Correct a Travel Allowance Entry

When you discover a problem with a Travel Allowance you have the option to Edit,
Unassign, Reassign or Delete it from the TTE system. You also have the option to
correct only the Provided Meals for a Travel Allowance. The processes are the same for all
Travel Allowances.

Click the following links to access instructions to:
EDIT
UNASSIGN
REASSIGN
DELETE
CORRECT A PROVIDED MEAL

EDIT - Use the edit function to correct data in a meal already added to an Expense Report.

0 Open the Expense Report if it isn’t already open
0 Select Details and then Available Itineraries under Travel Allowances.

July InState TIJ_M‘ 6-31)

0 The Available Itineraries open.
0 Click on the name of the itinerary you wish to edit

B
Travel Allowances For Report: July InState Travel (7/16-31) 0O =

able lGneraties | Expenses & Adjustments || Reimbussable Allowances Summary

Dupartuie City Diater i Tirme » Asrival City DCiate and Time Arrival Rate Losation

@ Itinerary” July InState Travel (7/16-31)
A etta Con ia AQTHER01T 06 00 A0 Savannah, Ceorgia OTHER01T 10000 AN CHATHAM COUNTY, US-GA US
Savannah Georgia

OTMS201T 03.00 PM Alpharella Geurgia OTMS201T 0700 PM FULTON COUNTY, US.GA US

B e bt e ___sseadaiiest A meiie...  ase deecssshcessieend oS4

0 The itinerary will then be highlighted
0 The Edit and Unassign buttons are activated.



o Select Edit

[
Travel Allowances For Report: July InState Travel (7/16-31) - x

Create MNew Hinerary | Available lineraries | Expenses & Adjustments || Reimbursable Allowances Summary

Assigned Itineraries

Departure City | pate and Time « Arrival City Date and Time Arrival Rate Location
@ ltinerary: July InState Travel (7/16-31)
Alpharetta, Georgia 07/16/2017 06:00 AM Savannah, Georgia 07/18/2017 10:00 AM CHATHAM COUNTY, US-GA, US

Savannah, Georgia 07/19/2017 03:00 PM Alpharetta, Georgia 07/19/2017 07:00 P FULTON COUNTY, US-GA, US

0 The Edit Itinerary form opens
0 Select the checkbox next to the leg of the trip to be edited.

Travel Allowances For Report: July InState Travel (7/16-31)

Edit lfinerary | Available lineraries || Expenses & Adjustments || Reimbursable Allowances Summary

Itinerary Info

Itinerary Name Selection

| July InState Travel (7/16-31) ‘ Multiple Day Per Diem — In State (5t
Add Stop Delete Rows Import ltinerary Edit I MY SIOp

[] | oeparturecitys | Arival city Arrival Rate Location | Zzdll=Cl

Savannah, Georgia |
0 Alpharetta, Georgia Savannah, Georgia CHATHAM COUNTY, US-G...
07/16/2017 06:00 AM 071162017 10:00 AM

Date Time
= Savannah, Georgia Alpharstia, Georgia FULTOM COUNTY, US-GA, I 071972017 |l I 03:00 PM l
07/19/2017 03:00 PM 07/18/2017 07-00 PM
Arrival ity
IAIpnaretta Georgia |

Date Time
ID?FIQFQD‘W |l I 07:00 PM l

0 There are restrictions on what you can edit:
e You can edit times or departure and arrival cities
e To edit dates or to add additional stops, you must delete the final leg and then add new

stops
0 To delete a row select the leg to be deleted and then select Delete Row
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Travel Allowances For Report: July InState Travel (7/16-31) O x

Edit inerary il=ble Hineraries || Expenses & Adjustments || Reimbursable Allowances Summary

Itinerary
Itinerary Nami Selection

July InState Travel (7/16-31) || Muliple Day Per Diem - In State (st

Departure Ci
[N | peparture ity + | Arrival city Arrival Rate Location | ZILE

ISavannah Georgia |
O Alpharstta_Georgia Savannah_Georgia CHATHAM COUNTY, US-G__
0762017 06:00 AM 0762017 10:00 AM Date Time
= Savannah, Georgia Alpharetta Georgia FULTON COUNTY, US-GA, .. I 071182017 |] 03:00 P ]
07H92017 0300 PM OTHS/2017 07-00 P
Arival Gty

I Alpharetta, Georgia |

Date Time
I 079207 |] I 07:00 PM l

Go to Single Day Hineraries m

0 Select Yes to confirm that you wish to delete the row

L
Please Confirm x

‘You are about to delete selected itinerary rows. Once deleted, y, il have to create the
itinerary rows again. Are you sure you want to delete the selecte rary rows?

