1. Open the Expense Report.

How to Copy an Expense Iltem

Manage Expenses Cash Advances ~

Normal Travel 02/01 to 28

Enterprise, Atlanta, Georgia

Details Receipts v Print / Email *
Expense Amount Requested
. Adding New Expense
O 0211812015 Parking $5.00 §5.00
PH Deck, Atlanta, Georgia
[} 021772015 Parking $5.00 $5.00
PH Deck, Atlanta, Georgia
[} 021772015 Personal Car Mileage $63.83 $63.83
[} 02114/2015 Hotel $525.00 $525.00
Ocean Plaza HOtel, Savannah, ¢
O Rental Cars Only $260.00 $280.00

New Expense

[SESSL TR Submit Report

) Show Exceptions

Available Receipts

Expense”| |

e below or type the expense type in the

dit an existing

@ Recently Used Expense Types

Personal Car Mileage
Hotel

Rental Car Fuel

All Expense Types

T N N T e

2. Select the item you wish to copy and click on Copy.

Parking
Rental Cars Only

Manage Expenses Cash Advances -

Normal Travel 02/07 tQ

@) Show Exceptions

Details + Receipts v Priny nail ¥
Expenses View * & | Expense ‘ Available Rec eipts
O Date ~ Expense 2quested
[]  o2rMe2ois  Parking 500 s5.00 View Reimbursement Rates
PH Deck, Aflanta, Georgia Expenss Typs Transaction Date Purpose of the Trip
[} 021712015 Parking $5.00 $5.00 I Personal Car Mileage v 0211712015 5| Normal Weskly Travel
PH Deck, Atlanta, Georgia
02M7i2015 Personal Car Mileage 253,83 553.82 From Loc ation To Location Payment Type
I 200 Piedmont Avenue SE, Atlanta, G )0 Spring Drive, Roswell, GA 3007! . Pocke 4
O 0211412015 Hotel §525.00 $525.00
Ocean Plaza HOtel, Savannah, ¢ Distance | Amount Trip Type Gomment
Im 3.83 USD |wv IIn-S(BIsTravsl v |
21132015 ental Cars Only X
02132015 Ri | Cars Onl; $280.00 $280.00
Enterprise, Atlanta, Georgia
“Vehicle ID Mumber of Passengers Distance to Date:
lPersana\Csr-T\erl ~ 0 o

Mileage Calculator

TOTAL AMOUNT

$878.83

TOTAL REQUESTED

$878.83

Note: Not all expenses can be copied. For example, Fixed Meals cannot be copied. When an

expense cannot be copied, the Copy button will be disabled.
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3. The new Expense Item will appear with a date 1 day later than the Expense Item you copied
with all the details identical to the item you copied from.

Manage Expenses Cash Advances ~

Normal Travel 02/01 to 28 ete repor: [

i Details * Receipts Print / Email * @) Show Exceptions
Expenses ) 0 B vewr « | NewExpense | Available Receipts
O Date~ Expense Amount Requested -~
. Adding New Expense Expense "||
.D 0218P01E Parking 500 00 ense, click the appropriate expense type below or type the expense type in the field above. To edit an existing
PH Deck, Atlanta, Georgia e on the left side of the page.
21182015
D 02/18/2015 Personal Car Mileage $63.83 $63.83 9 RSCentl"j‘ Used Ek’pE"TSE\ T‘)-’pE'S
D 02017/2015 Parking $5.00 $5.00
PH Deck, Atlanta, Georgia Personal Car Mileage Parking
D 0211712015 Personal Car Mileage $63.83 $6383 Hotel Rental Cars Only
Rental Car Fuel
O 021472015 Hotel §525.00 5525.00 entalGarFuel
A Ocean Plaza HOtel, Savannah, ( \
= All Expense Types
O 0211312015 Rental Cars Only $280.00 $280.00
Enterprise, Atlanta, Georgia Business Promotions «Other
Other Promotional Expense Miscellaneous
WW S e

4. Open the new item and update information that is different. For example, with Personal Car
Mileage you might need to change the Vehicle ID (reimbursement rate), Transaction Date or
scroll down to Mileage Calculator and select it to modify the stops for that day.

