Travel Allowances — Overnight Stay —
Outside Georgia

If you do not use the Standard Itinerary form, Travel Allowances (meals per diem) for Travel
outside of Georgia will not calculate properly. You may enter meals on a hew expense report or to
an existing expense report with no existing Travel Allowance. 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 1. Multiple Day Per Diem with the Standard Itinerary to create Travel
Allowances with associated overnight stay(s).

Add Multiple 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 If required, 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
e 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 0Ox

o Create New ltinerary (2 Available Itinerafies (3 E: Adjustments
ltinerary Info
Itinerary Name Selection .

IAugusI Out of State (21 o 15 \ | 1. Muiligle Day Per Diem (SAD ‘ |
o | Departure city » | Aivai city Arrival Rate Location | Departure City ‘
Mo ltinerary Rows Found
Date Time
| 8 | |
Arrival Gity
Date Time
i N \

Go fo Single Day llineraries Gancel

e Select 1. Multiple Day Per Diem which is correct for meals with an associated
overnight stay outside of Georgia.
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.
e Enter the FIRST leg of your multiple day trip
o Enter the location you left from in the Depart from field
o0 Enter the data you left in the Date field
= Enter mm/dd/yyyy or click on the Calendar icon to select a date
0 Enter the time you departed in the Time field
= You must enter AM or PM
o Enter your arrival location in the Arrive in field
o0 The second Date field will default to the date entered above
o0 Enter the time of your arrival in the second Time field
= You must enter AM or PM
o Click on Save to save the information for the 1% leg of your trip

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

OCreateNewumarw 2) Available ltineraries 3) Expenses & Adjustments

[tinerary Info
Itinerary Name Seleclion
IAugusl Out of State (8-1 to 15 ‘ I 1. Multiple Day Per Diem (SAC | v ‘
Add Stop T New Itinerary Stop
[} ‘ Departure City » ‘ Arrival City Arrival Rate Location | B LI EL)

I Alpharetta, Georgia |

No ltinerary Rows Found
Date Time

| 08/06/2017 |:|| | 7:00 AM |

Amival City
‘Washington, District of Columbia |

Date Time .
IUSIOGFZDW |:|| |1030AM\ |

Go fo Single Day Hineraries Cancel
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The first leg of the trip will appear on the left side.

Travel Allowances For Report: August Out of State (8-110 15

o Edit ltinerary
tinerary Info

ltinerary Name

2) Available Itineraries 3B

Selection

|August0ut of State (110 15 | 1. Muttipie Day Per Diem (540)

xpenses & Adjustments

v ltinarary S
Add Stop import tinerary New Itinerary Stop
0 | Departure City « | Arival City Arrival Rate Location | RSl Eil
- . . ‘ashington, District of Columbia |
(] Alpharetta, Georgia ‘Washington, District of Colu... DISTRICT OF COLUMBIA. ...
08/06/2017 07:00 AM 08/06/2017 10:30 AM Date Time

NOTE: You
Washington
Diem associ

Now enter the NEXT or LAST leg of your trip

must enter EVERY location you spent the night. If you spent one night in
, DC and another in Alexandria, VA you must enter each location as a leg. Per
ated with an overnight stay is calculated based where you spent the night when

claiming Per diem associated with Out of State Travel including an overnight stay.

The location you are leaving defaults in Depart from field

You may correct if necessary

Enter the data you left in the Date field

Enter mm/dd/yyyy or click on the Calendar icon to select a date
Enter the time you departed in the Time field

You must enter AM or PM

Enter your arrival location in the Arrive in field

DO NOT USE locations that have (Single Day) in the name
The second Date field will default to the date entered above

Enter the time of your arrival in the second Time field

You must enter AM or PM

Click on Save to save the information for the last leg of your trip

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

o Edit llinerary
tinerary Info

Itinerary Name

I August Out of State (8-1fo 15 | 1. Multiple Day Per Diem (SAQ)

