Single Day Travel Allowances — Outside of Georgia

If you do not use the Single Day Itinerary form, Travel Allowances (meals per diem) will not
calculate properly. You may enter meals on a new expense report or to an existing expense
report with no Travel Allowances. This document shows both methods.

You may NOT add Travel Allowances for travel outside of Georgia with and without an
overnight stay on the same expense report. You must create a separate Expense Report for
any other type of Travel Allowance. When you select a Meal Type, it is set as the default for
that expense report. Only use the Selection 2. Single Day Per Diem with the Single Day
Itinerary to create Travel Allowances with no associated overnight stay(s).

Add Single Day Travel Allowances When Creating a New Report

Select New Report in the Expense tab or in the Active Work section on the My Concur page.
Complete the required Report Header information

e Ifrequired, link any Travel Requests to the Expense Report
0 Click Add under Travel Request and select the appropriate Travel
Request(s) to link to the Expense Report
0 Click Save
¢ If you have an unassigned Cash Advance, you will be given the option to link it to
the Expense Report. You may select No and add it later.

e Travel Allowances dialogue box will appear.

0 Click Yes to enter them now or No to enter them later. (See Add Travel
Allowance to an Existing Expense Report section of this document)

Travel Allowances

9 Will this report include meals per diem?

v" Note: Travel Allowance = Meals Per Diem
e The Travel Allowances entry form opens.



Travel Allowances For Report: August Out of State (8-1 to 15 0O x

o Create New Hinerary 2) Available ltineraries 3) Expenses & Adjusiments

ltinerary Info
Itinerary Name Selection
August Qut of State (8-1to 15 ‘ I 1. Multiple Day Per Diem (SAD ‘ v |
New ey oo
Departure Cit,
O |oeparturecitys | Arival city Arrival Rate Location | S UDEL |
Mo Ifinerary Rows Found
Arrival City
Date Time

Go fo Single Day Hineraries Cancel

o Select 2. Single Day Per Diem which is correct for meals associated with Travel
outside of Georgia with no associated overnight stay.
o0 Once you begin entering data, the Selection (Per Diem Type) cannot be
changed to allow entry of Single Day Per Diem associated with Out of State
Travel on the same expense report. Single Day Per Diem associated with Out
of State Travel will have to go on a separate expense report.

NOTE: Once you begin entering data, the Selection (Per Diem Type) cannot be
changed to allow entry of Multiple Day Per Diem associated with Travel outside of

Georgia on the same expense report. Multiple Day Per Diem associated with Travel
outside of Georgia will have to go on a separate expense report

e Select Go to Single Day ltineraries at the bottom of the page.

Travel Allowances For Report: Aug t of State (8-11t0 15 Ox
o Create New Hinarary 3) Available Itineraries. enses & Adjustments
ltinerary Info
Hinerary Hame Selection
IAugusIOul of State (81 10 15 | Iz Single Day Per Diem (SAQ) ‘ v|
New nerary 0
O ‘ Departure City » ‘ Arrival City Arrival Rate Location | DeparkzGly)

Ho lfinerary Rovrs Found
Date

N,/

Go o Single Day ltineraries Cancel

o A confirmation box pops up; click Yes to confirm that you want to change to Single
Day lItineraries.
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Please Confirm x

9 Your changes may be lost if you proceed. Would you like to save these changes?

Mo Cancel

e If the form doesn’t switch to the Single Day Entry form, click Go to Single Day
Itineraries at the bottom of the window again — even if it says Go to Standard
Itinerary.

