TeamWorks
Travel and Expense

Powered By Concur Technologies

Local TTE




Includes the following sections:

1|Page

TTE Shared User Administration Handbook
TTE Proxy Logon Handbook

TTE Cash Advance Handbook

TTE Reporting Handbook

Reconciliation Overview PPT

Attendees Handbook

TeamWorks Travel & Expense
State of Georgia

VersionDate 09 /22/2015



TeamWorks
Travel and Expense

Powered By Concur Technologies

TTE Local
Shared User




Table of Contents Shared User Administration

ST =T ot A o) o T A oo 0 0 T ST T e ] = 4
ST =T Lo T T2 @ A =T Y =Y 4
User Administration in Travel, EXxpense, and REQUEST........coviiiiiiii i eaaeean 4
User Administration Related ROIES @nNd ACCESS. ... ..ttt aaas 4
Role Assignment: Access and Related Product ASSIGNMENtS......ooiviiiiiiiiiiiiiiiaie e, 5
Segregating the User Administration DULIES . ...t 6
Two Frameworks for USer PermiSSIONS ... ...ttt 6
Suppressing Assignment of Roles Using Role Check Boxes in User Detalils .................... 6
Two Methods of Managing Roles in User PermiSSioNS .......oooiiiiiiiiiii i 7
The Password Manager ROIES ... ..t ettt e eaaees 8
Suppressing Access to the Password FUNCHION .......ccoviiiiiiii e eaeee e 8
Section 3: Available Permissions and ROIES..... ... e 9
TRVl T A . e 9
T o 1= 1T IR 1= o 1 16
REQUEST Ta ... e e e 25
=T oo ] 1 g o TR - o 26
Section 4: User AdmINIStration Page ..o e 28
BefOre YOU BogiN. ... e 28
oo =17 T o =T = AN e o 1 o 28
Searching for EXISTING USEIS ...t 29
Searching for Employees Without Managers .........couiiiiiiii i 29
Y=ol a1 T I {0 g =S Al U LS 29
AAING NEW U SBIS ..ttt ettt ettt et ettt ettt e et ettt e et e et eae e e aaeeenn 32
Yoo 1) Y/ T T TR =0T 13 a1 T U EST =T 32
Update General INformation ........ooiiiiii i et eeeaeeenn 32
Update MODiIle SetliNgsS ... et ae e as 33
Add Or Change EXPENSE APPIOVELS ...ttt ettt et et et an e eaane e eaaeeeeanneenn 34
Add or Change REQUEST APPIOVELS ....uuuet ettt e et e e an et an e eaan e eaneeeeanneea 34
Add or Change EXpense PreferEnCes ... ..o 35
Add or Change ReqUEST PreferEnCeS ...ttt e e eeeaeeens 35
Add Expense and Request Delegates ...t 35
Add or Change Reimbursement Method *Do we use this?? ... ..., 36
Add Expense Authorized Approvers or Cost Object APProvers .....ccvviiiiviiiiiiiienianenn. 37
Add Request AULNONIZEA APPIOVETS ... . ettt eaaeeens 39
Assign Locate & Alert User-LeVel StatUs .....c..voiiiiiii i e e eaaeee e 41
L= Tod LY 2= g o = T U LT 41
SeCHION 5. USEI PermMiSSIONS ..o et e ane e 43
Accessing the User PermisSSiONS Page .......oiiiiiiii i 43
Managing ROIES DY USEI NAIME ...ttt ettt et e e e e et e raneeeanees 44

2| Page TeamWorks Travel & Expense Version Date: 09/22/15

Shared User Administration




Managing ROIES DY ROIE ... .. e 49

Section 6: Viewing a History of Changes Made to an Employee ...........ccocoviiiiiiiinnn... 54
[2Y=T oTo] g w1 g Yo o] 8 T U =T =T gl @1 o T= 1 o T [T 54
Viewing a Report Detailing Changes Made to an Employee ...... ..o, 54

Assigning and Running the Reports for DisSplay.......ccoeveiiiiiii e eeeee e 54
Setting the Default REPOIT VIBW ... i 56

Document History

Date Notes/Comments/Changes \
First release of SOG Local Administrator Shared User Administration
Handbook. Adapted from Concur Technologies, Inc. materials.

Updated for software updates: new Report Detailing Changes Made
to an Employee, change in Delegate window in screenshots, new
03/31/12 note on Expense Cash Administrator role. Also, enhanced Document
History section, updated and increased screen shots in Section 4: User
Permissions to improve clarity.

Updated branding, changed references from Travel Request to
11/07/13 Request, renamed document TTE Local Administration: Shared User
Administration Handbook.

02/07/12

Added information about:
12/31/14 e Ul Preview role/permission
¢ Two user interfaces

07/06/15 Removed two user interface sections

07/27/15 Updated screenshots

09/22/15 Minor formatting adjustments.

3|Page TeamWorks Travel & Expense Version Date: 09/22/15
Shared User Administration




Section 1: Permissions

An agency administrator may or may not have the correct permissions to use this
feature. The administrator may have limited permissions, for example, he/she can
affect only certain groups and/or use only certain options (view but not create or
edit).

If an agency administrator needs to use this feature and does not have the proper
permissions, he/she should contact the TTE Global Administrator.

Also, the administrator should be aware that some of the tasks described in this
guide can be completed only by Concur. In this case, the client must initiate a
service request with TTE Global Administrator.

Section 2: Overview

The user administration section of Company Administration is used by Travel,
Expense, and Request administrators to modify user profiles. The user administration
page contains the fields used on the Employee Profile form in Expense and/or the
Travel Preferences fields from Travel. The fields displayed will vary depending on the
user role selected for the new user.

NOTE: The User administrator can be restricted from editing his/her own user profile.
To enable this setting, contact TTE Global Administrator to have the
appropriate module property updated.

The User Permissions functionality allows administrators to assign Travel, Expense,
and Request user roles. This feature is available to users with the Role Administrator
Expense role or Permissions Administrator role.

User Administration in Travel, Expense, and Request

Administering users can now be controlled by the type of user, allowing for
administrators that can access only Travel users, and administrators that can access
only Expense, or Request users.

NOTE: This feature does not prevent the client from administrating all types of users
at one time under a single role; instead this feature provides an additional
method of dividing the responsibility of administering users.

User Administration Related Roles and Access

The user assigned the Employee Administrator role has access to the User
Administration menu and access to the Expense and Request-related users and
functions:

e Expense/ Request user search
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Expense/ Request User role check boxes*
Expense/ Request Approver role check boxes™*
Expense/ Request Settings

Primary fields on the user details page

Can view users from their assigned employee groups and employee group
configurations when using the Expense Advanced Filters

Can view and optionally edit and register a car on behalf of a user
Can be restricted to read-only access for auditing purposes
* Check boxes can be removed from display to prevent assignment by the

role — refer to Suppressing Assignment of Roles Using Role Check Boxes in
User Details in this document for more information.

The user assigned the User Administration role has access to the User
Administration menu and access to the Travel-related functions:

Travel user search

Travel Wizard User role check box
Travel Settings

Primary fields on the user details page

Can view users from all groups unless the Divisional View setting restricts
them to only employees in groups they are a member of

Can be restricted to read-only access for auditing purposes

TIP: Provide both the Employee Administrator and the User Administration roles for
administrators that need access to Travel, Expense, and Request users.

Role Assignment: Access and Related Product Assignments
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When assigning either the Role Administrator or Permissions Administrator roles,
keep in mind the following logic used by the system to assign the role within other
modules as well.

Role Administrator: A user with the Role Administrator role has access to
the User Permissions menu and access to the Expense, Request, and
Reporting tabs.

¢ ASSIGN: Assign from the Expense, or Request tab. Assigns Role
Administrator to the specified user, and additionally assigns the
Permissions Administrator role under Travel.

+ REMOVE: Remove from the Expense, or Request tab; removes the role
from all excepting the Permissions Administrator role under Travel.

Permissions Administrator: A user with the Permissions Administrator role
has access to the User Permissions menu and access to the Travel tab.

¢+ ASSIGN: Assign from the Travel tab. Assigns Permissions Administrator
to the specified user, Travel only.
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¢+ REMOVE: Remove from the Travel tab. Removes Permissions
Administrator from the specified user, Travel only.

TIP: Provide both the Employee Administrator and the User Administration roles for
administrators that need access to Travel, Expense, and Request users.

Segregating the User Administration Duties

Best Practice for user security is to segregate the duties for:
e Creating users
e Assigning roles to users
e Maintaining user roles and preferences

e Auditing records under read-only roles

These roles allow segregation of these duties:

¢ Employee Administrator/User Admin: Provides access to the User
Administration function. The user can assign only the basic user roles
(Expense User, Travel User), using the check boxes in the user details page
that appears when you open a user for administration.

TIP: You can have these check boxes removed from display, preventing
assignment of these roles — see Suppressing Assignment of Roles Using Role
Check Boxes in User Details in this document for more information.

¢ Role Administrator/Permission Admin: Provides access to the User
Permissions function.

¢ User Maintenance/Employee Maintenance (Travel and all else,
respectively): Provides access to the User Permissions function, but without
the ability to create a new user account.

Two Frameworks for User Permissions
How user permissions are named and managed depends on the module:

e Permissions: Travel and Meeting related roles are called permissions and are
managed from the Travel tab in the user permissions section.

e Roles: Expense, Concur Insight (formerly Analysis/Intelligence), and
Request-related roles are called roles and are managed from the Expense,
Request, Reporting tabs in the user permissions section.

Suppressing Assignment of Roles Using Role Check Boxes in User Details

The user assignment check boxes can be removed from display to allow tighter
security control of role assignment, preventing a scenario where approval of a
substantial amount via a purchase order or expense is granted by way of role
assignment with intent to defraud.
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The feature works by suppressing the display of the check boxes. To do this, contact
the TTE Global Administrator requesting that the Allow User Admin to
Add/Update Expense Roles Console (HMC) setting be set to No.

Save and New Cancel

Travel Wizard User Reguest User

Inveice User Invoice Approver

If the feature is set to Yes, the
checkboxes appear on the User

AT el Details page. If the feature is set to
EXpense Approver [F] Authorized Suppert Contact No, the checkboxes do not appear.

D Company Bill Statement User D Company Bill Statement Approver

General Settings

CTE Login Mame* Password* Verify Password*®
(must be suffixed with & valid domain) (Blank to leave unchanged)

PatDavis@RandemVerbs.com

Title First Name* hiddle Name Nickname Last Name* Suffix
Pat R Davis

Account Activation Date Account Termination Date

02252014

Employee ID Email Address

(required for Expense, invoice or Request User) PatDavis@randomverbs.com

PatDavis Change Picture

Mobile Settings

D Remote wipe mobile device

Non-Employee Settings

Mon-Employee User Type (leave blank for StafffEmployees)® Sponsor Name® Sponsorship Start Date® Sponsorship End Date®
Edit
Make User an Employee

Two Methods of Managing Roles in User Permissions

Roles can be managed by two different methods:

By User Name: The administrator searches for the desired user, then selects
the user and the roles to assign.

By Role: The administrator searches for the desired role, then selects the
users to assign the role to.

The interface in the user permissions section changes depending on the method
selected. However, it always contains the following elements:
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Method selection box
Search area

User/Role selection box
Dual lists of roles or users

Group area
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The Password Manager Roles

Some clients need a user role that can update user passwords but does not have
other user administration access. To answer this need, two standard roles are
available, both called Password Manager. One role is available to clients with Travel,
and one is available to clients with Expense/ Request.

Clients with Travel and either Expense/Request can choose how to limit access to
users by assigning one or both roles:

e The role on the Travel tab in the user permissions section will grant access to
the users with the Travel feature enabled. If the Travel settings are set to use
Divisional Access, the user will only be able to view and update users in their
divisions.

e The role on the Expense or Request tab in the user permissions section will
grant access to the users with Expense or Request enabled. The administrator
can select the Expense groups (Request uses Expense groups) the user has
access to when assigning the role.

e If both roles are assigned, the user will be able to view and update users that
match their Travel divisional access (if enabled) and selected Expense group
(Request uses Expense groups).