Manage Expenses Cash Advances

Normal Travel 02/01 to 28 oot Report [

Details » Receipts » Print / Email ¥ ﬂ Show Exceptions
Expenses = View & | Expense | Available Rec eipts
O Date~ Expense Amount Requested
] 02182015 Parking 55.00 35.00 View Reimbursement Rates
PH Deck, Atlanta, Georgia Expense Type Transaction Date Purpose of the Trip
02/18/2015 Personal Car Mileage $63.83 563.83 I Personal Car Milezge v I 0218/2015 EH I Mormal Weekly Travel
O 02172015 Parking $5.00 $5.00 From Loc ation To Location Payment Type
PH Deck, Atlanta, Georgia I 200 Piedmont Avenue SE, Atlanta, G 100 Spring Drive, Roswell, GA 3007 Out of Pocket ~
O 02/17/2015 Personal Car Mileage: $63.83 563.83
Distance : Amount Trip Type Comment
O 0271412015 Hotel §525.00 §525.00 111 |2e3as USD | v In-State Travel v |
A Ocean Plaza HOtel, Savannah,
O 02/13/2015 Rental Cars Only $280.00 $280.00
Enterprise, Atlanta, Georgia
Vehicle 1D Number of Passengers Distance to Date
I Personal Car - Tier | v 0 ]
s -
Mileage Calculator
TOTAL AMOUNT TOTAL REQUESTED m
Attach Rec eipt
$942.66 $942.66 ¢
2|Page TeamWorks Travel & Expense Version Date: 08/18/2015
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Calculate Route Make Round Trip

Deducted Commute Distance

Home
[ 100 Spring Drive, Roswel, €4 30075, U |

Office 21.5 Ml

| 200 Piedmont Avenue SE, Atlanta GA 3 |

[C) Deduct Round Trip
Directions

’161-225 Piedmont Avenue Scutheast, Atlanta, GA, USA

€9.7 mi - about 1 hour 13 mins
1. Head northeast on Piedmont Ave SW 0.7 mi
2. Tum right onto the ramp to I-75 N/I-B5 N 354 ft

TOTAL PERSONAL TOTAL BUSINESS

21.5MI 111.3 MI

¥ Deduct Commute

i O x
Mileage Calculator =
. — e = —
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Add Mieage to Expense Cancel

If you made any changes to the
Mileage to Expense.

waypoints or personal commute deduction, click on Add

Complete any required change to the item and click on Save and you are done.

Note: Copying repetitive Expense It
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Manage Expenses  Cash Advances =
Normal Travel 02/01 to 28 el = <o
Detals *  Receptsv  Print/Emailv @ show Exceptions
View " & | Expense Awsilable Receipts
[m} Expense Amount Requested
B o3 oo =00 5500 | View Reimbursement Rates
PH Deck, Atianta, Georgia Expense Type Transaction Date Purpose of the Trip
0212/2015  Personal Car Mileage $63.83 $63.83 I Personal Car Miesge ‘ v] | 0211812015 ‘_” | Normal Weekly Travel |
5] 02172015 Parking $5.00 $5.00 From Location To Location Payment Type
PH Deck, Atlants, Georgia [ 200 Fieamont avenue s atinta, 6| [ 100 Spring Drive, Roswet Ga 2007 | | outofPocket [v]
[] 02172015 Personal Car Mileage sa83 282
Distance : Amount Trip Type Comment
[0 o21az01s  Hotel ss25.00 552500 m |6 [uso [w ] [ n-state Traver [v]
AQ Otean Plaza HOtel, Savannah, ¢
[ 02132015 Rental Cars Only 528000 $280.00
Enterprise, Atlanta, Georgia
Vehicke ID Number of Passengers Distance to Date
| personaicar- Tier1 I~ [ 0
Mileage Calculator
TOTAL AMOUNT TOTAL REQUESTED
PR [ sstach Rece m
$942.66 $942.66 Q [ o | o] [conel]

ems can save you a great deal of time!
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