2 Available liineraries 3) Exp

Selection

enses & Adjustments

New Itinerary Stop

Deparlure City

Add Stop Import Hinerary
o | Departure City » | Arrivai city Arrival Rate Location |
] Alpharstta, Georgia Washinglon, District of Colu_ DISTRICT OF COLUMBIA
08/06/2017 0700 AM 08/08/2017 10.00 AM

I ‘Washington, District of Columbia

Date Time

In—arnwnﬁ |:H ﬁn PI |
Arrival ity

ITpharetla. Georgia |
Date Time.

|usfomuw |j\ |730 Pl |
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Go fo Single Day Hineraries Cancel

t leg of the trip will appear on the left side.
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Travel Allowances For Report: August Out of State (8-1 to 156

°Emlllinerary ) Available ltineraries 3) Expenses & Adjustments

Itinerary Info

Itinerary Name Selection

August Out of State (8-1to 15 1. Multiple Day Per Diem (SA0)

Add Stop Import Hinerary P
O | Departure city » | Arival city Arrival Rate Location IL'wm’"y
Alpharetta, Georgia |
O Alpharetta, Georgia Washinglon, District of Colu... DISTRICT OF GOLUMBIA. .. " E
081062017 0700 AM 081062017 1030 AM
Date Time:

| Washinglon, District of Colu... Alpharetta, Georgia FULTON GOUNTY, US-GA... &

081082017 0730 PM )

08/08/2017 04.00 PM

NOTE: If you returned from a trip with an overnight stay and left for another trip with an
overnight stay on the same day, you must enter them as a continuous trip for Per Diem entry

purposes.

Example: You left Atlanta on 1/19 and went to Orlando, left Orlando on the 215 to
go to Jacksonville, left Jacksonville 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.
Both trips would need to be entered as one continuous trip or you will not be reimbursed for

the correct Per Diem.

e Click Next.

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

osmt Htinerary (@) Available ltineraries (3 Expenses & Adjustments

[tinerary Info

inerary Name Selection

August Out of State (8-1 10 15 1. Multiple Day Per Diem (SAQ)
Add Stop e New Itinerary Stop
Departure City

O | Departure City + | Arrivai city Arrival Rate Location |
- - — I Ipharefta. Georgia |
[} Alpharetta, Georgia ‘Washington, District of Colu... DISTRICT OF COLUMBIA. ...
08/06/2017 07-00 AM 08/06/2017 10:30 AM
Date Time
D Washington, District of Colu... Alpharetia, Georgia FULTON COUNTY, US-GA, ._]
08/08/2017 04:00 PM 08/05/2017 07:30 PM &
Arrival Gity
Date Time
| = | ]

Go fo Single Day Hineraries Cancel

e The Itineraries you just assigned will appear
e Click Next
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Travel Allowances For Report: August Out of State (8-1 to 15 0%

) Create New Hfinerary (@) Available Itineraries (8 Expenses & Adjustments

Assigned Itineraries

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

@ itinerary: August Out of State (8-110 15
Alpharetta. Georgia 08/06/2017 07:00 AM ‘Washington, District of Columbia 08/06/2017 10:30 AM DISTRICT OF COLUMBIA, US-...
District of Columbia 08/08/2017 04:00 PM Alpharetta. Georgia 08/08/2017 07:30 PM FULTON COUNTY, US-GA, US

Available Itineraries

| Current Hineraries [~]

‘ Departure City ‘ Date and Time « Arrival City Date and Time Arrival Rate Location

@ ltinerary: August Trv (8/1 to 15)-00S
Alpharetta. Georgia 08/01/2017 06:00 AM Chattanooga, Tennessee 08/01/2017 09:00 AM HAMILTON COUNTY, US-TH, US
Chattanooga, Tennessee 08/03/2017 04:00 PM Alpharetta. Georgia 08/03/2017 07-00 PM FULTON COUNTY, US-GA, Ut

@ Iitinerary: 08/14/2017 Chattanooga
Alpharetta. Georgia 08/14/2017 06.00 AM Chattanooga, Tennessee 08/14/2017 09:00 AM HAMILTON COUNTY, US-TN,
Chattanooga, Tennessee 08/14/2017 05:00 PM Alpharetta Georgia 08/14/2017 03:00 PM FULTON COUNTY, US-GA, U!