NOTE: The users with Travel and either Expense and Request have one password for
all applications. When any of the Password Manager roles changes a
password, it changes for all applications.

Users with these roles will see the Password Manager link on the Company
Administrator page. These roles have the following access in Password Manager:

e User search functionality found in the user administration section
e Modify access to the Password fields on the user details page
e Read-only access to the Title, First Name, Middle Name, Nickname, Last

Name, Suffix, and Email fields on the user details page

All other fields on the user details page are hidden.

Suppressing Access to the Password Function

A module property is available that can prevent any password changes within
Concur. If the property setting is ON, all password fields in Company Admin (User
Administration or Password Administrator) become non-editable (deactivated):
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Company Admin

Approval Queues
Billing Administrator
Company Locations
Crg Unit Admin
Report Admin
Text Customization
@sswurd Administrator
Manage Custom Fields
Directory Server Admin
Company Settings
Share Custom Fields
Login URL Manager

User Administration

CUser Administration

Add User
Self-Registration Setup
Self-Registration Approval
Send Mobile Instructions
User Permissions
Company Groups

When a new user is added via the import the system provides a randomly generated
20-character password. **IS this true in our configuration?

Section 3: Available Permissions and Roles

The following lists contain the available permissions and roles for Expense, Travel,

and Concur Insight (formerly Analysis/Intelligence). The roles are separated into
tables based on the tabs in User Permissions.

Travel Tab

None of the Travel permissions are assigned along with a group.

Travel Tab

Permission Description
Administer Approval The user assigned this role can reassign approval requests.
Queue

You can assign this permission by itself.
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Travel Tab
Permission

Amadeus User

Description

The user assigned this role can access AeTM; requires
Amadeus configuration.

Billing Administrator

The user assigned this role can view bills from Concur.

You must assign this permission with one other administration
permission.

Company
Administration

The user assigned this role can access:

e Administer Approval Queue

e Billing Administrator

e Company Locations Administration

e Group and Shared Resources Administration

¢ Managed Meeting Center Admin (ONLY if the Third Party
Meeting Module has been enabled).

e Organization Unit Administration
e Permission Administrator

¢ Risk Management Admin (Used with Concur Risk
Management)

e Travel Policy Administrator
e User Administration

NOTE: When you also select the User Administration
permission, the User Permissions link becomes available in
Company Administration.

Company Discount
Administrator

The user assigned this role can add Travel site-level discounts.

This feature is available to the user when you select this
permission and the Allow Discount Editing option has been
enabled in the Company Travel Configuration for the customer
site.

Refer to the Concur Travel: Travel System Admin User
Guide, Company Travel Configuration, Other Information
section for additional assistance.

This permission must be combined with the Travel Policy
Administrator permission.

Company Link
Administrator

The user assigned this role can manage company-specific
links.

Once the permission in assigned, that user can access
Administration > Company > Company Admin >
Company Links Administrator.

Company Locations
and Maps

The user assigned this role can enter locations for travelers to
use when searching for hotels or off-airport car locations.

Concur Meeting
Accountant

The user assigned this role can add credit cards to a meeting
and download payment files; has access to all Meeting pages.

NOTE: This permission will appear only if you have enabled
Meeting via the new site setup work order.

TeamWorks
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Travel Tab
Permission

Concur Meeting Admin

Description

The user assigned this role can access Meeting administration;
allows Meeting administration with the Concur registration
module; has access to all Meeting pages except:

e Travel > Form of Payment

e Tracking > Payment (the Edit link is hidden from within
the Payment page)

NOTE: This permission will appear only if you have enabled
Meeting via the new site setup work order.

Concur Meeting
Planner

Allows user to access all Meeting pages except:
e Travel > Agency Settings
e Travel > Form of Payment

e Tracking > Payment (the Edit link is hidden from within
the Payment page)

Corporate Ghost Card
Administrator

The user assigned this role can access to the Corporate
Ghost Cards link on the Company Administration page.

NOTE: The Company Groups link and the links in the Group
Administration section are always present for anyone with
administrative privileges, but users can only edit (not add)
groups they own if they do not also have the Group and
Shared Resources Administration permission.

Custom Field
Administrator

The user assigned this role can access to the Manage
Custom Fields link on the Company Administration page.

NOTE: The Company Groups link and the links in the Group
Administration section are always present for anyone with
administrative privileges, but users can only edit (not add)
groups they own if they do not also have the Group and
Shared Resources Administration permission.

Employee Maintenance

The user assigned this role can manage employees, including
assigning roles, delegates, and preferences. However, they
cannot create a new user account.

Refer to the User Administration in Travel, Expense, and
Request section of this guide for more information about
assigning roles.

Group and Shared
Resources
Administration

The user assigned this role can view and modify groups.
You can assign this permission by itself.

NOTE: If a user owns a group or is in a group that owns a
group, the user will not be able to modify that group without
this permission. Ownership of a group provides no additional
access.

Guest Booking

The user assigned this role can create reservations for non-
profiled travelers.

Import Data
Administrator

The user assigned this role can import data from a customer
site, instead of logging into the agency site and selecting
Administration > Travel > Travel System Admin >
Import Data.

TeamWorks

Travel & Expense Version Date:
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Travel Tab
Permission

Localization Admin /
Localization user

Description

Localization Admin is assigned only to Concur employees.
Localization User is assigned only by a Localization Admin.

Locate & Alert
Administrator

The user assigned this role can access the location information
and send two-way communications to all enrolled Locate &
Alert users.

For more information about the Locate & Alert service,
refer to the Locate & Alert User Guide on the Concur
Support Portal.

Locate & Alert
Operator

The user assigned this role can access the location information
and send two-way communications to all enrolled Locate &
Alert users except those marked as "sensitive" (e.g.
executives and other travelers whose location need to be more
guarded)

Marking a user as "sensitive" is described in Assign Locate
& Alert User-Level Status in this guide.

For more information about the Locate & Alert service,
refer to the Locate & Alert User Guide on the Concur
Support portal.

Manifest Administrator

The user assigned this role can manage manifests.

Meeting Center
Developer Third Party

The user assigned this role can test screens and
documentation for a third-party meeting product with XML
integration.

NOTE: This permission appears only if you have enabled
Meeting via the new site setup work order.

Online Order Form
Access

The user (TMC) assigned this role can allow its agents to
access to the online order form.

NOTE: This permission is visible only when the Concur Travel
Reseller module is given to the TMC by Concur.

Concur TripLink User

The user assigned this role can use TripLink, if that service is
used by the company.

Organization Unit
Administration

The user assigned this role can create and edit organizational
units.

You can assign this permission by itself.

Password Manager

The user assigned this role can update passwords for Travel
users.

User will have read only access to the following fields on the
user details page in User Administration: Title, First Name,
Middle Name, Nickname, Last Name, Suffix, and Email.

Preventing Access: A module property is available to restrict
this role from changing passwords - contact Concur directly to
have the Password Access Restriction feature activated.

NOTE: The users with Travel and Expense have one password
for all applications. When any of the Password Manager roles
changes a password, it changes for all applications.

TeamWorks Travel & Expense Version Date: 09/22/15
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Travel Tab
Permission

Permission
Administrator

Description

The user assigned this role can access the User Permissions
menu and the Travel tab.

NOTE: This role is automatically assigned when the Role
Administrator role is assigned via Expense and Request.

Profile Sync
Administrator

The user assigned this role can update and retrieve passwords
from the Profile Sync Configuration page.

Profile User

The user assigned this role can update his/her profile only and
not have access to the Travel booking wizard.

NOTE: When a site is created, the 'ALL' group is automatically
added to the Travel Wizard User permission. You must
manually remove the 'ALL"' group from this permission if you
do not want travelers to have access to update both their
profile and make a reservation.

Make sure the Project team has access to the booking wizard
for testing purposes by creating another Group for that team,
and granting the appropriate permissions.

Report Admin

The user assigned this role can define who has access to
reports.

Refer to the Concur Travel: Company Administration User
Guide for more information on reports and report access.

You can assign this permission by itself.

Report User

The user assigned this role can view reports.

You must assign this permission in order for users to view
company reports; however, you must also assign individual
reports in the Report Admin.

Refer to the Concur Travel: Company Administration User
Guide for more information on reports and report access.

You can assign this permission by itself.

Risk Management
Admin

The user assigned this role can use the Concur Risk
Management feature.

Refer to the Authorization Request: Risk Management
Integration User Guide for more information.

Self-assigning
Assistant

The user assigned this role can assign themselves as an
assistant.

If you assign this permission to a user or group, those users
can select a traveler to assist.

Self-Registration
Approver

The user assigned this role can approve users who self-
register.

Sponsor

The user assigned this role can be assigned as the sponsor for
the guest user.
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Travel Tab

Permission Description

Travel Agent The user assigned this role can access Expert Agent (XA), if
you have also assigned the Company Administration
permission.

With this permission:

e The Travel System Admin link may be displayed but will
only provide data based on the backend setup.

e The Import Data link will appear within Company
Administration.

Travel Meeting Center The user assigned this role can use a third-party meeting
Admin Third Party product with XML integration administrator screens; allows
Meeting administration without the Concur registration
module.

NOTE: This permission will appear only if you have enabled
Meeting via the new site setup work order.

Travel Meeting Center The user assigned this role can access meetings to which
User he/she is invited (this is for both third-party and Meeting
products).

NOTE: This permission will appear only if you have enabled
Meeting via the new site setup work order.

Travel Policy The user assigned this role can administer Travel Policy.
Administrator You can assign this permission by itself.
Assigning this permission provides access to:

e Corporate Ghost Cards

o E-Receipt Admin

e Travel Admin

e Travel Rule Builder

e Travel Reporting

o Travel Templates (administering for all users)
o Credit Card BIN Restrictions

e Unused Tickets

e Meeting Center Admin
NOTE: This link appears if you have assigned Meetings
Admin permission or Travel Meeting Center Admin Third
Party permission.

e Manage Corporate Discounts
NOTE: This link appears if you have assigned both this
permission and the Company Discount Administrator
permission.

Travel Wizard User The user assigned this role can access to the Travel profile and
Booking Wizard to make online reservations.

This permission is automatically assigned to ALL (group).

Ul Preview The user assigned this role can preview the enhanced user
interface.
14| Page TeamWorks Travel & Expense Version Date: 09/22/15
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Travel Tab
Permission

User Administration

Description

The

Assigning this permission provides access to:
Add User

User Import

Self-Registration Setup

user assigned this role can modify and add Travel users.

User Admin (Read
Only)

The

Travel users.

user assigned this role can view but not modify and add

Web Services
Administrator

The

application to access the Concur web services.

user assigned this role can register or enable a partner

Refer to http://developer.concur.com for more
information.

zAuto-Cancel User

The

Concur Travel.
Reservations made by users with this permission:

user assigned this role can test general functionality in

Will not have custom PNR finishing remarks added

Will not be queued to any queues defined in the Agency
Configuration

Will not show in reports
Will be auto-canceled in the GDS after 4 hours

z_Demo/Training/
Practice AeTM User

The

The

AeTM and Expense; requires Amadeus configuration.

finishing will not be completed, and will be auto-cancelled by
the system after four hours.

user assigned this role can test the integration between

PNR will never appear in the agency's ticketing queue,

zDemo/Training/
Practice User

The

Concur Travel and other Concur products.
Reservations made by users with this permission:

When applied to a login ID, Concur's standard invoicing
practices will apply unless you utilize the non-invoiced policies.

NOTE: In emergency situations, you can use the agent
claimed remark to prevent bookings made with Z Demo
permission from being auto-cancelled.

user assigned this role can test the integration between

Will generate “demo” e-tickets and e-receipts
Will not have custom PNR finishing remarks added

Will not be queued to any queues defined in the Agency
Configuration

Will not show in reports
Will be auto-canceled in the GDS after 4 hours

TeamWorks Travel & Expense Version Date: 09/22/15
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Expense Tab
Role

Attendee Administrator

Description

The user assigned this role can view, modify,
and activate or inactivate any attendee
record in the system.