Yes Mo Cancel

0 Select OK to clear the deletion acknowledgement

Travel Allowance x

o Selected Itinerary Rows Deleted ‘

0 You may now enter data for the next leg in New lItinerary Stop for the return trip or the next
location you spent the night (for multiple day per diem) or the last business stop of the day (for
single day per diem).

0 Select Save
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ke
Travel Allowances For Report: July InState Travel (7/16-31) O x

Edit finerary | Available Hineraries | Expenses & Adjustments | Reimbursable Allowances Summary
ltinerary Info

Htinerary Name Selection

I July InState Travel (7/16-31) | Multiple Day Per Diem - In Stale (St
Add Stop 0 New Itinerary Stop

Departure City

o \ Departure City + \ Arrival City Arrival Rate Location | I ‘
Savannah, Georgia
o Alpharetta, Georgia Savannah, Georgia CHATHAM COUNTY, US-G..
07/16/2017 06:00 AM 0762017 10:00 AM o —
Iﬂ?/‘&/?m? | ISEOPM ‘
Arrival ity

| Valdosta, Georgia

Date Time:

Inma/zuw |] I?no el ‘

GotoSrueDaytieras | New>» ] oore |

o Enter as many additional locations where you spent the night as necessary (multiple day per
diem). Multiple day per diem is based on where you spent the night, so be sure to make an
entry for each location where you spent the night.

o Enter the information for your final leg, which generally is home.

0 Select Save

Ly
Travel Allowances For Report: July InState Travel (7/16-31) ox

Edil ltinerary | Available llineraries || Expenses & Adjustmenis || Reimbursable Allowances Summary
Itinerary Info

Itinerary Name Selection

| July InState Travel (7/16-31) | Multiple Day Per Diem — In State (St
Add Siop [E— New Itinerary Stop

Departure City

O | Departure City « ‘ Arrival City Arrival Rate Location |
IVabdusla Georgia |
O Alpharetta, Georgia Savannah, Georgia GHATHAM COUNTY, US-G.
0762017 06:00 AM 07/16/2017 10:00 AM Date Time
O Savannah, Georgia Valdosta, Georgia US-GA, UNITED STATES IDWIEWEDW |] |3 00 PM |
07H&2017 05:30 FM 07/18/2017 07-00 PM
Arival City

| Alpharstta. Georgia |

Date

Time
Iu—msrzuﬁ | Foo Pu |

Go to Single Day lineraries m

0 The updated itinerary data appears
NOTE: If you return from a trip with an overnight stay and left for another trip with an
overnight stay on the same day, they must be entered as a continuous trip for Travel
Allowance entry purposes.

e Example: You left Atlanta on 7/19 and went to Savannah, left Savannah on the 215 to
go to Valdosta, left Valdosta to return to Atlanta on the 22" and left Atlanta on the same
day (the 22" to go to Chicago and finally left Chicago on the 25" to return to Atlanta.
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Both trips would need to be entered as one continuous trip or you will not be reimbursed
for the correct Per Diem.
0 Select Next

Ikl'rave\ Allowances For Report: July InState Travel (7/16-31) Ox

Edit ltinerary | Available lfineraries || Expenses & Adjustmenis | Reimbursable Allowances Summary
ltinerary Info

Itinerary Name Selection

| July InState Travel (7/16-31) || Mutiple Day Per Diem — In State (5t

Departure ity

] | Departure City » | Arival city Arrival Rate Location |
I Alpharetta, Georgia |
o Alpharelta, Georgia Savannah, Georgia CHATHAM COUNTY, US-G...
0711612017 06:00 AM 07/1672017 10°00 AM Ea Time
o Savannah, Georgia Valdosla, Georgia US-GA, UNITED STATES I ‘] I ]
07/18/2017 0530 PM 07/1872017 07-00 PM
Arival Gity
o Valdosta, Georgia Alpharstta Georgia FULTON COUNTY, US-GA
07/19/2017 03:00 PM 07/182017 07-00 PM |
Date Time

E [ l

Go o Single Day lfineraries

o0 The adjusted allowable per diem allowances display

NOTE: In our example we adjusted the original trip to Savannah to add the leg to Valdosta
before returning to Alpharetta.

