Travel Allowances — Overnight Stay

If you do not use the Standard Itinerary form, Travel Allowances (meals per diem) will not
calculate properly. You may enter meals on a hew expense report or to an existing expense
report. This document shows both methods.

You may NOT add Travel Allowances for travel with and without an overnight stay on the same
expense report. When you select the Meal Type, it is set for that expense report. Choose the
Single Day lItinerary for Travel Allowances with no 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: December Biz Travel (12/15-31) ]

o Create New Itinerary 2 Available ltineraries 3 ) Expenses & Adjustments
[tinerary Info
tinerary Name Selection

l December Biz Travel (12/15-31) I 1. Multiple Day Per Diem (SAQ | w .

New Itinerary Stop

Add Stop
Departure Ci
O Departure City Arrival City Arrival Rate Location E y
Mo ltinerary Rows Found
Date Time
Arrival City
Date Time

Go fo Single Day Hineraries Cancel

2|Page

The system defaults the Selection box to 1. Multiple Day Per Diem which is correct
for meals with an associated overnight stay.

o0 Once you begin entering data, the Selection (Meal Type) cannot be changed
to allow entry of Single Day Meals on the same expense report. Single Day
meals have to go on a separate expense report.

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

o0 Enter your arrival location in the Arrive in field

0 The second Date field will default to the date entered above

0 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
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Travel Allowances For Report: December Biz Travel (12/15-31)

o Create New Itinerary 2 Avallable Hineraries 3 Expenses & Adjustments
[tinerary Info
Selection

Itinerary Name
| | 1. Multiple Day Per Diem (SAQ | |

I December Biz Travel (12/15-31)

Add Stop

O | Departure City «

New ltinerary Stop

Departure City

Arrival City Arrival Rate Location |
I Alpharetta, Georgia

No Itinerary Rows Found )
Date Time
| 121162016 E [ro0am |

Arrival City
ISavannah. Georgia ‘

Date Time

| 2162016 = B | .

Go fo Single Day lineraries Cancel

0 The first leg of the trip will appear on the left side.

Travel Allowances For Report: December Biz Travel (12/15-31)

@ Editrinerary 2 Available ftineraries 3 Expenses & Adjustments

Itinerary Info
Selection

ltinerary Name
1. Multiple Day Per Diem (SAQ)

| December Biz Travel (12/15-31)

Add Stop

| Departure City « Arrival City | Arrival Rate Location
Alpharetta, Georgia Savannan, Georgia CHATHAM COUNTY, US-G...
Date Time

0116/2017 07:00 AM 01/16/2017 11:00 AM
I = . =
b dp ot o WHM'—AW

e Now enter the NEXT or LAST leg of your trip

New [tinerary Stop

Departure City
I Savannah, Georgia

NOTE: You must enter EVERY location you spent the night. If you spent one night in
Savannah and another in Valdosta you must enter each location as a leg. Per Diem
associated with an overnight stay is calculated based where you spend the night when

claiming Per diem associated with 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

TeamWorks Travel & Expense
State of Georgia
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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

o Enter the time of your arrival in the second Time field
= You must enter AM or PM

o0 Click on Save to save the information for the last leg of your trip

Travel Allowances For Report: December Biz Travel (12/15-31)

oEditIlinerary 2 Available tineraries 3 Expenses & Adjustments

Itinerary Infa

ftinerary Name Selection
I December Biz Travel (12/15-31) 1. Multiple Day Per Diem (SAQ)

Add Stop

New [tinerary Stop

Departure City

O | Departure City « Arrival City Arrival Rate Location
- I Savannah, Georgia XE}|
O Alpharetta, Georgia Savannah, Georgia CHATHAM COUNTY, US-G_..
12/16/2016 07:00 AM 12/16/2016 11:00 AM Date Time
| 127192018 =i |
Arrival City
IAIphareﬂa Georgia
Date Time
| 12192016 | |eooem |

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

Go o Single Day lineraries Cancel

Travel Allowances For Report: December Biz Travel (12/15-31)

o Edit tinerary 2 Available ltineraries 3 Expenses & Adjustments

[tinerary Info

Itinerary Name Se
I December Biz Travel (12/15-31) 1. Multiple Day Per Diem (SAQ)

Add Stop

New Itinerary Stop

Departure City

|:| | Departure City a Arrival City Arrival Rate Location
IAIphareﬂa. Georgia !5'1'(
O Alpharetta, Georgia Savannah, Georgia CHATHAM COUNTY, US-G.
12/16/2016 07:00 AM 121162016 11:00 AM s Time
O Savannah, Georgia Alpharetta, Georgia FULTOM COUNTY, US-GA, . I || I
12/19/2016 04:00 PM 12/19/2016 08:00 PM

Arrival City

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.
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Example: You left Atlanta on 1/19 and went to Savannah, left Savannah on the
215t 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. 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: December Biz Travel (12/15-31)