Group-aware: When assigning this role, one
or more groups must be selected.

Product Area

Expense

Attendee Administrator
(Read only)

The user assigned to this role is considered a
read-only auditor. The user can access and
view but not modify and activate or
inactivate an attendee record in the system.

Group-aware: When assigning this role, one
or more groups must be selected.

Expense

Authorized Approver

This is special approver role, which is not
assigned the same way as other roles.

Refer to the Expense: Workflow -
Authorized Approvers Setup Guide.

Expense

Budget Administrator

The user assigned this role can set budget
amounts and assign budget approvers.

Refer to the Shared: Budget Insight User
Guide, Expense: Budget Insight Setup
Guide, and the Authorization Request:
Budget Insight Setup Guide.

Shared with
two or more
Concur
products

Budget Approver

The user assigned this role can review and
approve expense reports using real-time
budget figures.

Refer to the Shared: Budget Insight User
Guide, Expense: Budget Insight Setup
Guide, and the Authorization Request:
Budget Insight Setup Guide.

Shared with
two or more
Concur
products

Card Program
Administrator

The user assigned this role manages the
company's purchase card program and
statement periods.

Group-aware: When assigning this role, one
or more groups must be selected.

Expense

Central Reconciliation
Processor

The user assigned this role processes
(matches) invoice transactions associated
with requests generated within the Request
product.

Group-aware: When assigning this role, one
or more groups must be selected.

Expense

TeamWorks
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Expense Tab
Role

Company Bill
Statement Approver

Description

The user assigned this role approves
statement reports. This user must also be
assigned the Expense Approver role.

Refer to the Expense: Company Bill
Statement Reports Setup Guide.

Product Area

Expense

Company Bill
Statement Processor

The user assigned this role views and
updates statement reports in Expense
Processor. This user must also be assigned
the Expense Processor role.

Group-aware: When assigning this role, one
or more groups must be selected.

Refer to the Expense: Company Bill
Statement Reports Setup Guide.

Expense

Company Bill
Statement Processor
(Audit)

The user assigned this role views statement
reports in Expense Processor in read-only
format. This user must also be assigned the
Expense Processor (Audit) role.

Group-aware: When assigning this role, one
or more groups must be selected.

Refer to the Expense: Company Bill
Statement Reports Setup Guide.

Expense

Company Bill
Statement Processor
Manager

The user assigned this role views, updates,
and deletes statement reports in Expense
Processor. This user must also be assigned
the Expense Processor Manager role.

Group-aware: When assigning this role, one
or more groups must be selected.

Refer to the Expense: Company Bill
Statement Reports Setup Guide.

Expense

Company Bill
Statement User

The user assigned this role reviews and
submits the purchasing card transactions in
the statement reports. This user must also be
assigned the Expense User role.

Refer to the Expense: Company Bill
Statement Reports Setup Guide.

Expense

Company Info
Administrator

The user assigned this role can update the
Company Info section in Profile > Profile
Settings.

Shared with
two or more
Concur
products

Concur Mobile User

Do not use; is not associated with
Concur's mobile app.

Cost Object Approver

This is special approver role, which is not
assigned the same way as other roles.

Refer to the Expense: Workflow — Cost
Object Approvers Setup Guide.

Expense

TeamWorks
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Expense Tab
Role

Employee
Administrator

Description

The user assigned this role can add and
manage employees, including assigning roles,
delegates, and preferences.

The user can only assign the basic user roles
(Expense User, Travel User), using the check
boxes on the User Details page. They may
also view and optionally edit and register cars
on behalf of a user.

Group-aware: When assigning this role, one
or more groups must be selected.

Refer to the User Administration in
Travel, Expense and Request section of
this guide for more information about
assigning roles.

B

Refer to Expense: Car Configuration
Setup Guide for information about
configuration and managing cars for the
user.

Product Area

Shared with
two or more
Concur
products

Employee
Administrator (Read
Only)

The user assigned to this role is considered a
read-only auditor. The user can view but not
add or edit employee records.

Group-aware: When assigning this role, one
or more groups must be selected.

Refer to the User Administration in
Travel, Expense and Request section of
this guide for more information about
assigning roles.

Shared with
two or more
Concur
products

Employee Maintenance

The user assigned this role can manage
employees, including assigning roles,
delegates, and preferences. However, they
cannot create a new user account.

Group-aware: When assigning this role, one
or more groups must be selected.

Refer to the User Administration in
Travel, Expense and Request section of
this guide for more information about
assigning roles.

Shared with
two or more
Concur
products

Expense Approver

The user assigned this role can approve
expense reports within an assigned group.

NOTE: This approver is also automatically
assigned as the Travel Approver if the
employee is a Travel user.

Expense

Expense Cash Advance
Administrator

The user assigned this role can view, issue,
and manage cash advance requests.

Group-aware: When assigning this role, one
or more groups must be selected.

Expense

TeamWorks Travel & Expense Version Date: 09/22/15
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Expense Tab

Role Description Product Area ‘
Expense Company The user assigned this role can: Expense
Card Administrator « Assign and unassign company cards
e« Map expense types to merchant category
codes
Group-aware: When assigning this role, one
or more groups must be selected.
Expense Configuration | The user assigned this role can fully Expense
Administrator manage (add, edit, delete):
e Expense group configurations
e Policies
e Expense-based forms and fields,
validations, and vendor lists
o Expense report and authorized approver
workflows
e Audit rules
e Expense types and expense categories
e« Payment types
e Account codes and account code
hierarchy
e Exceptions
e Car configuration and reimbursement
e Receipt handling, including payment hold,
scan configurations, receipt limits, and
receipt imaging
e Email reminders
e Reimbursement currencies
o Offline settings
e Configuration change log (view only)
Group-aware: When assigning this role, one
or more groups must be selected.
Expense Configuration | The user assigned this role can fully Expense
Administrator manage (add, edit, delete):
(Restricted) e Vendor list items
e Authorized approvers
e Audit rules
e Account codes
o Exceptions
o Personal and company car rates
¢ Receipt handling, including receipt limits,
payment hold, and scan configurations
e Email reminders
e Configuration change log (view only)
Group-aware: When assigning this role, one
or more groups must be selected.
TeamWorks Travel & Expense Version Date: 09/22/15
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Expense Tab

Role Description Product Area ‘
Expense Processor The user assigned this role: Expense
e Can view and update expense reports
within Expense Processor
e Cannot delete expense reports
The Access for Processor field limits the
reports the processor can view to these
options:
o Display all reports excluding returned
reports
o Display all reports including returned
reports
o Display only reports pending processor
step and beyond
Group-aware: When assigning this role, one
or more groups must be selected.
NOTE: The user should only be assigned one
of the Expense Processor roles. If the user is
assigned multiple Expense Processor roles,
the role with the greatest level of access will
be applied. The levels of access, from highest
to lowest, are:
1. Expense Processor Manager
2. Expense Processor
3. Expense Processor (Audit)
Expense Processor The user assigned this role: Expense
(Audit) « Can view expense reports within Expense
Processor
e Cannot update or delete expense reports
Group-aware: When assigning this role, one
or more groups must be selected.
NOTE: The user should only be assignhed one
of the Expense Processor roles. If the user is
assigned multiple Expense Processor roles,
the role with the greatest level of access will
be applied. The levels of access, from highest
to lowest, are:
1. Expense Processor Manager
2. Expense Processor
3. Expense Processor (Audit)
20| Page TeamWorks Travel & Expense Version Date: 09/22/15
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Expense Tab
Role

Expense Processor
Manager

Description

The user assigned this role can view, update,
and delete expense reports within Expense
Processor.

The Access for Processor field limits the
reports the processor can view to these
options:
e Display all reports excluding returned
reports

o Display all reports including returned
reports

o Display only reports pending processor
step and beyond

Group-aware: When assigning this role, one
or more groups must be selected.

NOTE: The user should only be assignhed one
of the Expense Processor roles. If the user is
assigned multiple Expense Processor roles,
the role with the greatest level of access will
be applied. The levels of access, from highest
to lowest, are:

1. Expense Processor Manager
2. Expense Processor
3. Expense Processor (Audit)

Product Area ‘

Expense

Expense Proxy Logon

The user assigned this role can log on to
Expense and act as a proxy user for other
employees within an assigned group.

Group-aware: When assigning this role, one
or more groups must be selected.

Expense

Expense Receipt
Processor

The user assigned this role can update the
receipt status for an expense report.

Expense

Expense User

The user assigned this role can create and
submit expense reports and cash advances if
those features are used by the user's
company.

Expense

Extract Administrator

Special role assigned by Concur's
Implementation department to clients who
are transitioning from the Standard Edition to
the Professional Edition.

This role provides access to the File Export
Configuration tool.

Expense

Fringe Benefits Tax
Administrator

Along with the Tax Administration role, the
user assigned this role can manage fringe-
benefit tax.

Expense

TeamWorks Travel & Expense Version Date:
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Expense Tab

Role Description Product Area ‘
Import/Extract A user assigned this role can: Shared with
Administrator ) « Manage (add, edit, delete) import, two or more
(formerly Integration extract, archive, and reporting Concur
Administrator) consolidation jobs products

e Schedule jobs

e View the system log
Import/Extract Monitor | A user assigned this role can view: Shared with
(forn_”le_rly Integration « Details of import, extract, archive, and two or more
Administrator - reporting consolidation jobs Concur
Restricted) products

e Job schedule

e System logs

Depending on configuration, this user may

also be able to:

e Upload import files

o Download extract files
Password Manager The user assigned this role can update Shared with

passwords for Expense users. two or more

User will have read only access to the Concur

products

following fields on the User Details page in
User Administration: Title, First Name, Middle
Name, Nickname, Last Name, Suffix, and
Email.

Preventing Access: A module property is
available to restrict this role from changing
passwords - contact Concur directly to have
the Password Access Restriction feature
activated.

NOTES:

e The users with Expense and Travel have
one password for all applications. When
any of the Password Manager roles
changes a password, it changes for all
applications.

e Group-aware: When assigning this role,
one or more groups must be selected.
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Expense Tab

Role Description Product Area ‘
Reimbursement A user assigned this role can view Expense Shared with
Auditor Pay functionality: two or more
« Funding Accounts Concur
) ] products
o Batch Configurations
e Card Programs
o Expense Pay Settings
e Current and Historical Batch List
o Daily Funding and Returned Amounts
e Payment Demand List
o Report Payees List
¢ Employee Banking Status
Reimbursement A user assigned this role can fully manage Shared with
Manager (add, edit, delete) Expense Pay functionality: | two or more
« Funding Accounts Concur
. ] products
e Batch Configurations
e Card Programs
o Expense Pay Settings
In addition, a user assigned this role can
view the following Expense Pay details:
e Current and Historical Batch List
e Daily Funding and Returned Amounts
¢ Payment Demand List
o Report Payees List
o Employee Banking Status
Group-aware: When assigning this role, one
or more groups must be selected.
Role Administrator A user assigned this role is granted access to | Shared with
the Expense and Request tabs through two or more
User Permissions. Concur
Group-aware: When assigning this role, one products
or more groups must be selected.
Refer to the User Administration in
Travel, Expense, and Request section of
this guide for more information.
Role Builder A user assigned this role can access the Role | Shared with
Builder functionality. two or more
Concur
products

TeamWorks
Shared User Administration
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Expense Tab

Role Description Product Area ‘
Shared Configuration The user assigned this role can fully Shared with
Administrator manage (add, edit, delete): two or more
« Feature hierarchies for Expense Reports | CONncur
and Vendor Payment Requests products
e Employee group configurations, including
assignment of the employee form
o Employee forms and fields, validations,
and custom and connected lists
o Expense and payment delegate
configurations
e Reimbursement currencies
o Imaging settings
e Ledgers
e Localization tasks
e Configuration change log (view only)
Group-aware: When assigning this role, one
or more groups must be selected.
Shared Configuration The user assigned this role can: Shared with
Administrator « View, add, edit, and delete custom list two or more
(Restricted) items Concur
) . . products
e View the configuration change log
Group-aware: When assigning this role, one
or more groups must be selected.
Tax Administrator The user assigned this role can fully Expense
manage (add, edit, delete) value added tax
(VAT):
e Tax configurations
e Rates
Training Administrator | The user assigned this role can access the Shared with
Training Administration tool to configure two or more
client-preferred Training landing page and Concur
the contents and contact information that products
displays.
Travel and Expense Do not use - this role is retired.
Pilot User
Travel and Expense The user assigned this role can access Shared with
User Concur. The user requires an additional role two or more
(Expense User, Travel User, etc.) to access Concur
Concur's products. products
Ul Preview The user assigned this role can preview the Shared with
enhanced user interface. two or more
Concur
products

TeamWorks
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Expense Tab

Role

Web Services
Administrator

Description Product Area
The user assigned this role can register or Concur
enable a partner application to access the Connect

Concur web services.