Travel Allowances For Report: August Out of State (8-1 o 15 oo

o Create New Hinerary 2 Available Itineraries 3 Expenses & Adjustments
Itinerary Info

Itinerary Name Selection

IAuguslUu( of State (3110 15 ] Iz. Single Day Per Diem (SAQ) ‘v]

O | veparturecity « | Arivar city Arrival Rate Location | ZeLiozCi

Mo Itinerary Rows Found

Date

Go fo Single Day Hineraries Cancel

e The Single Day ltinerary entry form opens

Travel ances For Report: August Out of State (8-1to 15 Ox

o Single Day Itineraries 2 Available lineraries 3 ) Expenses & Adjustments

Ghoose start date | 02142017

Exclu... ‘ Date | Start Location Depart | End Location

Arrive Depart| Back At... Hours
081472017 Monday An itinerary already exists for this day

08/15/2017 Tuesday
08/16/2017 Wednes..
08/17/2017 Thursday
08/18/2017 Friday
08192017 Saturday
081202017 Sunday

Save llineraries

Go fo Standard Hinerary Cancel

e The form opens with 7 days of dates automatically selected for the dates closest to
the date on your computer.

0 Enter the date you want to begin entering information for in Choose
Start Date.
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= Enter mm/dd/yyyy or use the calendar icon to select the date.
0 Click Go
0 The entry form now displays 7 days starting with the date you selected.
¢ If days were already used to claim Travel Allowance on this or any other Expense
Report, the form will indicate that the itinerary already exists.

&
Travel Allowances For Re August Out of State (8-1to 15 *

OSr‘g\e Day liineraries (2 Availa s (@) Expenses & Adjustments

| Choose start date | ggiper2017 |6

Exclu... | Date Start Location Depart | End Location Arrive Depart | BackAt... Hours
08/06/2017 Sunday
08/07/2017 Monday
08/08/2017 Tuesday
08/09/2017 Wednes.
08/10/2017 Thursday
08/11/2017 Friday

08/12/2017 Saturday

Go lo Standard Hinerary Cancel

For each day you want to claim a Travel (Meal Per Diem) Allowance enter your starting
location for that date in Start Location and click the Tab key.

e Enter the time (using am or pm) you left your Start Location in Depart and click the
Tab key.
o Enter your last business destination of the day in End Location and click the Tab
key.
e Enter the time you arrived at this final destination in Arrive and click the Tab key.
Enter the time you left this location in Depart and click the Tab key.
e Enter the time you arrived back at your point of origin in Back at Origin and click the
Tab key.
e Travel status time will display in the Hours column.
0 If you were on travel status 12 hours or more, you will be eligible for the Per
Diem
0 The state also requires that you travel more than 50 miles to and from your
home and office, that is on the honor system
e When you have entered all the meals for this week, click on Save Itineraries; the
itinerary updates
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I}fravel Allowances For Report: August Out of State (8-1to 15 O x

o Single Day Hineraries 2 Available Hineraries 3 | Expenses & Adjustments

Choose start ate | 051062017 ﬂ

Exclu..ll Date ‘ Start Location Depart | End Location Arrive Depart| BackAt... Huursl I
(] 08/08/2017 Sunday

08/0772017 Monday Alpharetta. Georgia 6:00 AM | | Chaftanooga, Tennessee 8:30 AM 5:00 PM 6:30 PM 12:30

08/08/2017 Tuesday Alpharetta, Georgia 7:00 AM | | Birmingham, Alabama 930 AM 3:30 PM 5:30 PM 10:30

08/09/2017 Wednes...

08/10/2017 Thursday

08/11/2017 Friday

Oooooo:o

081272017 Saturday

Save ltineraries

Go to Standard Hinerary Cancel

NOTE: If you have additional meals to enter for a different week, Save the Itinerary and change the
date in Choose start date and click go and enter that data. You can go back into your expense report

and add these additional meals any time prior to submitting the expense report.