‘:(: Previous N -

The Travel Allowances (Meals Per Diem) Appear

e Click on any Breakfast, Lunch or Dinner that was provided to you on this trip.
The system will adjust your Per Diem reimbursement amount for that meal
period

e Click on Create Expenses.

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

1) Create New Hinerary 2 Available Itineraries e Expenses & Adjustments

Show dates from | = ﬂ
Exciude |an [] | | Datenocation » IBreaMﬂxI Provided Lunch Provided Dinner Provided [ | Allowance

0810812017 - - -
Washington, District of Colu... 548.00

081072017 - - -
Washington, District of Colu... 56400

080812017 - - -
Washingtan, District of Colu__ 348.00

e . An Expense Entry called Fixed Meals will be created in your expense report
for each eligible Per Diem.

Amgust Out of State (8-1to 15 -

=+ New Expense ] Import Expenses Details * Receipts v Print / Email *

Expenses View

D | Date v Expense Type Amount Requested

Adding New Expense

[} 08/082017 Fixed Meals 548.00 43.00
‘Washington, District of Columbia

D 08/07/2017 Fixed Meals $64.00 $64.00
‘Washington, District of Columbia

D 08/06/2017 Fixed Meals 54300 545 00

‘Washington, District of Columbia
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Add Multiple Day Travel Allowances to an EXISTING Report

e Select the appropriate existing report from the Expense tab, Quick Taskbar or My
Tasks sections on the Home page that does not have any Travel Allowances. Click on

the existing Expense Report name to open it.

& concur

Authorization Auailabile Opan Caeh

Hellg, Sherry Requests Expences Reports Advances
MY TASKS

m Open Raquests m Avatable Exponsas > m . >

t 2 ” 9104 December Biz Travel (12118-31)
i ki Mg o Yau currenlly ave v available expenses. t
1101 Sl Day Meals (1111 10 12/18)
Sash Advances 0z

55700

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

August Out of S@J 6156

= tiew Expanse impert Lxpanses Datails = Feceipts - Pant { Email *
el Raport
Expanses
AT [aids Report Header :
2 = Toials |
Adding New Expense
- Audii Trall

Na Expenses Fourd Approval Flow
Commanis

Cash Advances
Available
Assigned

Allocations

Travel Allowances
Availabls Enaranias

Expansas & AdRstmants

Reimburaabla Allowances Summary

e The Travel Allowances entry form opens.

e
Travel Alowances For Report: August Out of State (-1 1o 15 =X
== S —
Barury s Tpacion
la..g._ur.\._:.wiu- 5118 15 Iumc.n..co..'u.n [y
[ Arveesl Coy R p— i"‘""“’”"-'

Nz M Foomey P owed

T —
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e Select 1. Multiple Day Per Diem which is correct for meals with an associated
overnight stay outside of Georgia.
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.
o Enter the FIRST leg of your multiple day trip
o0 Enter the location you left from in the Depart from field
o0 Enter the data you left in the Date field
= Enter mm/dd/yyyy or click on the Calendar icon to select a date
0 Enter the time you departed in the Time field
= You must enter AM or PM
o Enter your arrival location in the Arrive in field
0 The second Date field will default to the date entered above
o0 Enter the time of your arrival in the second Time field
= You must enter AM or PM
o Click on Save to save the information for the 1 leg of your trip