Editltinerary || Available ltineraries || Expenses & Adjustments | Reimbursable Allowances Summary

Itinerary Info

Itinerary Name Selection
I December Biz Travel (12/15-31) 1. Multiple Day Per Diem (SAQ)

New ltinerary Stop

Add Stop
| Departure City

D ‘ Departure City « Arrival City Arrival Rate Location
I Alpharetta, Georgia |
0 Alpharetta, Georgia Savannah, Georgia CHATHAM COUNTY, US-G...
12M6/2016 07:00 AM 121672016 11:00 AM Date Time
Savannah, Georgia Alpharetta, Georgia FULTON COUNTY, US-GA, _.. I || I |
12/19/2016 04:00 PM 1219/2016 08:00 FM Arival City
Date Time
I = | |

Go to Single Day Hineraries m

e The Itineraries you just assigned will appear
o Click Next
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Travel Allowances For Report: December Biz Travel (12/15-31) Lx

Create Mew ltinerary | Available Itineraries | Expenses & Adjustments | Reimbursable Allowances Summary

Assigned Itineraries

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

@ ltinerary: December Biz Travel (12/15-31)

Alpharetta, Georgia 12/16/2016 07:00 AM Savannah, Georgia 12/16/2016 11:00 AM CHATHAN COUNTY, US-GA, US

Savannah, Georgia 12M19/2016 04:00 PM Alpharetta, Georgia 12/19/2016 08:00 PM FULTON COUNTY, US-GA, US

Available Itineraries

[Current ltineraries | v]

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

@ ltinerary: Bi-Wkly Trvl (11/1 to 15)

g Roswell, Georgia 1/07/2016 06:00 AM Savannah, Georgia 11/07/2016 10:15 AM CHATHAM COUNTY, US-GA,

B Savannah, Georgia 11/08/2016 05:30 PM Valdosta, Georgia 11/08/2016 07:00 PM US-GA, UNITED STATES

P vevaeaie e manie aammmna s AR Pes At e aamAmnae ATAn Aes e e T e e

e The Travel Allowances (Meals Per Diem) Appear
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

Travel Allowances For Report: December Biz Travel (12/15-31) DX

Create Mew ltinerary | Available ltineraries | Expenses & Adjustments || Reimbursable Allowances Summary

Show dates from to =l co

Exclude [All [] | | Date/Location » | Breakfast Provided Lunch Provided Dinner Provided I Allowance
12/16/2016
Savannah, Georgia B $27.00
(] 1211772016 B - w200
Savannah, Georgia .
i 1211812016
Savannah, Georgia ] ] [ $36.00
] 12/19/2016 B - - o0

Savannah, Georgia

<= Previous Create Expenses Cancel

e . Click on Create Expenses.

6|l]Page TeamWorks Travel & Expense Version Date: 01/04/17
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Travel Allowances For Report: December Biz Travel (12/15-31) X

Create Mew ltinerary | Available ltineraries | Expenses & Adjustments | Reimbursable Allowances Summary

Show dates frum‘ || tu| || m
Exclude | All O | | Date/Location « | Breakfast Provided Lunch Provided Dinner Provided Allowance
12162016
Savannah, Georgia $27.00
lal 121712016 &l | 52700
Savannah, Georgia .
a 121872016
Savannah, Georgia a B ] $36.00
(sl 1211972016 B ] & 827,00

Savannah, Georgia

<= Previous Create Expenses Cancel

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

December Biz Travel (12/15-31)

i == New Expense Details * Receipts = Print/ Email =

Expenses view s &
| Date = Expense Type Amount Requested

dding New Expense

I: 121972016 Fixed Meals 527.00 $27.00

Sawvannah, Georgia

121872016 Fixed Meals $36.00 $36.00
Sawvannah, Georgia

O 121772016 Fixed Meals $27.00 $27.00
Savannah, Georgia

l: 12M16/2016 Fixed Meals 327.00 327.00

Savannah, Georgia

Add Multiple 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.

7|Page TeamWorks Travel & Expense Version Date: 01/04/17
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| Help ~

. CONCUR Requests Travel Expense Approvals Reporting ~ App Center .
Profile ~ -

Administration ~

02 00 02 02

New Authorization Available Open Cash
Hello Sherry Requests Expenses Reports Advances
o~ —
MY TASKS
Open Requests Available Expenses > Open Reports >

01/04 December Biz Travel (12/15-31)
Authorization Requests 02 YYou currently have no available expenses.