NOTE: Any days where meals have already been requested on ANY expense report for the date period
displayed will show the message “An itinerary already exists for this day” or “Itinerary has been
created.” You cannot claim meals for the same day twice.

e Click on the Next button;

Travel Allowances For Report: August Out of State (8-1 to 15 O x

o Single Day Itineraries 2 Available tineraries 3 ) Expenses & Adjustments

Choose start uam‘ggmemﬁ a

Exclu... | Date | Start Location Depart | End Location Arrive Depart| BackAt... Hours

= 08/06/2017 Sunday

02/07/2017 Monday Itinerary has been created

08/08/2017 Tuesday Itinerary has been created

08/09/2017 Wednes

0810:2017 Thursday

08/11/2017 Friday

oo o

08M12/2017 Saturday

fe lineraries

Go to Standard Hinerary Cancel

e the Available Itineraries window opens. You can review the meals you just
entered.
e Click on Next.
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L
Travel Allowances For Report: August Out of State (8-1to 15 0O x

1) Single Day Itineraries o Available Hineraries 3 Expenses & Adjustments

Assigned Itineraries

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

@ ltinerary: 08/07/2017 Chattanooga

Alpharetta. Georgia 08/07/2017 06:00 AM Chattanooga, Tennessee 08/07/2017 028:30 AM HAMILTON COUNTY, US-TN, US

Chaftanooga, Tennessee 08/07/2017 05:00 PM Alpharetta, Georgia 08/07/2017 06:30 FM FULTON COUNTY, US-GA US

@ ltinerary: 08/08/2017 Birmingham

Alpharetta. Georgia 08/08/2017 07:00 AM Birmingham, Alabama 08/08/2017 09:30 AM JEFFERSON COUNTY, US-AL,...

Birmingham, Alabama 08/08/2017 0330 PM Alpharetta, Georgia 08/08/2017 05:30 PM FULTON COUMNTY, US-GA, US

Available ltineraries

| Current lineraries | v |

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

@ ltinerary: 07/20/2017 Centerville

Alpharetta, Georgia 07/20/2017 06:00 AM Centerville, Georgia 07/20/2017 03:00 FM US-GA, UNITED STATES

Centerville, Georgia 07/20/2017 05:00 PM Alpharetta, Georgia 07/20/2017 06:30 PM FULTON COUNTY, US-GA, US

@ ltinerary: 07/21/2017 Ball Ground
Alpharetta, Georgia 07/21/2017 0:00 AM Ball Ground, Georgia 0772172017 03:00 P US-GA, UNITED STATES

Ball Ground, Georgia 07/21/2017 04:00 PM Alpharetta, Georgia 07/21/2017 05:30 FM FULTON COUNTY, US-GA, US

@ ltinerary NAINAIPNAT Chattannnna

e The Expenses and Adjustments window opens displaying eligible meals.

e Click on the check box next to any meal that was provided to you for any days you
reported. The system will adjust your reimbursement amount for that meal period.

e Click on Create Expenses to transfer the meals to your Expense Report

Travel Allowances For Report: August Out of State (8-1to 15 0O x

4 Single Day lineraries 2 Available Hineraries B Expenses & Adjustments

Show dates lmm| || tn‘ ‘] a

Exclude | All D | | Date/Location « ‘ Breakfast Provided Lunch Provided Dinner Provided Allowance
—

senT0t? [ | 559.00
08/082017 50.00

Birmingham, Alabama

Create Expenses Cancel

e Expenses called Fixed Meals will be in your expense report for each day you
claimed at the allowable reimbursement amounts.
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; August Out of State (8-1to 15 e

=+ Mew Expense Import Expenses Details ~ Receipts - Print / Email
Expenses (¢
|:| | Date » | Expense Type | Amount| Requested

Adding New Expense

O 08072017 Fized Meals $59.00 $59.00
Chaffanooga, Tennessee

Add Single Day Travel Allowances to an EXISTING Report

e Select an existing report from the Expense tab, Quick Taskbar or My Tasks
sections on the Home page. Click on an existing Expense Report name to open it.