0 Select the check box next to meal periods (breakfast, lunch and/or dinner) to exclude any
provided meals from the allowable per diem.
0 Select Update Expenses

L3
Travel Allowances For Report: July InState Travel (7/16-31) O ox

Create New lfinerary || Available ltineraries || Expenses & Adjustments || Reimbursable Allowances Summary

Show dates from |J o |I a

Exciude |An [] | | DaterLocation « [Ercattast Providea Lunch Provided Dinner Provided | Allowance
- Y o = B =
- Y o B =
- e o B =
] 0771912017 = -

Valdosta, Georgia

Update Expenses [JeEREE

0 The Expense Report will be updated with any corrections necessary based on the new data
you entered.
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July InState Travel (7/16-31) p

=+ Mew Expense Import Expenses Details ~ Receipis » Print / Email ~
Expenses View v
|:| | Date = Expense Type Amount Requested 4

Adding New Expense

I:‘ 080712017 Fixed Meals $25.00 525.00
Centerville, Georgia q

Valdosta, Georgia

07/18/2017 Fixed Meals $22.00 $22.00
Valdosta, Georgia

07TM72017 Fixed Meals $29.00 $29.00
Savannah, Georgia

07162017 Fixed Meals $36.00 $36.00
Savannah, Georgia

0771972017 Fixed Meals $22.00 $22.00 j

O 0 O 0

UNASSIGN - Use the Unassign function to transfer a meal from an Expense eeport and
move it to Available Itineraries to be reassigned to another expense Report or delete it
from the TTE system.

0 Open the existing Expense Report with the incorrect Travel Allowance
0 Select the Details tab
o Select Available Itineraries from Travel Allowances section

July InState Trav 16-31)

+ NewExpense | ImporiExpenses  Defalls *  Receipls*  Print/ Email v
Report
Expenses P
Report Header
o \ Date Expense Type

Totals
Adding New Expense

Audit Trail

O 0771912017 Fixed Meals

Savannah, Georgi Approval Flow
] 07182017 Fixed Meals

Savannah, Georgi Comments
O 071712017 Fixed Meals

Savannah, Georgiy C2Sh Advances
] 071162017 Fixed Meals Available

Savannah, Georgi

Assigned -

Allocations
Allocations

Travel Allowances

New Itinerary
‘ Avaiable lineraries

Expenses & Adjustments

Reimbursable Allewances Summary

0 Locate the Travel Allowance Entry in the Assigned Itineraries section
NOTE: If entered properly each Itinerary has at least 2 lines and if it only has 1 line you may
get a system error message that won't let you process the itinerary.

o Click on the name of the problem itinerary to highlight it
0 Select Unassign
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Travel AHorﬂIces For Report: July InState Travel (7/16-31) O ox

Create Mew Ifin

Assigned /

Available ltineraries | Expenses & Adjustments | Reimbursable Allowances Summary

| Departure city | Date and Time Arrival City Date and Time Arrival Rate Location

@ Itinerary: July InState Travel (7/16-31)

Alpharetta. Georgia 07/16/2017 06:00 AM Savannah, Georgia 07/16/2017 10:00 AM CHATHAM COUNTY, US-GA US
Savannah, Georgia 07/18/2017 05:30 PM Valdosta, Georgia 07/18/2017 07:00 PM US-GA UNITED STATES
Valdosta, Georgia 07/19/2017 03:00 PM Alpharetta. Georgia 07/19/2017 07:00 PM FULTON COUNTY, US-GA, US

@ ltinerary: 08/01/2017 Augusta
Alpharetta, Georgia 08/01/2017 06:00 AM Augusta, Georgia 08/01/2017 10:00 AM RICHMOND COUNTY, US-GA, ..

Augusta, Georgia 08/01/2017 04:00 PM Alpharetta, Georgia 08/01/2017 06:45 PM FULTON COUNTY, US-GA, US

© lItinerary: 08/07/2017 Centerville

Alpharetta, Georgia 08/07/2017 06.00 AM Centerville, Georgia 08/07/2017 02:00 PM US-GA, UNITED STATES

Available [tineraries

| current tineraries ‘ v

Departure City

Date and Time » Arrival City Date and Time Arrival Rate Location

0 The ltinerary moves to Available Itineraries at the bottom of the window.
¢ You may need to scroll to locate the itinerary

! Traval Aliowances For Report: July InState Travel (7/16.31) L

i oo e ey () Sestites neweees () Erpesors b gpmeen () Arvetnesster Saminen Sumeuiny

PR —  Vesmemmiesco s S - AT 1P LRHTED STATES f
[re—— -
] Dt s Birvi = Airerid City Dite mevt Famr Kirrea! Hule L saen

9 earady CAROLRITT Auguss
< vila Cporpa SROLIETT 68 00 AR Supaula Goorga PESL2AT 1000 AN ESCHAMDND COUMTY US04
Agetin Gepa BT 8 0 P Lighassita, Gacrgia BABAIET G S PN FULTDH OOUNTY, U504 US

T

o0 The Travel Allowance ltinerary is now available for further adjustment.