Refer to

http://www.developer.concur.com for
more information.

Request Tab

25| Page

Request Tab

Role

Request Administrator

There are several other roles available on the Request tab that are shared with other
Concur products. For a definition of each, refer to the Expense roles.

Description

This is one of the Request processor roles.

The user assigned this role can view and fully manage virtually
all requests.

Group-aware: When assigning this role, one or more groups
must be selected.

Refer to the Authorization Request: Processor User Guide.

Request Approver

The user assigned this role can approve requests within his/her
assigned group.

Request Auditor

This is one of the Request processor roles.

This is a read-only role. The Concur client can assign this role
to TMCs, to its own internal travel agent(s), or to any other
user that needs read-only access to requests.

Group-aware: When assigning this role, one or more groups
must be selected.

Refer to the Authorization Request: Processor User Guide.

Request Configuration
Administrator

The user assigned this role can fully manage (add, edit,
delete) all request-related features on the Request Admin
menu.

Group-aware: When assigning this role, one or more groups
must be selected.

Request Configuration
Administrator
(Restricted)

The user assigned this role can fully manage (add, edit,
delete):

e List management
e Segment types
e Travel agency offices

Group-aware: When assigning this role, one or more groups
must be selected.

TeamWorks Travel & Expense Version Date: 09/22/15
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Request Tab

There are several other roles available on the Request tab that are shared with other
Concur products. For a definition of each, refer to the Expense roles.

Role Description ‘
Request Event The user assigned this role can create a "master" event request
Manager for multiple event attendees.

This role must be assigned with the Request Proxy Logon role.

Request Proxy Logon The user assigned this role can log on to Request and act as a
proxy user for other employees within an assigned group.

Group-aware: When assigning this role, one or more groups
must be selected.

Request User The user assigned this role can create and submit requests.

Risk Manager This permission appears only if Request is integrated with
Concur Risk Management.

Group-aware: When assigning this role, one or more groups
must be selected.

Refer to the Authorization Request: Risk Management
Integration User Guide for more information.

TMC Agent This is one of the Request processor roles.

The Concur client assigns this role to one or more agents of its
Travel Management Company (TMC) or to the client's internal
travel agent(s). In some regions, it is appropriate for the TMC
Agent to access the request after the user submits it but before
the approver receives it. This way, the TMC Agent can add/edit
the segment amounts — ensuring accuracy for the request
approver.

Group-aware: When assigning this role, one or more groups
must be selected.

Refer to the Authorization Request: Processor User Guide.

Reporting Tab

Reporting Tab

Role Description

Budget Role for Cognos The user assigned this role can access the Budget module in
the Concur Insight (formerly Analysis/Intelligence) data
model.

Group-aware: When assigning this role, one or more groups
must be selected.

CAS Analyst Do not use - this role is retired.
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Reporting Tab
Role

Cognos Business Author

Description

The user assigned this role:

e Can use Concur Insight (formerly Analysis/Intelligence) to
view data for reports submitted at all hierarchical levels
within their assigned groups (as well as any data not
group-related)

e Are assigned the Business license type, which restricts
the features to which they have access

e Can:
¢+ Run existing reports

+ Create new reports or modify existing basic reports
using the basic tool — Query Studio

Group-aware: When assigning this role, one or more groups
must be selected.

Cognos Consumer

The user assigned this role:

e Can use Concur Insight (formerly Analysis/Intelligence) to
view data for reports submitted at all hierarchical levels
within their assigned groups (as well as any data not
group-related)

e Are assigned the Consumer license type, which further
restricts the features to which they have access

¢ Can run existing reports, with read-only access

Group-aware: When assigning this role, one or more groups
must be selected.

Cognos Professional
Author

The user assigned this role:

e Can use Concur Insight (formerly Analysis/Intelligence) to
view data for reports submitted at all hierarchical levels
(no group assignment required)

e Are assigned the Professional license type, which allows
access to all features

e Can:
¢+ Run existing reports

¢+ Create new reports or modify existing basic reports
using the basic tool — Query Studio

+ Create new reports or modify existing basic reports
using the advanced tool — Report Studio

¢ Schedule automatic report run

Group-aware: When assigning this role, one or more groups
must be selected.

TeamWorks Travel & Expense Version Date: 09/22/15
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Reporting Tab

Role Description

Consolidation This role is used by companies using the Reporting Database
Configuration that wish to consolidate the data from the current version
Administrator and previous versions.

The user assigned this role:

¢ Maps expense types and custom fields to a single
consolidated definition

¢ Can adjust other consolidation settings

NOTE: This role does not include access to Concur Insight
(formerly Analysis/Intelligence).

Dashboard User The user assigned this role can view the Best Practices
Dashboard.

NOTE: This role is not associated with any of the Concur
Insight (formerly Analysis/Intelligence) roles.

Section 4: User Administration Page

This feature requires the User Administrator employee role.

Before You Begin

Before using the user administration section, the Employee Profile form must be
configured.

Accessing User Admin

1. Click Administration > Company > Company Admin.
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2. Click User Administration (left menu).

Administration = | Help ~

Profile &

[ concur equests woice 4 s Reporting ~

Company =~  Request  Travel v Expense  Inwoice

Company Admin Home

User Administration

Company Admin [+] Add Mew User  Import Users User List for company: RandemVYerbs.com
Appraval Gueues Show Fiters
Biilling Administrator

Filters
Company Locations

Org Unit Adrmin @) Use Travel Advanced Fiters () Use Expense Advanced Fiters

Report Admin Manager: O, Lt Location

Text Customization Al Managers Bm All E| Al Locations: E|
Password Administrator
Manage Custom Fields
Directory Server Admin User Status_ Max Resuits
Company Settings Active B 25
Share Custom Fields
Login URL Manager Search Text Search hat
Narme, Email, Log-in B
User Administration
Columns To Display
Add User Login ID [¥] Manager (V] Org. Unit[¥] Jab Tiie

Self-Registration Setup
Self-Registration Approval
Send Mobile Instructions
e Eamtsatns alleflclofleffrfa|nffrfalfelcfmniofr|a|rRsTfule|w|x]|]z
Cormpany Groups

Travel Administration

Please search for an employee. You can click on a letter to find all employees with that last name.
Corporate Ghost Cards

Searching for Existing Users

The User administrator can search for existing Travel or Expense users. Users with
access to both applications will appear in either search.

Searching for Employees Without Managers

The Managers field in the search options is used to find employees that do not have
a manager/approver assigned.

e When Expense Advanced Filters is selected, the No Manager option in the
Managers field will cause users who meet all the other search criteria and do
not have an Expense manager/approver to display.

e When Travel Advanced Filters is selected, the No Manager option in the
Managers field will cause users who meet all the other search criteria and do
not have a Travel manager/approver to display.

e Select the All Managers option in the Managers field to display users
regardless of whether they have a manager assigned.

Searching for Test Users

The Expense Test Users field in the search options is used to include or exclude
employees of type Test User if any users of this type exist in the system (that is, it
will not appear is the system does not detect one or more Test Users).

e All Users: The filter is ignored, and all test users are returned.

e Exclude Test Users: Return the search results without including any Test
Users.

e Only Test Users: Include only Test Users in the results of the search.
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P To search for Expense users:

1. On the user administration page, select (enable) the Show Filters

to view the search fields.

check box

User Administration

[+] Add Mew User  Import Users

Showy Fitters

Filters

(@ Uze Travel Advanced Fitters () Use Expense Advanced Filters

Manager: Org. Unit: Location

All Managers lzlm All El All Locations El

Uzer Status Max Results
Active E| 25 El

Search Text Search Whiat
Matme, Email, Log-in E|

Select Use Expense Advanced Filters.

Filters

(1 se Travel Advanced Fitter

=& Expense Advanced Fiﬂ@
Manager: Employee Group Configurstion:  Expense Test Users

Al Managers El Al Users | Can Access El Al Uzers B

Uzer Status hax Rezultz
Active E| 25 E|
Search Text Search What

Mame, Email, Log-in E|

NOTE: The Expense Employee Administrator role is required in order to see

the Expense search filters.

Enter the search criteria.

TeamWorks Travel & Expense Version Date:
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4. Select (enable) the check boxes next to the desired columns to display.

Columns To Display

Login 1T Manager Employes Group Configuration Etmail Employee [T

5. Click Search.
P To search for Travel users:

6. On the user administration page, select (enable) the Show Filters check box
to view the search fields.

User Administration

[+] Add Mew User  Import Users

Showy Filters

Filters

@ Usze Travel Advanced Fiters () Use Expense Advanced Fiters

hanaget: Org. Unit: Location

All Managers Bm Al B Al Locations B

Uzer Status Max Results
Active E| 25 El

Search Text Search What
Matne, Email, Log-in E|

7. Select Use Travel Advanced Filters.
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Filters

hlanaget: Org. Unit:
All Managers E| m Al

Uzer Status hax Resultz
A ctive B 25 B
Search Text

@se Travel &Advanced F@- “IUze Expenze Advanced Fiters

Location

E| Al Locations E|

Search What

Marme, Email, Log-in E|

8. Enter the search criteria.

9. Select (enable) the check boxes next to the desired columns to display.

Columns To Display

Login ID r.1ﬂnﬂger Org. Un'rtut:-T'rtIe

10. Click Search.

Adding New Users

New users are added via the HCM import process. Administrators cannot add new

employees.

Modifying Existing Users

Update General Information

> To update general information:

11. On the user administration page, locate the desired user.

AB C||D EfFfG@|H|I{I|K|L|M[N|]OI|P

Org. Unit

Qflr|s|T|ufv

Wk Y| 2

Manager

Login ID

3 Records Found  Get All
PROFILE

Last a /First Job Title
PatDavis@Randomyerbs com Browen, Terry ﬁ
Defta, Dawn ddi@randomverks com Brown, Terry &
12. Review the user's information and make any needed updates.
Version Date: 09/22/15
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Trarel Wizard Lser
Request Approver
Expense Approver
Invoice User

D Company Bill Statemert User

Save and hew

Reruest User

Expense User

[] awthorized Suppart Cortact
Invoice Approver

D Company Bill Statement Approver

General Settings

CTE Login Mame*
(st be suffixed with & valid domain)
PatDavis@Randomyerbs com

Pazsword®
(Blank to Jeave dnchanged)

Werify Password®

Tile: First Mame* Miclclle Marme: Last Mame* Sutfix
B Pt R Diarviz

Accourt &ctivation Date Accourt Termination Date

0272572014

Employee D
frequired for Expense, invoice or Request User]

Micknatme:

Email Address
PatDavis@randomyverhs com

PatDavis Change Picture

NOTE: The role check boxes (Expense User, Expense Approver, etc.) may be
hidden to prevent assignment by the administrator — consult your TTE
Global Admininstrator for more information.

Update Mobile Settings
» To update mobile settings:

While editing user information, the Mobile Settings section may appear.

Mobile Settings

|:| Femote wipe mokile device

Select the check box as appropriate.

Note the following:

e The Remote wipe mobile device check box (in the Mobile Settings
section) appears only for users who have completed the Mobile Registration
page (entered a PIN).

e If an administrator selects this check box, the user's PIN is set to null (blank).
The next time the user tries to log in, all cached device data is cleared.

e This flag will also be set automatically by the system if the user enters the
wrong PIN five times. Consecutive failed attempts are tracked on the device.
If the user exceeds five, the PIN is set to null (blank) and all cached device
data is cleared.
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Add or Change Expense Approvers

P To add or change approvers:

1. On the user administration | Approvers for Pat Davis
page, to add Expense
approvers, click
Approvers (in the
Expense Settings
section). The Approvers

window appears. Default approver for your
expense reports.