04 00

Mo Authorzation Awailable
Hello, Sherry Requests Expenses

Repons Advances

COMPANY NOTES

New Mikage FRates for CARnoar Year 2015
TR GSA MECENTY ANNOENCED TeVISEd MTES 100 CARNAAT Year 2016, TNE TOB0WING rales are APPICADEE 10 FAYe! TNAT OCCUTS ON OF ANer January 1, 2016,
Ther | Fates.  Automabile S 54 per mik
Motoroyche % ST per mike
Adrcran S1.17 per mike
Ther Il Rate. Govl Owned Avalable 519
FRead more.

MY TASKS

m Open Requests m Avallable Expenses > m Open R¥ports >

You currently have o avakble expenses P01 Sl Day Meals (1171 12 18)

Authonzation Requests a4 6400

e Click on the Details tab.
e Select New ltinerary under the Travel Allowances section

August Out of 5{*—1 to 15

& o Expenna ot Expansss Ostath +  Eeceiphs s Briot Smai -

snzes Report
el gy Ay Report Header
e = Expnne Typn '
| Totak
Adding New Expense S
Audit Trail
e Expenses Found Agpicval Blow

Comments

Cash Advances
Avallable

Assighed

Allocations

Travel Allowances
Available lineraries

Expanses & Adjustmants

Reimbursable Allowances Summary
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e The Travel Allowances entry form opens.

Travel Allowances For Report: August Out of State (8-1 to 15 Ox

o Create New llinerary (i@} Available ltineraries  (#3)) Expenses & Adjustments

ltinerary Info
Itingrary Name Selection
IAugusIOut of State (8-110 15 ‘ |1 Multiple Day Per Diem |_SAD‘ v]
= p—
Add Stop ) New Itinerary Stop
Departure Gity

|:| | Departure City « ‘ Arrival City Arrival Rate Location | |

No ltinerary Rows Found
Date Time

E | |

Arrival City

Date Time

]| |

Go fo Single Day Hineraries Cancel

e Select 2. Single Day Per Diem which is correct for meals associated with Travel
outside of Georgia with no associated overnight stay.
0 Once you begin entering data, the Selection (Per Diem Type) cannot be
changed to allow entry of Single Day Per Diem associated with Out of State
Travel on the same expense report. Single Day Per Diem associated with Out
of State Travel will have to go on a separate expense report.

NOTE: Once you begin entering data, the Selection (Per Diem Type) cannot be
changed to allow entry of Multiple Day Per Diem associated with Travel outside of

Georgia on the same expense report. Multiple Day Per Diem associated with Travel
outside of Georgia will have to go on a separate expense report

o Select Go to Single Day Itineraries at the bottom of the page.

Travel Allowances For Report: Aug t of State (8-1to 15 Ox

o Create New Ifinerary ({2 Available Itineraries enses & Adjustments
ltinerary Info
Hinerary Name Selection
I August Out of State (&1 1o 15 | | 2. Single Day Per Diem (SAC) ‘ - }
Add Stop import Hinrary New Itinerary Stop
O | Departure City « | Arrival city Arrival Rate Location | eparh Gy

Mo Hinerary Rows Found
Date

N/

Go o Single Day ltineraries Gancel
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e A confirmation box pops up; click Yes to confirm that you want to change to Single
Day Itineraries.

Please Confirm x

9 Your changes may be lost if you proceed. Would you like to save these changes?

Mo Cancel

e If the form doesn’t switch to the Single Day Entry form, click Go to Single Day
Itineraries at the bottom of the window again — even if it says Go to Standard
Itinerary.

Travel Allowances For Report: August Out of State (8-1 to 15 0O x

ocreala Mew liinerary @) Available Itineraries ({3} Expenses & Adjustments

Itinerary Info

Itinsrary Name Selection

IAugusI Out of State (81 o 15 ] |z. Single Day Per Diem (SA0) ‘ ~|

B
0o | Departure city « | Arrivai city Arrival Rate Location | Deparure City

No ltinerary Rows Found

Date

Save

Go fo Single Day Hineraries Cancsl

e The Single Day ltinerary entry form opens

Travel ances For Report: August Out of State (8-1to 15 0x

oquIe Day ltineraries (@) Available ltineraries (@) Expenses & Adjustments.