NOTE: You may now completely delete this unassigned itinerary from the TTE system or reassign it
to another Expense Report.

DELETE - If the meal was just wrong and you want to delete it from TTE and the Expense
Report you must first unassign it from the Expense Report where it appears and then
delete it from Available Itineraries.

0 Select the Travel Allowance ltinerary to be deleted by selecting on the Itinerary name in the
Available Itineraries section. This will highlight it and make Delete and Assign available.
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o Select Delete.

Travel Allowances For Repot: July InState Traved (T716-31) =R

T ary ’
Stpery Gagr @nm Chafwrocga Sewensen ST T 8 B P LESTED STATES

e - =33
Dhrpinr e Dbt mitall T Asrirel Tty Dwbe dewll T i Arrre e Wl Los sdves
& itnerany SAT12T August
Aty Srugr BT G 20 A Augarty Jeorpae SREICOIT B 00 A RECHMSOND COUNT ¢ LS-0A,

dopnis Seagia ERARTET O B P diptarein Secrga BEALT LT 04 4% P FUALTOR COUMTY. LSOk, L3

0 Select Yes in the confirmation box to process the deletion

Please Confirm x

You are about to delete selected itineraries. Once deleted, you wj e to create the
itineraries and all the rows again. Are you sure you want to delst: elected itineraries?

Yes Mo Cancel

o The Travel Allowance lItinerary will be removed from the TTE System and the date will be
available for entry.

REASSIGN - If the issue was that you put a meal on the wrong Expense Report, first use
the Unassign feature to remove the meal from the incorrect Expense Report then assign
it to another.

0 Open the new or existing Expense Report you want to add the existing Travel Allowance
Itinerary to.

0 Select the Details tab

0 Select Available Itineraries at the bottom of the window

0 Select the itinerary you want to link from Available Itineraries at the bottom of the window by
clicking on the Itinerary name. This will highlight the item.

0 Select Assign

e o - |

= -
e S I Y R TN T el B A mwu Ve e SR VTOET bR e AR R PAAOND DOUSNT W LDk,
A pars mwae R TN T B B A arta e SR VITRNT Gf ark ur FULTGM COUNTT Ul-Ga US

| e
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0 The Travel Allowance Itinerary will move into Assigned Itineraries at the top of the window.
0 Select Next

Travel Allowances For Report: July InState Travel (7/16-31) 0%

4) Create New Hinerary °Avanamemnemes 3) Expenses & Adjusiments  (4) Reimbursable Allowances Summary

‘ Departure City | Date and Time & Arrival City Date and Time Arrival Rate Location

© ttinerary: July InState Travel (7/16-31)

Alpharetta. Georgia 07/16/2017 06:00 AM Savannah, Georgia 07HE/2017 10:00 AM CHATHAM COUNTY, US-GA, US
Savannah, Georgia 07/18/2017 05:30 PM Valdosta, Georgia 07H2/2017 07:00 PM US-GA, UNITED STATES
Valdosta, Georgia 07/19/2017 03:00 PM Alpharetta Georgia 07HS8/2017 07:00 PM FULTON COUNTY, US-GA, US

@ ltinerary: 08/01/2017 Augusta
Alpharetta, Georgia 08/01/2017 08:00 AM Augusta, Georgia 08/01/2017 10:00 AM RICHMOND COUNTY, US-GA, ...

