duplicates.

Remove an Attendee from an Expense

To remove an attendee from an expense, swipe the attendee name; the
Delete button appears.

Swipe to delete
Collins, Chris 37.88 Collins, Chris
>
This Employee This Employee
Trajent, Connie 37.88 Trajent, Connie
CEO > CEO
LenDev LenDev
Busini sl II I II* Business Guest
Jamison, Stefan 37.87 Jamison, Stefan .8
CFO > CFO >
LenDev LenDev
Business Guest Business Guest
Mendelsohn, Alex 37.87 Mendelsohn, Alex 3r.87
coo > coo >
LenDev LenDev
Business Guest Business Guest
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View and Edit an Expense on an
Expense Report

If an expense is attached to an expense
report, you can edit almost every field.

B Receipt

A Iemizations are required for this enlry,

Expense Typa *
Foom Rate

Transaction Date *
Thu Aug 25, 2011 1) Open the report and open the expense.
The Expense Details screen appears.

2) Make the desired changes.

3) Select Save.

Business Purpose

Vendor *

All Suites International

City *
San Diego, Calfornia

Currency *

Report Name *
Client Dinner

Reporl Id
CIOFEFB4BFE40FCBIED

View and Edit the Report Summary
(Report Header)

Palicy
US Expense Policy

You can view and edit the report header
information.

1) Open the report.
2) Select Report Summary.
3) Make the desired changes.
4) Select Save.

Approval Status
When ready, Not Submitted

select Submit.
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Remove an Expense from an Expense Report

To remove an expense from an expense report, swipe the expense; the Delete button appears.

NOTE: If you delete a Quick Expense or an expense created from a card transaction, it is not really deleted; it is
iy 0 zuem &

Cencur

o Previous

Expenses

Business "“&’r'm. {‘"} (- {‘")

Seattle, Washingion

Client Dinner
contract talks
Aug 2, 2011

Mot Submitted

Heport Summary

Attendees David Cramer, Tammy Jamasan, Sandy Hale

Requested

moved back to the "pool" of expenses
Next on the Expenses screen.

If you delete any other type of expense
from an expense report, it is truly
deleted. (This is consistent with the web
version of Concur.)

515333

\

Receipts

Attach Receipt

Add Expense

Total Requested
$153.33

Total Amount
$153.33

’ Client Dinner

contract lalks

R St
Submit Your Report ‘ R
When ready, select Submit. Attach Feceipt
If you are allowed to select an approver e Bpmee
before submitting an expense report, then
you will be prompted to do so when you
select Submit.

Total Amount  Total Requested

5153.33 515333
o

Expenses

Business Meal (attendees)
Aug 15, 3011
Searte, Washingon

Amount
515333

Requested
51623

Amendess David Cramar, Tammy Jamasan, Sandy Hale
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Create an Expense Report from the Active Reports Screen

You can create a new expense report from the Active Reports screen (the expense report list).
r Y
Active Reports

Unsubmiiieg JEpors 2) Complete the Create Report screen.
Seminar in San Diego $466.02
Not Submitted > 3) Select Save.
Aug 25, 2011
Mileage August 2011 $75.74
Not Submitted 3
Aug 25, 2011 Active Re... Create Report S
Client Dinner
Not Submitted
Aug 2, 2011 y
Trip to LenDev Client Site Report Name * >
Not Submitted 8/25/11 Report
Jul 1, 2011
Report Id
Policy * N
US Expense Policy
1) Select the
Report Date
on the top of the Thu Aug 25, 2011 >
screen.
Business Purpose * >
Report Currency

_ Rece

« Previous c.ncur

Expenses
Appr| | 8/25/11 Report (2
Vendor visit
Not N:: = 20'? s Personal Car Mileage Amount  Requested
- Sep 26, 2011 $75.74 75.74
Not Submitted Seattle, Washington s >

Add New Expense

Import Expenses

4) On the open report, create
Add Expense ) a new expense or import
from the expense list.