Save

Specify the user's approvers.

NOTE: The cash advance
approver field will
only appear if that

feature has been erryBrowni@randomverbs.com - Terry Brow

activated for your

Default approver for yvour cash advance reguesis.

Search by employee name, email
address or logon id.

2. Under Default approver
for your expense Search by employee name, email address or logon id.
reports, type in the
details of the desired
approver. The list displays

TerryBrown@randomverbs.com - Terry Brown

possible matches. Default approver for your authorization requests.
3. Select the desired Search by employes name, email address or logon id.
approver. cof@randomverbs.com - Chris Collins

4. Click Copy, if desired.
This will copy the expense report approver into all other approver fields. If the
approver does not have the appropriate approver roles, the fields will not be
updated.

5. Select the other approvers, if desired.

6. Click Save.

Add or Change Request Approvers
P To add or change Request approvers:

1. On the user administration page, click Request Approvers (in the Request
Settings section).

2. Select the desired approver.

3. Click Save.
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Add or Change Expense Preferences
» To add or change Expense preferences:

1. On the user administration page, click Expense Preferences (in the
Expense Settings section). The Expense Preferences window appears.

Expense Preferences for Pat Davis

Select the options that define when the user receives email notifications. Prompts are pages that appear when the user selects a
certain action, such as Submit or Print.

Send email when...

The status of a cash advance changes

A cash advance is submitted for approval

The status of an expense report changes

New company card transactions arrive

Faxed receipts are successfully received

An expense report is submitted for approval

The status of an authorization request changes
An authorization request is submitted for approval
|:| A card feed import completes

Prompt...
|:| For an approver when an expense report is submitted

D For an approver when an authorization reguest is submitted

2. Select (enable) or clear (disable) the desired check boxes.

3. Click Save.

Add or Change Request Preferences
P To add or change Request preferences:

1. On the user administration page, click Request Preferences (in the
Request Settings section).

2. Select (enable) or clear (disable) the desired check boxes.

3. Click Save.

Add Expense and Request Delegates

Delegates are shared between Expense and Request. Any additions, deletions, or
changes you make in Expense will affect Request, and vice versa.

P To add Expense and Request delegates:

1. On the user administration page, click Expense Delegates. The Expense
Delegates window appears.
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Delegates Delegate For

Expense Delegates for Pat Davis

Delegates are employees who are allowed to perform work on behalf of other employees.

Expense and Request share delegates. By igning permissi to a delegate, you are igning per i for Expense and Request
Can
Can Can Can Can Can Preview Receives
Can Book Submit  Submit View Can Use Receives Can Approve For Approval
[[] name Prepare Travel Reports Requests Receipts Reporting Emails Approve Temporary Approver Emails
- b
Collins, Chris
cc@ranldomverbs.com O ] B ]
- 0
Miller, Chris
ChrisMiler@randomverbs.com [ O O O [

2. Click Add.

3. In the Search by employee name, email address or logon id field, type
in the details of the desired delegate. The list displays possible matches.

Expense Delegates for Pat Davis

Delegates are employees who are allowed to perform work on behalf of other employees.

.

Expense and Reguest share delegates. By as=signing permissions to a delegate, you are assigning permizsicng for Expense and Reguest.

Search by employee name, email address or logon id.

4. Select the desired delegate and configure as required.
5. Click Save.

6. On the user detail page, click Save.

Add or Change Reimbursement Method *Do we use this??

The Reimbursement Method field provides a way for administrators to indicate what
method the company wants to use to reimburse the employee. The Expense Report
web service uses this as a search term to find reports with the specified employee
Reimbursement Method. It does not impact the accounting extracts. It will appear
only if you have added it to the Employee Form.

P To add or change Reimbursement Method:

1. On the user administration page, in the Expense Settings section, select the
desired value in the Reimbursement Method field.

2. Click Save.
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Add Expense Authorized Approvers or Cost Object Approvers

-  IMPORTANT: In order to see the check box or link described below, the user
must have the User Admin rights and the Expense Admin rights; the employee
must have the standard approver role.

EXPENSE AUTHORIZED APPROVER

If a company uses the authorized approver feature in Expense, based on the
company's configuration, the company will see one of these methods - never both.

e Authorized Approver check box

4 Approvers 4| Expense Preferences # Invoice Preferences

Expense and Invoice Settings 4 Expense Delegates ®H Invoice Delegates 4 Company Car

Country of Residence State/Province Ledger Reimbursement Currency
I UNITED STATES Washington DEFAULT | US, Dollar

Cash Advance Account Code Driver ID Is a Test User? Org Unit 1-Division

10799

Org Unit 2-Department Org Unit 3-Region Custom 19-Payroll ID Choose Vendor Access Group 1
Choose Vendor Access Group 2 Choose Vendor Access Group 3 Bl Manager

Defaut Language
English (United States) m

Manager Approval Limit Approval Limit Currency
Authorized Approver EI

When you select the check box, the Manager Approval Limit field and the
Approval Limit Currency list appear. Make the appropriate choices and click
Save.

NOTE: This method can be used only for limit-based authorized approvers. It
cannot be used for exception-based authorized approvers.

e Authorized Approval Limits link

Expense and Invoice Settings 1 Approvers (¥4 Authorized Approval Limits) 3 Expense Preferences %4 Invoice Preferences

4 Expense Delegates VH Invoice Delegates ¥t Company Car

Country of Residence State/Province Ledger Reimbursement Currency
I UNITED STATES Washington DEFAULT I US, Dollar

Cash Advance Account Code Driver D Ie a Test Uzer? Org Unit 1-Division

10799

Org Unit 2-Department Org Unit 3-Region Custom 18-Payroll ID Choose Vendor Access Group 1
Choose Vendor Access Group 2 Choose Vendor Access Group 3 Bl Manager

Defautt Language
English (United States) B

Manager Approval Limit Approval Limit Currency
Authorized Approver B

When you click the link, the Authorized Approval Limits window appears.
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Authorized Approval Limits

Authorized
Approver Type:

I Expense Report Authorized Approve )

4 {—] Global
> [_] Development (DEV)
- [ Marketing (MKTG)
. £ Sales (SALE)

Fitter:| Enter part of an kem Name to fitter child tems

Can approve
exception:

Approval Limit

Currency:

Amount:

US, Dollar

20000

Delete

E3

On the left side, select the appropriate level in the hierarchy.

On the right side:

+ For exception-based approvers, select (enable) the Can approve
exception check box. (The actual exception levels are defined on the
Authorized Approvers tab in Workflows.)

+ For limit-based approvers, select the desired currency and enter the

amount.

+ If an approver has both types of approval authority, define both.

EXPENSE COST OBJECT APPROVER

:  IMPORTANT: In order to see the link described below, the user must have the

User Admin rights and the Expense Admin rights; the employee must have the
standard approver role.

If the Cost Object Approver feature is activated, the Authorized Approval Limits

link appears.

Expense and Invoice Settings

Country of Residence
I UNITED STATES

State/Province
‘Washington

Driver 1D Iz & Test User?

Custom 18-Payroll ID

Default Language
English (United States)

[

3 Approvers

4 Invoice Delegates

Choose Vendor Access Group 1

P3| Authorized Approval Limits) ¥4 Expense Preferences 3 Invoice Preferences 3 Expense Delegates

4| Company Car

Ledger
DEFAULT

QOrg Unit 1-Division

Choose Vendor Access Group 2

Reimbursement Currency
l US, Dollar

Org Unit 2-Department

Choose Vendor Access Group 3

Cash Advance Account Code
10759

Org Unit 3-Region

Bl Wanager

TeamWorks
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When you click the link, the Authorized Approval Limits window appears.

Authorized Approval Limits

Authorized IExpense Report Cost Object
Approver Type:
Approval Limit

Fitter:
Currency: Select one

> [_]Global

Amount: 0

Level:

On the left side, select the appropriate level in the hierarchy.

On the right side:

e For limit-based cost object approval, select a currency and enters an amount.

e For level-based cost object approval, enter a level.

NOTE: The cost object configuration defines the type — either limit or level. If you
complete both areas in this window — the Approval Limit area and the Level field —
Expense will use the one that applies to your configuration and ignore the other.

Add Request Authorized Approvers

I IMPORTANT: In order to see the check box or link described below, the user
must have the User Admin rights and the Expense Admin rights; the employee

must have the standard Request approver role.

If a company uses the authorized approver feature in Request, based on the
company's configuration, the company will see one of these methods - never both.

e Authorized Approver check box

Request Settings 3 Request Approvers ¥} Request Preferences
Manager Approval Limit Approval Limit Currency )
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When you select the check box, the Manager Approval Limit field and the
Approval Limit Currency list appear. Make the appropriate choices and click
Save.

NOTE: This method can be used only for limit-based authorized approvers. It
cannot be used for exception-based authorized approvers.

Authorized Approval Limits link

Request Settings ¥ Request Approvers (*3 Authorized Approval Li@ 3 Request Preferences

When you click the link, the Authorized Approval Limits window appears.

; \ g ; i+ ®
Authorized Approval Limits
Authorized IRequestAuthorized Approver
Approver Type:
Fitter: Can approve (]
exception:
4 {—] Global
> [_] Development (DEV) Approval Limit
» [_] Marketing (MKTG) )
- [ Sales (SALE) Currency: Select one

Amount: o

On the left side, select the appropriate level in the hierarchy.

On the right side:

+ For exception-based approvers, select (enable) the Can approve
exception check box. (The actual exception levels are defined on the
Authorized Approvers tab in Workflows.)

+ For limit-based approvers, select the desired currency and enter the
amount.

¢ If an approver has both types of approval authority, define both.
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Assign Locate & Alert User-Level Status

User Admins assign a Locate & Alert status to each user — effectively enabling or
disabling Locate & Alert on a per-user basis. The statuses are:

Status Description

sensitive user

Not Enrolled This user does not use Locate & Alert.

Enrolled This status is used for most Locate & Alert users.
This user may be located by and receive alerts from an L&A
Administrator or an L&A Operator.

Enrolled Executives and other travelers whose locations need to be more guarded

would most likely be assigned this status.
This user may be located by and receive alerts only from an L&A

Administrator.

P To assign the user status:

1. On the user administration page, locate the desired user.

2. Select the desired status.

Title

General Settings
CTE Login Name*

(must be suffixed with a valid domain)

PatDavis@HRandomverbs.com

First Name* Widdle Name

E Pat

Account Activation Date

02/25/2014

Employee ID

(required for Expense, Invoice or Request User)
PatDaviz

Locate & Alert Status

Mot enrolled

Enrollied
Enrolled, =ensitive user

i

R

3. Click Save.

Reactivating a User

The administrator can activate a user that was previously deactivated on the User
Details page. There are two common requirements:
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e The existing user account needs to be reactivated. This means this employee
will have one user account in Travel & Expense.

e A new user account needs to be created, using the original login and email
address but keeping the original, now deactivated user. This means this
employee will have two user accounts in Travel & Expense.

P To reactivate a user account:

1. On the user administration page, locate the desired user.

e
Travel Wizard User Reguest User
Request Approver Expense User
Expense Approver |:| Authorized Support Contact
Invoice User Invoice Approver

|:| Company Bill Statement User |:| Company Bill Statement Approver

General Settings

CTE Login Name* Password® Verify Password®
(must be suffixed with & valid domain) (Blank to leave unchanged)

PatDavis@RandomVerbs.com

Title First Name™® Middle Mame Nickname Last Name™ Suffix

B Pat R Davis
Account Activation Date Account Termination Date
02/25/2014
Employee ID Mal AOOTESS
(required for Expense, invoice or Request User) PatDavis@randomyeros.com
PatDavis Change Picture

NOTE: The role check boxes (Expense User, Approver, etc.) may be hidden to
prevent assignment by the administrator — consult your Concur
administrator for more information.