Chaose star date | 031472017

Exclu... | Date | start Location | Depart | End Location Amive Depart| BackAt... Hours
081472017 Mangay AP 1nerary already exists for this day

08/152017 Tuesday
08/16/2017 Wednes...
08/17/2017 Thursday
08/18/2017 Friday
08/192017 Saturday
08/20/2017 Sunday

Save Itineraries

Go fo Standard Ifinerary Cancel

e The form opens with 7 days of dates automatically selected for the dates closest to
the date on your computer.
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0 Enter the date you want to begin entering information for in Choose
Start Date.
= Enter mm/dd/yyyy or use the calendar icon to select the date.
0 Click Go
0 The entry form now displays 7 days starting with the date you selected.
If days were already used to claim Travel Allowance on this or any other Expense
Report, the form will indicate that the itinerary already exists.

Travel Allowances For Re August Out of State (8-1t0 15 =Ox

o Single Day ltineraries 7)) Avails s (3 Expenses & Adjustments

Choose start date | gaips2017 |

Exclu...

Date Start Location Depart | End Location Arrive Depart | BackAt... Hours
08/06/2017 Sunday

08/07/2017 Monday

08/08/2017 Tuesday

08/09/2017 Wednes...

081072017 Thursday

08/11/2017 Friday

08/12/2017 Saturday

Go fo Standard Hinerary Cancel

For each day you want to claim a Travel (Meal Per Diem) Allowance enter your starting
location for that date in Start Location and click the Tab key.

Enter the time (using am or pm) you left your Start Location in Depart and click the
Tab key.

o Enter your last business destination of the day in End Location and click the Tab
key.
¢ Enter the time you arrived at this final destination in Arrive and click the Tab key.
Enter the time you left this location in Depart and click the Tab key.
e Enter the time you arrived back at your point of origin in Back at Origin and click the
Tab key.
e Travel status time will display in the Hours column.
0 If you were on travel status 12 hours or more, you will be eligible for the Per
Diem
0 The state also requires that you travel more than 50 miles to and from your
home and office, that is on the honor system
e When you have entered all the meals for this week, click on Save ltineraries; the
itinerary updates
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I}fravel Allowances For Report: August Out of State (8-1to 15 O x

o Single Day Hineraries 2 Available Hineraries 3 | Expenses & Adjustments

Choose start ate | 051062017 ﬂ

Exclu..ll Date ‘ Start Location Depart | End Location Arrive Depart| BackAt... Huursl I
(] 08/08/2017 Sunday

08/0772017 Monday Alpharetta. Georgia 6:00 AM | | Chaftanooga, Tennessee 8:30 AM 5:00 PM 6:30 PM 12:30

08/08/2017 Tuesday Alpharetta, Georgia 7:00 AM | | Birmingham, Alabama 930 AM 3:30 PM 5:30 PM 10:30

08/09/2017 Wednes...

08/10/2017 Thursday

08/11/2017 Friday

Oooooo:o

081272017 Saturday

Save ltineraries

Go to Standard Hinerary Cancel

NOTE: If you have additional meals to enter for a different week, Save the Itinerary and change the
date in Choose start date and click go and enter that data. You can go back into your expense report

and add these additional meals any time prior to submitting the expense report.