Travel Allowances For Report: August Out of State (8-1 to 15 x
ocrea(e Mew Hinerary 2) Available ltineraries 3) Expenses & Adjusiments
tinerary Info
Itinerary Name Selection
I August Out of State (8-1 to 15 I 1. Multiple Day Per Diem (SAQ | v
ew rary Sto|
O Departure City + Arrival City Arrival Rate Location Departure City
IAH:haretta Georgia
No liinerary Rows Found
Date Time
IUS-‘-)G:EU‘\F E |?-m AM
Arrival City
| Washington, District of Columbia
Date Time
IUS-‘-)G:EU‘\F ) |1u 30 AM|
) The first leg of the trip will appear on the left side.
Travel Allowances For Report: August Out of State (8-1 1o 15 O %
o Edit ltinerary 2) Available Itineraries 3 ) Expenses & Adjustments
tinerary Info
tinerary Name Selection
| August Out of State (3-110 15 1. Multiple Day Per Diem (SAO)
aw Itinerarv Sto
S
0o Departure City + Arrival City Arrival Rate Location Departure City
Washington, District of Columbia
(] Alpharetta, Georgia Washington, District of Colu... DISTRICT OF GOLUMBIA. ..
08/06/2017 07-00 AM 08/06/2017 10:30 AM _— T

PP RIS RIRY T G Ty  Tmsrgrecag e ey SR Y WA ST W e SEpege Ty v v

e Now enter the NEXT or LAST leg of your trip

NOTE: You must enter EVERY location you spent the night. If you spent one night in
Washington, DC and another in Alexandria, VA you must enter each location as a leg. Per
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Diem associated with an overnight stay is calculated based where you spent the night when
claiming Per diem associated with Out of State Travel including an overnight stay.

0 The location you are leaving defaults in Depart from field
= You may correct if necessary
o0 Enter the data you left in the Date field
= Enter mm/dd/yyyy or click on the Calendar icon to select a date
0 Enter the time you departed in the Time field
= You must enter AM or PM
o Enter your arrival location in the Arrive in field
= DO NOT USE locations that have (Single Day) in the name
0 The second Date field will default to the date entered above
o0 Enter the time of your arrival in the second Time field
* You must enter AM or PM
0 Click on Save to save the information for the last leg of your trip

Travel Allowances For Report: August Out of State (8-11t0 15 )

nsmtmnerar,- 3) Available Hineraries 3) Expenses & Adjustments

tinerary Info
ltinerary Hame Selestion
|Augusl0u( of State (8-110 15 | 1. Multiple Day Per Diem (SAQ)
- e
Add Stop import linerary New Itinerary Stop
D rh Cit
O | Departure City » | Arivai city Arrival Rate Location | epartire CHY
- — I‘Nasmnglun District of Columbia |
[H] Alpharetta, Georgia Washinglon, District of Colu... DISTRICT OF COLUMBIA. ..
08/06/2017 07-00 AM 08/06/2017 10:00 AM
Date Time
IUSFOSQ017 |_H I-'IDDPM |
Arrival Gity

IA\pharetta Georgia |

Dale Time:
08/082017 B |7an e

Go fo Single Day llineraries Cancel

e The last leg of the trip will appear on the left side.

Travel Allowances For Report: August Out of State (8-1 to 156 O
@ Edit ftinerary (@) Available ltineraries () Expenses & Adjustments
tinerary Info
Itinerary Name Selection
IAuguleut of State (8-11t0 15 | 1. Multiple Day Per Diem {SAO)
P
O | Departure city » | Arrival city Arrival Rate Location | S SIS SRR
D Alpharetta. Georgia ‘Washington, District of Colu DISTRICT OF COLUMBIA, Alpharetta, Georgia |
08/06/2017 07-:00 AM 08/06/2017 10°30 AM Date Time:
D emtmroraoen o Samaery 07 o FULTONCOUNTY LS 6. [ E |
NOTE: If you returned from a trip with an overnight stay and left for another trip with an
overnight stay on the same day, you must enter them as a continuous trip for Per Diem entry
purposes.
Example: You left Atlanta on 1/19 and went to Orlando, left Orlando on the 215 to
go to Jacksonville, left Jacksonville to return to Atlanta on the 22" and left Atlanta on the
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same day (the 22" to go to Chicago and finally left Chicago on the 25" to return to Atlanta.
Both trips would need to be entered as one continuous trip or you will not be reimbursed for
the correct Per Diem.

e Click Next.