2. Clear the Account Termination Date field.

A process runs during the Overnight Processing Period that will activate the user. The
user will be able to log in after the process has run.

NOTE: You cannot use the Concur Standard Employee Import to reactivate a
terminated user. Reactivation must be done using the User Administration
tool. Attempting to reactivate an employee using the Concur Standard Import
where the imported employee has the same Login ID or Email address as an
existing terminated user will result in a failure in the import process. Once
you reactivate the employee using the User Administration tool, you may use
the Concur Standard Employee Import to make updates to the user's
information.

P To create a new user account using the same login and email:

1. On the user administration page, locate the desired user.
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Save and New' Cancel

Travel Wizard User
Reguest Approver
Expense Approver
Invoice User

|:| Company Bill Statement User

Request User

Expense User

|:| Authorized Support Contact
Inveice Approver

|:| Company Bill Statement Approver

General Settings

CTE Legin Name* Password* Verify Password®

(must be suffixed with a valid domain) (Blank to leave unchanged)

PatDavis@RandomVerbs.com
Title First Name* Middle Name Hickname Last Name* Suffix

B Pat R Davis

Account Activation Date Account Termination Date

0212512014 l

Employee ID Email Address

(reguired for Expense, invoice or Reguest User) PatDavis@randomverbs.com

PatDavis Change Picture

NOTE: The role check boxes (Expense User, Approver, etc.) may be hidden to
prevent assignment by the administrator — consult your Concur
administrator for more information.

2. Change the value in the CTE Login Name field.
3. Change the value in the Email Address field to match.
4. Click Save.

5. Create a new user with the desired Login and Email by following the steps in
the Adding New Users section of this guide.

NOTE: You may also use the Concur Standard Employee Import to add the user.
Refer to Chapter 4: Employee Import of Expense — Import and Extract
Specifications for more information.

Section 5: User Permissions
The User Administrator can assign basic user permissions using the User Role check

boxes on the user details page. The administrator can assign the full list of
permissions using the user permissions page.

Accessing the User Permissions Page

The user permissions page displays tabs for all configured Concur products, such as
Travel, or Expense.
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P To access the user permissions page:
1. Click Administration > Company > Company Admin.

2. In the left menu, click User Permissions.

Administration = | Help ~

[[Aconcur | Requ Travel  Expense Reporting

App Center .

Profile =

Company ~  Request  Travel v Expense  Inwoice

Company Admin Home Travel || Expense || Request || Invoice | Reporting || Supplier Portal

EIE

Step?. Modify Roles By:

Company Admin

Approval Queues Step?2. Search Text: Search What

Billing Administrator User Name

Company Locations
Org Unit Admin
Report Admin

Text Customization

Stepd. User Name to Assign Roles:

Name, Email, Log-in

Show Users in Only This Employee Group
Configuration:

AllUsers | Can Access

Password Administrator
Manage Custom Fields
Directary Server Admin

Available Roles Roles for this User Groups
Company Settings
Share Custom Fields
Login URL Manager

-

User Administration

User Administration

Add User
SelfRegistration Setup
Self-Registration Approval
Send Mabile Instructions

User Permissions

Company Groups

Managing Roles by User Name

The Permissions administrator can select users by name, then assign or remove the
available roles.

P To add a role by user name:

1. On the user permissions page, in the Modify Roles By list, select User
Name.

Travel || Expense || Request | Inveice | Reperting | Supplier Portal

Step2. Search Text: Search What:

Name, Email, Log-in

EUser Name
Role

Show Users in Only This Employee Group
Configuration:

All Users | Can Access

Available Roles Roles for this User Groups

2. In the Search area, enter the desired user's information. Entering one
letter will cause the system to search for data in the selected fields that

start with that letter. Entering a comma separated list will search for any
value in the list.
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Travel | Expense || Request || Invoice | Reperting || Supplier Portal

EED

Step1. Modify Roles By: Step2. Search Text: Search What:
User Name davis{ Name, Email, Log-in
Step3. User Name to Assign Roles: Show Users in Only This Employee Group
Configuration

AllUsers | Can Access

Available Roles Roles for this User Groups

3. Click Search.

4. In the User Name to Assign Roles field, select the desired user (if there
is more than one).

5. Select the desired role(s) in the Available Roles field. You can select
more than one non-group aware role to assign. Only one group aware role
can be assigned at a time.

Travel || Expense | Reguest || Invoice Reporting Supplier Portal

EIE

Step1. Modify Roles By: Step2. Search Text: Search What:

User Name davis Name, Email, Log-in
Step3. User Name to Assign Roles: Show Users in Only This Employee Group
Davis, Pat R Configuration:

AllUsers | Can Access

Available Roles a Roles for this Usera Groups
Attendee Administrator Attendee Administrator (Read Only) Global i

1 El
Authorization Reguest Administrator Cligbook User

[L.m

Authorization Request Approver Expense Approver
Budget Administrator L} Expense Cash Advance Administrator Global
Budget Approver Expense Configuration Administrator (Restricted) Global

Card Program Administrator Expense Processor Global o

6. If the role is group-aware then the Groups to be Assigned to
User(s) for the Selected Role(s) list appears.
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Travel || Expense || Reguest || Invoice || Reporting || Supplier Portal

EE=

Step1. Modify Roles By:

User Name b

Step3. User Name to Assign Roles:

Available Roles »

»

Aftendee Administrator

Authorization Request Administrator

Authorization Request Approver

Budget Administrator

Budget Approver

Card Program Administrator -

Davis, Pat R v

Step2. Search Text:

davis

Search What:

Name, Email, Log-in v

Show Users in Only This Employee Group

Configuration:
All Users | Can Access g

Roles for this User s Groups
Attendee Administrator (Read Only) Global ol
Cligbook User ‘E
Expense Approver B
Expense Cash Advance Administrator Global
Expense Configuration Administrator (Restricted) Global
Expense Processor Global -

Groups to be Assigned to User(s) for the Selected Role(s)

3

Global-Marketing

Global

Development

The list defaults with the Global group configuration name. If want to modify

this, click Modify in the Groups area to select the group that the role applies
to. The Select Groups window appears.

Select Groups *

Groups to be Assigned to User(g) for the Selected Role(s)

[] Development

[[] Global

[[] Globak-Marketing

Cancel Done

It lists available group configuration names that can be applied to the role.
The group configuration can include one or more groups that use the

configuration. It is the group configuration that actually controls what groups
this role applies to.

Select the desired group configuration name.
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8. Click Done.
9. Click Add to assign the role(s) to the user.
» To remove a role by user name:

1. On the user permissions page, in the Modify Roles By list, select User Name.

2. In the Search area, enter the desired user's information. Entering one letter
will cause the system to search for data in the selected fields that start with
that letter. Entering a comma separated list will search for any value in the
list.

3. Click Search. This populates the User Name to Assign Roles field.

4. In the User Name to Assign Roles field, select the desired user.

5. Select the desired role in the Roles for This User field.

Travel | Expense | Request | Invoice | Reporting | Supplier Portal

EE=

Step1. Modify Roles By: Step2. Search Text: Search What!

User Name davis Name, Email, Log-in
Step3. User Name to Assign Roles: Show Users in Only This Employee Group
Davis, Pat & Configuration:
All Users | Can Access
Available Roles » Roles for this Usera Groups
Aftendee Administrator i Aftendee Administrator (Read Only) Global -
Authorization Request Administrator Cligbook User E
Authorization Request Approver Xpense Approver
Budget Administrator Expense Cash Advance Administrator Global
Budget Approver Expense Configuration Administrator (Restricted) Global
Card Program Administrator - Expense Processor Global -

Groups to be Assigned to User(s) for the Selected Role(s)

Global

6. Click Remove to remove the role from the user.
P To change the group assignment for a role:

The administrator can change the groups that a role is assigned, without removing
the role.

1. In the user permissions section, select the desired role.
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Travel | Expense || Reguest || Inveoice || Reporting || Supplier Portal

EE

Step1. Modify Roles By: Step2. Search Text: Search What:

| User Name | e | | davis H Mame, Email, Log-in

Step3. User Name to Assign Roles: Show Users in Only This Employee Group

| Davis, Pat R | o | Configuration:
| AllUsers | Can Access | A ‘
Available Roles Roles for this User« Groups
Attendee Administrator =l (:ttandea Administrator (Read Only) Global
Authorization Request Administrator - Clighook User
Authorization Reguest Approver Expense Approver
Budget Administrator Expense Cash Advance Administrator Global
Budget Approver Expense Configuration Administrator (Restricted) Global
Card Program Administrator - Expense Processor Global -

o )

Groups to be Assigned to User(s) for the Selected Role(s)

Global

2. Click Modify in the groups area. The group selection window appears:

Select Groups *

|:| Groups to be Assigned to User(s) for the Selected Role|s)

[+ Development

[#] Global

[#] Global-Marketing

3. Select the appropriate groups.
4. Click Done.

5. Click Modify.
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Travel || Expense || Request || Invoice

EE

Step1. Modify Roles By:

User Name

Step3. User Name to Assign Roles:

Davis, Pat R

Available Roles «

Attendee Administrator
Authorization Request Administrator
Authorization Reguest Approver
Budget Administrator

Budget Approver

Card Program Administrator

Groups to be Assigned to User(s) for the Selected Role(s)

Development

Global-Marketing

Step2. Search Text:

dav

Roles for this User«

Attendee Administrator (Read Only)
Cligbook User

Expense Approver

Expense Cash Advance Administrator

Expense Configuration Administrator (Restricted)

Expense Processor

Search What:

Name, Email, Log-in
Show Users in Only This Employee Group
Configuration

All Users | Can Access

Groups

Global

Global
Global

Global

m

6. Click Save.

Managing Roles by Role

The Permissions administrator can select roles by name, view all users with the role,

and assign users to the role.
P To add a role by role:

1.
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In the user permissions section, in the Modify Roles By list, select Role.

Travel | Expense | Reguest | Invoice

EE=

Step1. Modify Roles By:

ol

Role

S O PRSI U LS

elect One .

Users without this Role «

Step3. Search Text:

davis

Users with this Role «

Search What:

Name, Email, Log-in
Show Users in Only This Employee Group
Configuration

All Users | Can Access

Groups

TeamWorks

Travel

Shared User Administration

& Expense

In the Role to Assign to Users area, select the desired role.

Click Search. The Users without this Role and Users with this Role fields
are populated.

Select the desired user(s) in the Users without this Role field. More than
one user can be selected when assigning the role.
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Travel | Expense || Request | Invoice | Reporting || Supplier Portal

Step1. Medify Roles By: Step3. Search Text: Search What:
Role MName, Email, Log-in
Step2. Role to Assign to Users: Show Users in Only This Employee Group

Aftendes Administrator Configuration:

AllUsers | Can Access

Users without this Role « Users with this Role « Groups
@mm‘ Ursula D )‘ Boyce, Phillip Global
Allen, Bea D Brown, Terry L Global
Armstrong, Stephen Cole, Kenneth Global
Bertrand, Claude Colling, Chris L Global

Bradford, Blake R

Bright, Joshua D -

(v )

Groups to be Assigned to User(s) for the Selected Role(s)
Global-Marketing
Global

Development

5. If the role is group-aware then the Groups to be assigned to User(s) for
the Selected Role(s) list appears. The list defaults with the Global group
configuration name. If want to modify this, click Modify in the Groups area to
select the group that the role applies to. The Select Groups window appears.
It lists available group configuration names that can be applied to the role.
The group configuration name can include one or more groups that use the
configuration. It is the group configuration that actually controls what groups
this role applies to.

Select Groups *

Groups to be Assigned to User(s) for the Selected Role(s)

Development

Global

Global-Marketing

Cancel Done

6. Select the desired group configuration name.
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7. Click Done.
8. Click Add to assign the role to the user.
P To remove a role by role:
1. In the user permissions section, in the Modify Roles By list, select Role.
2. In the Role to Assign to Users field, select the desired role.

3. Click Search. The Users without this Role and Users with this Role fields
are populated.

»

Select the desired user in the Users with this Role field.