NOTE: Any days where meals have already been requested on ANY expense report for the date period
displayed will show the message “An itinerary already exists for this day” or “Itinerary has been
created.” You cannot claim meals for the same day twice.

e Click on the Next button;

Travel Allowances For Report: August Out of State (8-1 to 15 O x

o Single Day Itineraries 2 Available tineraries 3 ) Expenses & Adjustments

Choose start uam‘ggmemﬁ a

Exclu... | Date | Start Location Depart | End Location Arrive Depart| BackAt... Hours

= 08/06/2017 Sunday

02/07/2017 Monday Itinerary has been created

08/08/2017 Tuesday Itinerary has been created

08/09/2017 Wednes

0810:2017 Thursday

08/11/2017 Friday

oo o

08M12/2017 Saturday

fe lineraries

Go to Standard Hinerary Cancel

e the Available Itineraries window opens. You can review the meals you just
entered.
e Click on Next.
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L
Travel Allowances For Report: August Out of State (8-1to 15 0O x

1) Single Day Itineraries o Available Hineraries 3 Expenses & Adjustments

Assigned Itineraries

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

@ ltinerary: 08/07/2017 Chattanooga

Alpharetta. Georgia 08/07/2017 06:00 AM Chattanooga, Tennessee 08/07/2017 028:30 AM HAMILTON COUNTY, US-TN, US

Chattanooga, Tennessee 08/07/2017 05:00 PM Alpharetta, Georgia 08/07/2017 06:30 FM FULTON COUNTY, US-GA US

@ ltinerary: 08/08/2017 Birmingham

Alpharetta, Georgia 08/05/2017 07-00 AM Birmingham, Alabama 08/08/2017 09:30 AM JEFFERSON COUNTY, US-AL, ...

Birmingham, Alabama 08/05/2017 03:30 PM Alpharetta. Georgia 08/08/2017 05:30 PM FULTON COUNTY, US-GA, US

Available ltineraries

| Current lineraries | v |

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

@ ltinerary: 07/20/2017 Centerville

Alpharetta, Georgia 07/20/2017 06:00 AM Centerville, Georgia 0772012017 03:00 PM US-GA, UNITED STATES

Centerville, Georgia 07/20/2017 05:00 PM Alpharetta, Georgia 07/20/2017 06:30 PM FULTON COUNTY, US-GA, US

@ ltinerary: 07/21/2017 Ball Ground
Alpharetta, Georgia 07/21/2017 0:00 AM Ball Ground, Georgia 0772172017 03:00 P US-GA, UNITED STATES

Ball Ground, Georgia 07/21/2017 04:00 PM Alpharetta, Georgia 0772172017 05:30 PM FULTON COUNTY, US-GA, US

@ ltinerary NAINAIPNAT Chattannnna

e The Expenses and Adjustments window opens displaying eligible meals.

e Click on the check box next to any meal (breakfast, lunch or dinner) that was provided
to you for any days you reported. The system will adjust your reimbursement amount
for that meal period.

e Click on Create Expenses to transfer the meals to your Expense Report

Travel Allowances For Report: August Out of State (8-1to 15 0O x

1) Single Day ltineraries 2 Available Itineraries o Expenses & Adjustments

Show dates from | || to ‘ ‘
Exclude | Al [] | | Date/Location « ‘ cakfast Provi | Lunch ooy | Dinper Provi ! | Allowance
[} 0810712017

Chattanooga, Tennessee ] O [} §59.00
] 0082017 B B won

Birmingham, Alabama

Create Expenses Cancel

e Expenses called Fixed Meals will be in your expense report for each day you
claimed at the allowable reimbursement amounts.

e Per Diem that did not meet the Statewide Travel Policy requirement of being away
for 12 hours or more calculate at $0.00. If all meal periods (breakfast, lunch and
dinner) were excluded the meal calculates at $0.00. Zero amounts will not transfer
to the Expense Report.
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; August Out of State (8-1to 15

=+ Mew Expense Import Expenses Details ~ Receipts - Print / Email
Expenses (¢
|:| | Date » Expense Type Amount Requested
Adding New Expense
O 08072017 Fixed Meals 559.00 $59.00

Chatfanooga, Tennessee

e In our example, the calculated Per Diem was $0.00 and did not transfer to the
Expense Report.
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