11/01 Sgl Day Meals (11/1 to 12/15)
30200

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

Manage Expenses Cash Advances ~

Decem@uiz Travel (12/15-31) ses R

| 4 NewExpense | Defails*  Receipls+  Print/Email =
Report )
< ses .
Expenses Report Header View: & | New Expense ‘ Available Receipts
o 1 Date v Int Requested &
Totals -
Adding New Expen ) Expense Type | |
e Audit Trail | _ —_— _
To create a new expense, click the appropriate expense type below or type the expense type in the fieid above. To edit an existing expense,
Approval Flow click the expense on the lel side of the page
Comments

@ Recently Used Expense Types
Cash Advances

Hotel Personal Car Mileage
Available
Parking Tolls
Assigned
WMiscellaneous
Allocations
o All Expense Types
Allocations

Business Promotions .Other
Other Promotional Expense Laundry
Trade Shows Miscellaneous
vallable Mneraries Communications Notary Costs
Expenses & Adjustments Cellular Phone Office Supplies

Reimbursable Allowances Summary Internet Charges Other Operating Expenses-Passport & Visa
Local Phone Post Office Box Rental
TOTAL AMOUNT TOTAL REQUESTED Fostage

Long Distance
0.00 $0.00

Regisirati

e The Travel Allowances entry form opens.
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Travel Allowances For Report: December Biz Travel (12/15-31) ]

o Create New Itinerary 2 Available ltineraries 3 ) Expenses & Adjustments
[tinerary Info
tinerary Name Selection
l December Biz Travel (12/15-31) I 1. Multiple Day Per Diem (SAQ | w .
Add Siop New Itinerary Stop
Departure Ci
O Departure City « Arrival City Arrival Rate Location E y
No Itinerary Rows Found
Date Time
Arrival City
Date Time

Go fo Single Day Hineraries Cancel

9|lPage

The system defaults the Selection box to 1. Multiple Day Per Diem which is correct
for meals with an associated overnight stay.

o0 Once you begin entering data, the Selection (Meal Type) cannot be changed
to allow entry of Single Day Meals on the same expense report. Single Day
meals have to go on a separate expense report.

Enter the FIRST leg of your multiple day trip
o0 Enter the location you left from in the Departure Clty 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 Arrival City field

0 The second Date field will default to the date entered above

0 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

TeamWorks Travel & Expense Version Date: 01/04/17
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Travel Allowances For Report: December Biz Travel (12/15-31)

o Create Mew ltinerary 2 Available ltineraries 3 Expenses & Adjustments

[tinerary Info

Itinerary Name Selection
I December Biz Travel (12/15-31) | |1. Multiple Day Per Diem (SAQ | ~ |

New ltinerary Stop

Add Stop
Departure City

O | Departure City « Arrival City Arrival Rate Location |
I Alpharetta, Georgia {k‘
Mo linerary Rows Found )
Date Time
| 121162016 E [ro0am |
Arrival City
I Savannah, Georgia
Date Time
| 2162016 = B |

Go fo Single Day lineraries Cancel

0 The first leg of the trip will appear on the left side.

Travel Allowances For Report: December Biz Travel (12/15-31)

@ Editrinerary 2 Available ltineraries 3 Expenses & Adjustments

Itinerary Info

ltinerary Name Selection
I December Biz Travel (12/15-31) 1. Multiple Day Per Diem (SAQ)

New [tinerary Stop

Add Stop

O | Departure City a Arrival City Arrival Rate Location

Departure City
I Savannah, Georgia

O Alpharetta, Georgia Savannah, Georgia CHATHAM COUNTY, US-G...
01/16/2017 07:00 AM 01/16/2017 11:00 AM Date T

o 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
Savannah and another in Valdosta you must enter each location as a leg. Per Diem
associated with an overnight stay is calculated based where you spend the night when

claiming Per diem associated with an overnight stay.

0 The location you are leaving defaults in Depart from field
* You may correct if necessary
o Enter the data you left in the Date field

TeamWorks Travel & Expense Version Date: 01/04/17
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= 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
o 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: December Biz Travel (12/15-31) L=

o Edit linerary 2 ) Available ltineraries 3 Expenses & Adjustments

Itinerary Info

ltinerary Name Selection
I December Biz Travel (12/15-31) 1. Multiple Day Per Diem (SAQ)
Add Siop New Itinerary Stop
D rture Cif
(| | Departure City a Arrival City Arrival Rate Location ‘ eparture City
I Savannah, Georgia (;r|
|: Alpharetta, Georgia Savannah, Georgia CHATHAM COUNTY, US-G_
12/16/2016 07:00 AM 12/16/2016 11:00 AM Date Time
| 127192016 = B |
Arrival City