Travel | Expense || Reguest | Invoice Reporting Supplier Portal

Step1. Modify Roles By: Step3. Search Text: Search What:
Role Name, Email, Log-in
Step2. Role to Assign to Users: Show Users in Only This Employee Group

Attendee Administrator Canfiguration:

AllUsers | Can Access

Users without this Role « Users with this Role » Groups

Allen, Bea D i Admin, Ursula D Global-Marketing i
Global

Armstrong, Stephen Development

Bertrand, Claude Boyce, Philip Global c

Bradford, Blake R Brown, Terry L Global

Bright, Joshua D Cole, Kenneth Global

Brown, Jesse =~ Collins, Chris L Global 52

Groups to be Assigned to User(s) for the Selected Role(s)

5. Click Remove to remove the role from the user.
P To change the group assignment for a role:

The administrator can change the groups that a role is assigned, without removing
the role.

1. In the user permissions section, select the desired user.
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Travel | Expense || Reguest || Invoice | Reporting | Supplier Portal

Step1. Modify Roles By:

|Rn|e |V|

Step2. Role to Assign to Users:

Step3. Search Text:

Search What:

8-

” Name, Email, Log-in

Show Users in Only This Employee Group

Groups to be Assigned to User(s) for the Selected Role(s)

Configuration:
|Artendee Administrator | v | o
AllUsers | Can Access | hd |

Users without this Role « Users with this Role Groups
Allen, Bea D |~ Admin, Ursula D Global-Marketing =

(] Global
Armstrong, Stephen Development
Bertrand, Claude Boyce, Philip Global =
Bradford, Blake R Brown, Terry L Global
Bright, Joshua D Cole, Kenneth Global
Brown, Jesse £ Coliins, Chris L Global R

2. Click Modify in the groups area. The Select Groups window appears:

Select Groups

El Groups to be Assigned to User(s) for the Selected Role(s)

Development

[¥] Global

[#] Globa-Marketing

3. Select the appropriate groups.
4. Click Done.

5. Click Modify.
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Travel | Expense | Reguest | Invoice | Reporting

Step1. Modify Roles By:

|RDIe |V|

Step2. Role to Assign to Users:

Supplier Portal

Step3. Search Text:

Search What:

~

” Name, Email, Log-in

| Aftendee Administrator

Users without this Role «

Allen, Bea D

Armstrong, Stephen

Bertrand, Claude

Bradford, Blake R

Bright, Joshua D

Brown, Jesse -

Show Users in Only This Employee Group
Configuration

‘AII Users | Can Access | ~ |
Users with this Role « Groups
Admin, Ursula D Development |
Modify =
Boyce, Philip Global
<= Remove
Brown, Terry L Global
Cole, Kenneth Global
Coliins, Chris L Global

Groups to be Assigned to User(s) for the Selected Role(s)

Global-Marketing

Development

6. Click Save.
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Section 6: Viewing a History of Changes Made to an
Employee

Reporting on User Changes

Changes to user details and roles are logged and reportable. You can view the
history of changes through reports created in Concur Insight Essentials (formerly
Analysis).

e To view user detail changes, create a report using the fields in the Expense
> Lists > Travel Employee History table.

e To view user role changes, create a report using the fields in the Expense >
Lists > Employee Role History table.

Viewing a Report Detailing Changes Made to an Employee

Changes made to a user, such as password changes or similar, are available by
running a report in Travel. This option is only available to clients using the integrated
Travel and Expense solution because it requires administrative access within Travel
to assign, run, and view the reports.

Several reports are available:

e User Profile Changes Version 1: Summary report of changes made at the
Profile level

e User Profile Changes Version 2: Detailed report of changes made at the
Profile level

e User Preference Changes Version 1: Summary report of changes made at
the Preference level

e User Preference Changes Version 2: Detailed report of changes made at
the Profile level

Assigning and Running the Reports for Display

To assign the report, the Travel Report Admin role navigates to Administration >
Company > Report Admin. They then select how the reports are assigned - via the
report, specific to a single user, or in bulk by Group.
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Administer Report Permissions

Report Name

Report Name : I lPlease select a report IEI

Report Mame
Groups.
Rule Classes

Users, Rule Clazzes and Groups UsersiGroups with this Report

In the figure below, the user is selected and reports assigned to them using the Add
button:

Administer Report Permissions

Modify Reports by: User Name

‘ Users |z|| Brown, Terry L |z|

Available Reports Reports Aszsigned to Groups to which the User Belongs

Concur TripLink — Concur TripLink Travel Policy Exceptions -
Concur TripLink — Concur TripLink Users with Validated Email

Concur TripLink — Price-to-Beat by ftinerary

Concur TripLink — Travel Points by tinerary

General — Admin Pagsword Changes

General — Assistants in Company

Company Locations
r Best Practices Dashboard

Reports Assigned directly to this User

Concur TripLink — Concur TripLink By Air Supplier

Concur TripLink — Concur TripLink By Car Supplier

Concur TripLink — Concur TripLink By Hotel Supplier

Concur TripLink — Concur TripLink By Rail Supplier

Concur TripLink — Concur TripLink Supplier Summary by User
Concur TripLink — Concur TripLink Travel Policy Exceptions
Concur TripLink — Concur TripLink Users with Validated Email
Concur TripLink — Price-to-Beat by ftinerary

Concur TripLink — Travel Points by tinerary

- General — Concur Best Practices Dashboard -

) —
- Back to Admin

| »

General — Corporate Privacy Agreement Acceptance
General — Credit Card Changes

General — Employee Company Groups

General — Employee Custom Fields

General — Employee Details

General — Employee Details (Extended)

General — Employee Details (Extended) Slim

General — E-Receipt Enabled Employees

m

The user assigned the reports may now run them by navigating to Reporting >
Travel Reports and selecting a report to run. In the figure below, the Admin
Password Changes report is selected:
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Travel Reports

Concur TripLink
Concur TripLink By Air
Supplier

Concur TripLink By Car
Supplier

Concur TripLink By Hotel
Supplier

Concur TripLink By Rail
Supplier

Concur TripLink Supplier
Summary by User

Concur TripLink Travel Policy
Exceptions

Concur TripLink Users with
Validated Email

Price-to-Beat by Itinerary
Travel Points by Itinerary

Genera

Admin Password Changes,

Concur Best Practices
Dashboard

Expiring Credit Cards

Trave

Car Rental Details

Administration |

App Cente
ad pow 8

Help ~

Reporting -

Concur Insight Premium

Admin Password Changes

@] Show this Report by defautt

This report shows the employees in your company whose password was changed during the time period specified, where someone other than the employee himherself changed the password. While most
cases of password changes wil be benign, this report can be a fraud prevention tool by looking for cases where administrators in your company have taken control of user accounts.

PLEASE RUN THIS REPORT FOR HARROW DATE RANGES OMNLY - Large date ranges wil likely timeout. If this report is run on a monthly basis then there is no need to check prior to that time range.

R 5o |

Date Range

All'Year B 2014 B HTHL (display to Screen)

Setting the Default Report View

Open a report and click Show this Report by default to force the next display to
automatically open to the selected report. In the figure below, the Admin Password
Changes report is selected for automatic display:

Travel Reports

Concur TripLink
Concur TripLink By Air
Supplier

Concur TripLink By Car
Supplier

Concur TripLink By Hotel
Supplier

Concur TripLink By Rail
Supplier

Concur TripLink Supplier
Summary by User
Concur TripLink Travel Palicy
Exceptions

Concur TripLink Users with
Validated Email

Price-to-Beat by Itinerary
Travel Points by Itinerary

General

Admin Password Changes

Concur Best Practices
Dashboard

Expiring Credit Cards

Trave!

Car Rental Details

Administration ~ |

Profile ~ &

Help ~

Travel xpense woice ovals Repoting =  AppC

Concur Insight Premium

Admin Password Changes

| Show this Report by defay

This report showis the employees in your company whose password was changed during th time period specified, where someone other than the employes himherself changed the password. Whik most
cases of password changes wil be benign, this report can be a fraud prevention tool by looking for cases where administrators in your company have taken control of user accounts.

PLEASE RUN THIS REPORT FOR NARROW DATE RANGES ONLY - Large date ranges will liely timesut. If this report is run on a monthly basis then there is no need to check prior to that time range.

B 2014 E| HTML (display to Screen) Bm

Date Range
AllYear
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Proxy Logon

Permissions

An agency administrator may or may not have the correct permissions to use
this feature. The administrator may have limited permissions, for example,
he/she can affect only certain groups and/or use only certain options (view
but not create or edit).

If an agency administrator needs to use this feature and does not have the
proper permissions, he/she should contact the TTE Global Administrator at
SAO.

Also, the administrator should be aware that some of the tasks described in
this guide can be completed only by Concur. In this case, the agency must
contact the TTE Global Administrator at SAO.

Overview

The Expense Proxy Logon tool allows an employee, assigned the role of
Expense Proxy Logon, to act as a proxy (stand-in) for another employee, to
perform tasks for either centralized data entry or Helpdesk support. Using
the Expense Proxy Logon tool, the proxy may sign on to the system as any
employee that is assigned the role of Expense User. The proxy and the
employee(s) must belong to the same hierarchical group(s) in order for the
proxy to perform expense-related tasks on behalf of the employee(s).

What is an Expense Proxy?
An Expense Proxy may perform these tasks:
e Create an expense report and cash advance request
e View, edit, and delete expense reports
e Submit an expense report and cash advance request
e Print an expense report
¢ Modify an employee's information within Profile

The role is restricted to the features and tasks that the employee for whom
the proxy is acting, can perform.

NOTE: An Expense Proxy cannot approve reports and payment requests, change
passwords, or view details of personal cards and personal card charges.

2|Page TeamWorks Travel & Expense Version Date: 09/22/15
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Before You Begin

Before the proxy can work on behalf of another employee, the following steps
must occur:

o Employees must be entered into the system by the Employee Import process.

e The Global and Group Shared Configuration administrators must configure the
employee groups, within the Group Configurations area of the Shared
Configuration Administrator.

e The Global and Group Expense Configuration administrators must configure
the expense-related and cash advance related groups, within the Group
Configurations area of the Expense Configuration Administrator.

e The Employee administrator must assign the Expense Proxy Logon role to the
employee, and select the hierarchical group(s) for which the employee can
act.

| For more information on assigning roles to an employee using User
Permissions, refer to the Shared: User Administration User Guide.

What the Employee Administrator Sees

The Expense Proxy Logon role must be granted to an employee before the
Expense Proxy Logon tool can be accessed. The Employee administrator uses
User Permissions to grant this assignment.

Administration + | Help =
CONCUR Requests Travel Expense Invoice Approvals Reporting [

Profile -

Company - Request Travel - Locate - Expense Invoice

CompanyAdmlnHume Travel || Expense || Request || Invoice Reporting Supplier Portal

Company Admin [:] [:]

»"-“.ppl’D‘;'Eﬂ Queues Step1. Modify Roles By: Step2. Search Text: Search What:

Billing Administrator User Name miller Name, Email, Log-in

Company Locations

Org Unit Admin Step3. User Name to Assign Roles: Show Users in Only This

Report AT Miler. Chris A Employee Group Configuration:

Text Customization AllUsers | Can Access

Password Administrator

Manage Custom Fields Available Roles » Roles for this Users Gr

N g CXPETSE CONMGUrEneT SOTTSTET [RESTICET]

Directory Server Admin Card Program Administrator Gh
. z Expense Processor

Company Settmgs For group aware role(s), select groups before click Add

Share Custom Fields Expense Processor (4udit) button.

Login URL Manager Expense Approver

Expense Processor Manager |
| 4 Expense User
User Administration Expense Proxy Logon

Reimbursement Manager Gh
User Administration Expense Receipt Processor
- Travel and Expense User
Add User
Self-Registration Setup
Self-Registration Approval
Send Mabile Instructions Groups to be Assigned to User(s) for the Selected Role(s)
Company Groups
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Proxy Logon Tool

Multiple employees may be assigned the Expense Proxy Logon role, with
each employee assigned to all employees within a group or several groups.
The only limit on who an Expense Proxy can act for is the hierarchical group
that the proxy is configured to support.