Total Amount Total Requested
$75.74 $75.74

A=E8E BFa k=

Home Trips Expenses Receipts Reports Approvals Car Hotel
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Delete an Expense Report from the Active Reports Screen
You can delete unsubmitted expense reports from the Active Reports list by swiping the report.

NOTE: If you delete a report that contains Quick Expenses or expenses created from card transactions, the Quick
Expenses and card transaction expenses are not really deleted; they move back to the "pool" of expenses on the
Expenses screen. (Any receipts associated with Quick Expenses or card transaction expenses remain as well.)
Any other type of expense is truly deleted. (This is consistent with the web version of Concur.)

ot e
Seminar in San Diego
Not Submitted
Aug 25, 2011

Mileage August 2011
Not Submitted
Aug 25, 2011

Client Dinner
Mot Submitted

Aug 2, 2011
Trip to LenDev Client Site $4,521.01
Not Submitted

iy 1 oy 1 &

1) Swipe the unsubmitted report.

Trip to LenDev Client Site
oot Sutritiond
Jul 1, 2010

[ 2) Select Delete. ]
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Work with Receipts

You can attach receipts to a report or to an individual expense.

To attach to a report:
1) Open the report and select Attach Receipt.

2) Select either Attach via Photo Album or
Receipt Store.

Total Amount

Tatal
$1.713.18 $1.713.18

E:

Sales Training prenses

LT Car Rental Amount  Requested
Jun 23, 2011 537538 £375.35

Attach via Photo Album || Erterrise. Smithliekd, North Caroling
=
Receipt Store Alrfare Amount  Requested

May 27, 2011 $360.40 $360.40
Alaska
A=
Excoptions Missin w0
B Meal | Amount  Requested
Jun 22, 2011 15362 §153.62

Tha Steak Howss, Omaha, Nebeasics

Attendees Travis ¢

nmons, Timothy Cleese

Room Rate
Jun 23, 2011

Amount  Requested
Se23a1 saz3.E

Residence inns, Sacramento, Calfornia

=
temizations
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To attach to an expense
entry:

1) Open the report and
open the expense entry.

2) Select Receipt.

ﬂ Itemize
A Attendees
B Receipt

Expense Type *
Business Meal {attendses) ®

Transaction Date *
Wed Jun 22, 2011
Business Purpose *

dinner with TW-Global

Enter Vendor Name
The Steak House

Gity *
Omaha, Nebraska

Currancy *

US. Dollar

1 Bxprnse Brtaits

Attach via Photo Album

Receipt Store

No Receipt

3) Select either Attach via
Photo Album or Receipt

Store.

_
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Approvals

Expense Reports

If you are an approver, use the Approvals icon to access

Approval

Brown, Terry L
Sales Training
Aug 25, 2011

1) Open the expense
report to be reviewed.

the reports that require your approval.

Sales Training ansey ®
mwﬁs:]:? e Airfare Amount Requested
Submitiod & Poriding Appeoval gﬂ?fﬂll‘!ﬂ cfeattia, Washingon Al AL
Report Sum
Business Mdal (attendeas) Amaunt Requested
Recelpts Slalli’: %I';a Saa0.24 $230.24
Attach Receipt
Attendees Terfy Brown, Jofl Cleveland, Heather I A
View Receipt
2) View expense entry
detail, attendee information
(if any), itemizations (if
Total Amoant  Totad Requestad any), exception information
552315 352318 - - o
(if any), receipt images, and
] header details.
Report Name
Sales Training
Repart id
2EDFCCOBAFAY
A View Attendees
Palicy
US Expense Pol B Receipt
Employee Name
Brown, Temry Exponse Type
Business Meal {attendees)
Report

When you select Approve, another menu may appear.

Select one of these:

e Select Additional approver required to approve the
report and send the report to the next approver in the

workflow.

3) Select Approve Report
or Send Back.