IAIpharena.Georgia |

Date Time

| 12192016 = B | l

Go o Single Day lineraries Cancel

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

Travel Allowances For Report: December Biz Travel (12/15-31) Ox

@ Edit ttinerary 2 Available ltineraries (3 Expenses & Adjustments

[tinerary Info

Itinerary Mame Selectic
I December Biz Travel (12/15-31) 1. Mult

New Itinerary Stop

Add Siop
Departure City

| Departure City » Arrival City Arrival Rate Location |
: IAIpharena. Georgia {&(
Alpharetta, Georgia Savannah, Georgia CHATHAM COUNTY, US-G...
12/16/2016 07:00 AM 12/16/2016 11:00 A _— -
Savannah, Georgia Alpharetta, Georgia FULTON COUNTY, US-GA, _ I ||:| I |
12/19/2016 04:00 PM 12M19/2016 08.00 PM

Arrival City

11| Page TeamWorks Travel & Expense Version Date: 01/04/17
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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 Savannabh, left Savannah on the
21s'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. 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: December Biz Travel (12/15-31) Lix

OEd\tItmerary 2 Available ltineraries 3 Expenses & Adjustments

Itinerary Info

Itinerary Name Selection
I December Biz Travel (12/15-31) 1. Multiple Day Per Diem (SAO)

New Itinerary Stop

Departure Ci
[0 | peparturecity. Arrival City Arrival Rate Location | = by

IA\phareﬂa Georgia {}{
|: Alpharetta, Georgia Savannah, Georgia CHATHAM COUNTY, US-G...
12/16/2016 07°00 AM 1216/2016 11:00 AM Tefe Time
O Savannah, Georgia Alpharetta, Georgia FULTON COUNTY, US-GA, ... I |‘ I |
12/19/2016 04:00 PM 12/19/2016 08:00 PM
Arrival City
Date Time
| E | |

lm

Go fo Single Day liineraries Cancel

e The Itineraries you just assigned will appear
e Click Next

12| Page TeamWorks Travel & Expense Version Date: 01/04/17
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Travel Allowances For Report: December Biz Travel (12/15-31) O x

1 Create New ltinerary 6 Available Hineraries 3 Expenses & Adjustments

Assigned Itineraries

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

ltinerary: December Biz Travel (12/15-31)

Alpharetta, Georgia 12M16/2016 07:00 AM Savannah, Georgia 12116/2016 11:00 AM CHATHAM COUNTY, US-GA, US
Savannah, Georgia 12/19/2016 04:00 PM Alpharetta, Georgia 12/19/2016 08:00 PM FULTCN COUNTY, US-GA, US

vailable Itineraries

| Current ltineraries | V]

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

@ ltinerary: Bi-Wkly Trvl (11/1 to 15}

Ei Roswell, Georgia 11/07/2016 06:00 AM Savannah, Georgia 11072016 10:15 AM CHATHAM COUNTY, US-GA, US
Ei Savannah, Georgia 11/08/2016 05:30 PM Valdosta, Georgia 11/08/2016 07:00 PM US-GA, UNITED STATES
B Valdosta, Georgia 11/09/2016 03:00 PM Roswell, Georgia 11/09/2016 07:00 PM FULTOM COUNTY, US-GA, U| -

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
Travel Allowances For Report: December Biz Travel (12/15-31) Ox
1) Create New itinerary (@) Available ttineraries (] Expenses & Adjustments
ow dates frcm| |] to| =l o
Exclude | Al [ | ‘ Date/Location . Breakfast Provided Lunch Provided Dinner Provided | I Allowance
12116720186
Savannah, Georgia D D D $27.00
121772018
Savannah, Georgia D D $27.00
a 121812018
Savannah, Georgia D D D $36.00
a 1211912016
Savannah, Georgia D D D $27.00
o . Click on Create Expenses.
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Travel Allowances For Report: December Biz Travel (12/15-31) X

Create Mew ltinerary | Available ltineraries | Expenses & Adjustments | Reimbursable Allowances Summary

Show dates frum[ |l tu[ |l m
Exclude | All O | | Date/Location « | Breakfast Provided Lunch Provided Dinner Provided Allowance
12162016
Savannah, Georgia $27.00
lal 121712016 &l | 52700
Savannah, Georgia .
O 121812016
Savannah, Georgia a B ] $36.00
(sl 1211972016 B ] &

Savannah, Georgia

l $27.00

<= Previous Create Expenses Cancel

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

December Biz Travel (12/15-31)

i == New Expense Details = Receipts = Print/ Email =

Expenses View *
|:[ | Date » Expense Type Amount Requested

Adding New Expense

] 121972016 Fixed Meals 527.00 527.00
Savannah, Georgia

] 12182016 Fixed Meals 536.00 536.00
Savannah, Georgia

] 12172016 Fixed Meals 527.00 527.00
Savannah, Georgia

] 121672016 Fixed Meals 527.00 527.00

Savannah, Georgia

14| Page TeamWorks Travel & Expense Version Date: 01/04/17
State of Georgia



	Travel Allowances – Overnight Stay
	Add Multiple Day Travel Allowances When Creating a New Report
	Add Multiple Day Travel Allowances to an EXISTING Report