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

osmt Mtinerary (@) Available lineraries (3 Expenses & Adjustments

[tinerary Info

inerary Name Selection

August Out of State (8-1 10 15 1. Multiple Day Per Diem (SAQ)
Add Stop e New Itinerary Stop

Departure Cit
O | Departure City + | Arrivai city Arrival Rate Location | ;“h "": ; - |
pharelta, Georgia
O Alpharelia, Georgia Washinglon, District of Colu...  DISTRICT OF COLUMBIA. . E
08/06/2017 0700 AM 08/06/2017 10:30 AM
Date Time
D ‘Washington, District of Colu... Alpharetta, Georgia FULTOM COUNTY, US-GA, ._]
0810672017 04:00 PM 081062017 0730 P 5
Arrival City
Date Time

| = | ]

Go fo Single Day Hineraries Cancel

e The Itineraries you just assigned will appear
e Click Next

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

4) Create New Mtinerary (@) Available Itineraries (8 Expenses & Adjustments

Assigned Itineraries

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

@ ltinerary: August Out of State (-1 1o 15
Alpharetta. Georgia 08/06/2017 0700 AM ‘Washington, District of Columbia 08/06/2017 10:30 AM DISTRICT OF COLUMBIA, US-
Washinglon, District of Columbia  03/03/2017 04:00 PM Alpharetta, Georgia 08/08/2017 07:30 PM FULTON COUNTY, US-GA, US

Available ltineraries

| Current Hineraries [~]

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

@ ltinerary: August Trv (8/1 to 15)-00S
Alpharetla, Georgia 08/01/2017 06:00 AM Chattanooga, Tennessee 08/01/2017 09:00 AM HAMILTON COUNTY, US-TN. US
Chattancoga, Tennessee 08/03/2017 04:00 PM Alpharetta, Georgia 08/03/2017 07:00 FM FULTON COUNTY, US-GA, Ut

@ itinerary: 08/14/2017 Chattanooga
Alpharetta. Georgia 08/14/2017 06:00 AM Chattanooga, Tennessee 08/14/2017 09:00 AM HAMILTON COUNTY, US-TH,
Chattanooga, Tennessee 08/14/2017 05:00 PM Alpharetta, Georgia 08/14/2017 05:00 PM FULTON COUNTY, US-GA, U:

o The Travel Allowances (Meals Per Diem) Appear

e Click on any Breakfast, Lunch or Dinner that was provided to you on this trip.
The system will adjust your Per Diem reimbursement amount for that meal
period

o Click on Create Expenses.
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Travel Allowances For Report: August Out of State (8-1 to 15

1) Create New linerary (@) Available Itineraries o Expenses & Adjustments

Show dates from | |I to ‘ ‘] o
Exclude | All [] | | DateiLocation + I Breakfast Provided Lunch Provided Dinner Provided |I Allowance

0810612017
Washingtan, District of Colu__ 548.00

0810712017
\Washingion, District of Calu._ 564.00

08082017
8 B B
\Washington, District of Colu_._ 348.00

m Create Expenses Cancel

¢ . An Expense Entry called Fixed Meals will be created in your expense report
for each eligible Per Diem.

Amgust Out of State (8-1 to 15

i + New Expense 1 Import Expenses Details ~ Receipts » Print / Email »
Expenses e
|:| ‘ Date~ Expense Type Amount Requested
Adding New Expense
|:| 08/0872017 Fixed Meals 545 00 54800
Washington, District of Columbia
(| 0810772017 Fixed Meals 64.00 564.00
Washington, District of Columbia
D 08/06r2017 Fixed Meals $45.00 $48.00

Washington, District of Columbia
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