If you select Send Back,
you will be prompted to
enter a comment.

J

I

N

Total Amount  Total Requested
$523.15 $523.15

Approve Report

Send Back

e Select Approve report to approve the report and send it
directly to Back Office (Accounting Review).
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Request

If you are a Request approver, use the Travel
Req icon to access the travel requests that
require your approval. Travel Req

]

Travel Requests
1) Open the travel request to be reviewed.

2) Review the summary (header)
information, the segment detail, and the
expected expenses information.

/Hequem Id

339W

Travel Requests

Request Name

Trip to Sacramento

Travel Requests

o Summary

~

Segments €  Alocations >

X Air Ticket
Tue Jun 26

Outbound

From

-

a Car Rental $160.00 bnrd
Tue Jun 26

Seattle Tacoma Intl Arpt, Washington
Travel Requests

ey Hotel Reservation $275.00
Thu Jun 28
L » Allocations >
Expected Expenses / .
!
2 r Expense Type
Business Meal (attendees) $150.00 | Business Meal (attendees)
Wed Jun 27
]
Transaction Date
Wed Jun 27, 2012

Description

dinner with LenDev

3) Select Approve or Send Back.

Transaction Amount

$150.00
If you select Send Back, you will be i
prompted to enter a comment. U, Dellar
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Miscellaneous

Save Login ID and Auto Login

1) On the home screen, select Settings.

B e reed

Ju Aug 25 800 PM As

Paceanal

ik Upizad
4 a Car »
Exporg Focupt e

icane Flrene
strongihans, airtings waive
fegs and fees

bl BCSaG via

Thu Aug 25 600 PM RT

@ JohnnyJet #Amirak is
canceling wain senice for
FriSatiSun south of D.C.
Addsional cancellations may

Thu Aug 25 4:00 PM Its not
oo late fo plan: 5 "Endess

/

2) Select Auto Login to have Concur
log in automatically when you open
the app.

3) Select Save User Name to have
Concur remember and then provide
your ID at login.

NOTE: You must select Save User

~

\Name in order to use auto login. /

You have 5 unused l’wmn:l mhmlumll‘o Summer Yacations for
torporale ¢ard chargos mwwmm
Beyona i GahaA Connection Settings
T ot ﬂ BCRLE) | Joohmas tiaziupe | Server URI N
PIDTT creice oo syt Wt bt To https://concursolutions.com
= Login Settings
Am=sEEFwa = W' i“  Saie Uer ame @
Home  Trips Expenses Receipls Foporls Approvals Atendee  Car \ PApLEg M‘
Log
Send Log
Turn Off Twitter gache
On the home screen, select Settings. On the Settings screen, change ‘ Claaroek the:focal cache
the Show Twitter setting to OFF. Features
' Show Twitter [ on @)
L Reset to factory defaults

29|Page TeamWorks Travel

& Expense System Version Date: 07/30/14
State of Georgia




Check In with Locate & Alert
Users who are enrolled in the Concur's Locate & Alert service will be able to check-in using the iPad.

3:35 PM (@ Not Charging B}

|.l No Active Trips

1) Select Location Check
on the home screen.

Mon No
out how
- Zzz's when you're #flying
< [ SJEmm| Book Book Location > over seas - tips for #biztravel
Hotel Car Check shut eye:

g
Ex Check in with your current location for assistance
1o}

EEEE Current Location * 3 |
= F| | Eden Prairie, MN
m
You have 16 unused You have 5 ¥q
carporate card charges unsubmitted reports x Days Remaining at Location *
>
1 Hour
* - Try Tripit Wy
o o ,
cg
Tr'p't Organize your travel fol ) OFF )
Comment >

Home Trips

Expenses Receipts Reports Travel

Check In

2) On the Location Check In screen:

- Select your current location

- Select the number of days remaining at that location
- Indicate whether immediate assistance is required

- Enter a comment, if desired

3) Select Check In.

G
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