Augusta. Georgia 08/01/2017 04:00 PM Alpharetta Georgia 08/01/2017 06:45 PM FULTON COUNTY, US-GA, US

@ ltinerary: 08/07/2017 Centerville
Alpharetta, Georgia 08/07/2017 0&:00 AM Centerville, Georgia 08/07/2017 02:00 PM US-GA, UNITED STATES

Available [tineraries

| current tineraries [~]

‘ Departure City | Date and Time » Arrival City Date and Time: Arrival Rate Location

Mo Available Itineraries Found

== Previous

0 Adjust the Travel Allowance for any provided meals if necessary
0 Select Create Expenses (or Update Expenses if it appears)

b
Travel Allowances For Report: July InState Travel (7/16-31) 0Ox

i) Create New itinerary (@) Available ltineraries () Expenses & Adjustments (@) Reimbursable Allowances Summary

Show dates from ‘I to ‘]
Exclude | All ] ‘ | Date/Location « I Breakfast Provided Lunch Provided Dinner Provided |I Allowance
07H&/2017 3500

Savannah, Geargia

(]

0772017

Savannah, Georgia 520.00
L
ST e
2‘:’.’;.‘5.;] georgia 536.00
L -
o0t 541.00

Chattanoega, Tennessee

reate Expenses [eEN]

0 The Expense Report is updated with the Fixed Meals Expense item
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Huly InState Travel (7/16-31)

+ NewExpenss | Import Expenses  Defalls  Receipls®  Print/ Email v
Expenses View s &
[1 |pate- Expense Type Amount Requested

Adding New Expense

O 07162017 Fixed Meals $36.00 $36.00
Savannah, Georgia

(] 0772017 Fixed Meals $29.00 $29.00
Savannah, Georgia

O 071182017 Fixed Meals 522 00 522 00
Valdosta, Georgia

(] 071192017 Fixed Meals 322,00 322,00
Valdosta, Georgia

O 08/012017 Fixed Meals $36.00 $36.00
Augusta, Georgia

O 08/07/2017 Fixed Meals 52600 52600
Centeville, Georgia

(] 08/082017 Fixed Meals $41.00 $41.00

Chattanooga, Tennessee

Correct a Provided Meal Only on an Existing Travel Allowance Entry

Use this process to correct a meal period (breakfast, lunch or dinner) incorrectly deducted from a Per
Diem on a particular day or to deduct a meal period that should have been deducted from the Per
Diem on a particular day.

o Open an existing Expense Report
0 Select the Details tab.
0 Select Expenses and Adjustments under the Travel Allowances section

(N
July InState Trav 6-31) 1

=+ Mew Expense Import Expenses Details ~ Receipls ~
Report
Expenses P
Report Header
| | Date & Expense Type
Totals
Adding New Expense
Audit Trail
| 07162017 Fixed Meals
Savannah, Georgi Apprg\ral Flow
O 0772017 Fixed Meals
Savannah, Georgi Comments
[} 07217 Fixed Meals
Valdosta Georgia Cash Advances
O 07192017 Fixed Meals Available
Valdosta, G .
faldosta, Georgia A,Ss\gned
| 08012017 Fixed Meals
Augusta, Georgia Allocations
| 0810772017 Fixed Meals .
Centerville, Georg Allocations
08/082017 Fixed Meal
O C';:“anufg:_ Tens Travel Allowances
New ltinerary
Available ltineraries

Expenses & Adjustments

Reimbursable Allowances Summary

0 The Expenses & Adjustments window opens.
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=
Travel Allowances For Report: July InState Travel (7/16-31) Ox

Create New Hinerary | Available ltineraries | Expenses & Adjustments | Reimbursable Allowances Summary

Show dates floml ‘J lol || ﬂ

Exciude | A [] | | Datertocation « | Breaktast Providea Lunch Provided Dinner Provided Allowance
=

071182017 s36.00

Savannah, Georgia

O

22’33{331.7‘3“.@3 529 00
T
T o
m-ﬁ?,gemgua 536.00
08/07/2017 w500

Centerville, Georgia

Update Expenses Cancel

0 Select or deselect any meal period to be excluded from the per diem.
0 Select Update Expenses

Travel Allowances For Report: July InState Travel (7/16-31) 0O x

Create New ltinerary | Available fineraries | Expenses & Adjusiments | Reimbursable Allowances Summary

Show dates Iluml o ‘

Exclude | All |:| | | DateilLocation Breakfast Provided Lunch Provided Dinner Provided Allowance
TS s

A
e
I e
m-:j:gemg.a 536.00
3';’&1’5,'32 Georgia 525.00

X 7

Update Expenses  [RvERtes)

e The Expense Report will open and the corrected Per Diems (Fixed Meals expenses) will
be updated on the Expense Report.
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	EDIT - Use the edit function to correct data in a meal already added to an Expense Report.
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