Accessing the Expense Proxy Logon Tool
P To access the Expense Proxy Logon tool:

1. Click Profile.

Chris L Collins

Profile Settings | Sign OQut

Administer for ancther user_..

Brown, Terry L
TerryBrowni@RandomVerbs,.com (User Name)

ot Il

2. Select the desired user, and click Apply.

The Profile menu option then becomes Administer for <name=> and the
single "user" icon becomes a double "user" icon.
HElp -

Administer for
Brown, Terry L

. 0
-’

Creating and Submitting Expense Reports or Cash Advance
Requests

As an Expense Proxy, you have the ability to create and submit expense
reports and cash advance requests for another employee within the
company. Once you access the employee's account, you will be able to
perform the following actions:

e Create expense reports or cash advance requests

o View, edit, and delete expense reports

4| Page TeamWorks Travel & Expense Version Date: 09/22/15
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e Submit expense reports or cash advance requests
e Print expense reports

e Modify an employee's information from the Profile area

Creating an Expense Report or Cash Advance Request

This process behaves the same as when you create a personal expense
report or cash advance request. The information appears in the following
areas, for the employee you are acting on behalf of:

e The created expense reports appear for the employee you are acting on
behalf of on the View Reports page.

e The created cash advance requests appear for the employee you are acting
on behalf of, on the Cash Advance List page.

Viewing, Editing, and Deleting Expense Reports or Cash
Advance Requests
This process is the same as viewing, editing, and deleting personal expense

reports or cash advance requests. You will only be able to delete expense
reports or cash advance requests that have not yet been submitted.

| If you delete an expense report that has been submitted (even if it was
recalled) your agency will be charged for that expense report. We encourage
repurposing expense reports rather than deleting them.

Submitting or Resubmitting Expense Reports or Cash
Advance Requests

This process behaves the same as when you submit or resubmit a personal
expense report or cash advance request. The information appears in the
following areas, for the employee you are acting on behalf of:

e The submitted or resubmitted expense reports appear for the employee you
are acting on behalf of, on the View Reports page.

e The submitted or resubmitted cash advance requests appear for the employee
you are acting on behalf of, on the Cash Advance List page.

Printing an Expense Report

This process behaves the same as when you print a personal expense report.
You have the option to print a Detailed Report or Receipt Report for any of
the expense reports listed within the employee's View Reports page.

5]Page TeamWorks Travel & Expense Version Date: 09/22/15
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Modifying Profile for an Employee

This process behaves the same as when you modify your own Profile. The
only differences are that you will be unable to change the password on behalf
of the employee, and certain fields may be read-only depending on how the
Shared Configuration administrator configured the fields for the Employee
form you are viewing.

Exiting Expense Proxy Logon

To return to working for himself/herself, the user clicks Administer for
<name=> and then clicks End admin session.

Help -
: Brown, Terry L «,4%‘
Logged to administer for
0 Brown, Terry L
Op
Requ Profile Settings | Sign Out

Auditing Proxy Actions

While an Expense Proxy is acting on behalf of another employee, Expense
provides a data trail of the actions being performed. The following actions are
permanently recorded:

e The name of the person who last modified the expense report, cash advance
request, or expense

e The name of the person who submitted the expense report or cash advance
request, in addition to the time it was submitted

6|Page TeamWorks Travel & Expense Version Date: 09/22/15
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Cash Advance Admin

Section 1: Permissions

You may or may not have the correct permissions to use this tool. You may have
limited permissions, for example, you can affect only certain groups and/or use only
certain options (view but not create or edit).

If you need to use this tool, are eligible for the tool and do not have the proper
permissions, contact the SAO Customer Care Center (404) 657-3956 (888) 896-
7771 or email sao_travel@sao.ga.gov.

Section 2: Overview

Typical Cash Advance Process

Page | 1

Depending on agency policy, employees may be able to request a cash advance
before going on a trip or incurring an expense. Requesting a cash advance is
typically a three-step process:

1. If an employee is allowed to use cash advances, the employee creates and
submits the cash advance request in Expense.

2. Once submitted, the request is routed to the employee's cash advance
approver.

NOTE: The cash advance approver may or may not be the employee's
manager and can be different from the employee's expense report
approver.

3. Once approved, the cash advance request is sent to a Cash Advance
administrator who reviews it and then either issues it or returns the request
to the user (for example, for more information).

NOTE: In this case, the term "issue" means final approval in Expense.

Once the Cash Advance administrator "issues" the cash advance, the company
disburses the advance to the employee. The employee must create an expense
report to account for the cash advance within the time specified in the policy in
effect.

Note the following about the cash advance workflow:

e Like Expense, there may be more than one cash advance approver identified
in a cash advance workflow.

o Workflow is determined for the agency during the TTE Implementation
Process. Not all agencies offer Cash (Travel) Advances.

TeamWorks Travel & Expense System Version Date:09/22/2015
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Directly Issued Cash Advances

The Cash Advance admin can issue a cash advance directly to a user — without
waiting for the user to submit a request — if the user has a cash advance account
code assigned. If the Cash Advance feature is not enabled for that user's group, the
user can utilize the issued cash advance but cannot request any additional advances.

Receiving Email Notifications of a Cash Advance Pending Issuance

This feature can be configured so the Cash Advance admin receives emails of
pending cash advances using Company Admin > User Administration > User
Permissions. Assign the Expense Cash Advance Administrator role to one or more
users. On the bottom of that same page (below the group assignment area) select
(enable) the Send Cash Advance Pending Issuance Emails check box.

[ Refer to the TTE Local Administrator: Shared User Administration Handbook
for more information.

Section 3: Cash Advance Admin Tool

The Cash Advance Admin tool is used by a client user/administrator with the Cash
Advance Administrator role. With the Cash Advance Admin tool, the administrator
can:

e Review cash advance history of employees

e Issue cash advances

e Send cash advance requests back to the user (perhaps for more information)
e Record manually-returned cash amounts from an employee

e View employee balances

Page | 2 TeamWorks Travel & Expense System Version Date:09/22/2015
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Section 4: Procedures

Accessing Cash Advance Admin
P To access Cash Advance Admin:
1. Click Administration > Company > Tools.

4. Click Cash Advance Admin (left menu). The Employee Balance tab of the
Cash Advance Admin page appears.

stration = | Help =

(88 CONCUR Requests Travel Invaice A Reporting +
.| - — .
-

Company - Request Expenze Invoice

Expense Tools

Cash Advance Admin

Expense Tools Employse Balance | Cash Advances
Cash Advance Admin
Attendee Adrmin Find employees where. Employee First Hame Begins with
Andt belong to Group: * &)l Groups | Can Access Employes has: | Al
Employee Hame + Email Address Oldest Cash Advance Date Cash Advance Balance

Mo Records Found

O

Page 1] of1
Cash Advances

[:] Showe Only: Active Cash Advances C] [ l [

Cash Advance Hame Balance ... Request... Status Request Amount ... Exchang... Starting ... Unsubm... #Availabl...

¢+ Use the Employee Balance tab to search for employees with cash
advances — with or without outstanding balances — and to create and issue
a cash advance (if configured for your site).

¢ Use the Cash Advances tab to search for cash advances that have not
yet been issued.

Searching for Employees

You can search for employees using the following parameters:
e Specific employee information (such as employee name)

e Oldest Cash Advance Date

Page | 3 TeamWorks Travel & Expense System Version Date:09/22/2015
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e Cash Advance Balance

Employees that match these parameters will appear in the search results, regardless

of whether they have an outstanding cash advance balance.

Employee Balance | Caszh Advances

Find employees where: Employes Last Mame Beging with

And belang to Group: Al Groups | Can Ancess

Employes hias: | &l

Employee Hame + Email Address Oldest Cash Advance Date

Cash Advance Balance

Viewing an Employee’s Balance and the Cash Advance Details

» To view cash advance details:

1. Search for an employee.

2.
at the bottom of the page.

Click the name of the employee. The employee's active cash advances appear

Employee Balance | Cash Advances
Find smployees where: Employee Last Mame Beginz with b
And belang to Groug: # 4l Groups | Can Access Employes has: | &4l
Employee Hame 2 Email Address Oldest Cash Advance Date Cash Advance Balance
Bertrand, Claude ClaudeBertrand@Randomyerbs com $0.00
Brovwvn, Terry L. terrybrovwni@randomyerbs com 0312014 $710.00
Page 1] af1 r:, Displaying 1 - 2 of 2
Cash Advances: Brown, Terry L.
Showe Only: Active Cash Advances [ l [ l [
Cash Advance Hame Requested...  Status Amount Re...  Exchange R... Starting Bal...  Unsubmitt... | Available B...
Cash for trip 052352014 lzzLed F100.00 100000000 F100.00 F100.00 F100.00 i
Trip to Vancouver Canada 051552014 lzzued CAD100.00 110000000 $110.00 F110.00 $11000
Trip to London Pending Exp.. $500.00 100000000 $0.00 j000 |=
Trip to France 031752014 lzsued Fa00.00 100000000 Fa00.00 $0.00 Fs0000
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Use the Show Only area to change the results.

Cash Advance Hame

Cash for trip
Trip to Yancouver Canada

Trip to London

Trip to France

Cash Advances: Brown, Terry L.

Shiow Cnl @E’tive Cash Advances

Active Cash Advances mount Be...

E.ﬂ.pprnved Cash Advances {b

\ﬂ Cash Advances

lzzued Cash Advances F100.00
Cancelled Cash Advances CAD100.00
Completed Cash Advances Fa00.00

F500.00

Field Description

Active Cash Advances

All cash advances that are not Cancelled or Completed

Approved Cash Advances

All cash advances with the status of Approved

Issued Cash Advances

Cash advances that have been marked as Issued

Cancelled Cash Advances

All cash advances which you have chosen not to issue

Completed Cash Advances

All cash advances which have been approved, issued,
fully utilized or returned

All Cash Advances

All cash advances

To view the details, click the desired cash advance name. The cash advance

opens on the Details tab.

Cash for Canada Trip

Employee Name: Miller, Chris.

Details || Comments History | Expenses || Audit Trail
Cash for Canada Trip l {200.00
Travel Start Date

Cash Advance Comment

Name Cash Advance Amount

Travel End Date

Approval Flow || Documents

Exchange Rate Starting Balance

200.00 USD

Reguested Disbursement Date Purpose

Send Back to Employes Cancel

TeamWorks Travel & Expense System
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The Cash Advance Details tab displays the following fields, based on the

C

onfigured form definition:

Field Description

Name The name of the cash advance.

Cash Advance The amount of the cash advance request.

Amount

Purpose The purpose of the cash advance.

Exchange Rate The exchange rate at which the cash advance was issued if

the amount requested was in a currency other than the
employee's reimbursement currency.

- OR -

Provides the default exchange rate to the Cash Advance
administrator when issuing cash advances in a foreign
currency

NOTE: The second option above appears only when the
Provide Default Exchange Rate for Cash Advance Issuance
option in Site Settings is enabled.

Starting Balance The original balance of the cash advance in the employee’s
reimbursement currency.

Available Balance The unused amount in the employee’'s reimbursement
currency. This is based on all submitted reports.

Travel Start Date The date the user's trip is scheduled to begin.
Travel End Date The date the user's trip is scheduled to end.
Requested The date that the user requested the funds be disbursed.

Disbursement Date

5. View the tabs:

+ Comments History: Comments entered by all approvers, the employee,
and the admin for this cash advance. You can add additional comments to
a cash advance when you issue or cancel it. The admin cannot add
comments to a cash advance once it is issued.

¢+ Expenses: Expenses (if any) associated with this cash advance.

+ Audit Trail: Activity associated with this cash advance.

¢+ Approval Flow: The cash advance workflow.

¢+ Documents: The images attached to the cash advance.

Page | 6 TeamWorks Travel & Expense System Version Date:09/22/2015
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Issuing or Sending Back a Cash Advance

Cash advances can be created in two ways:

A cash advance request comes from an employee via the normal approval
process. If a cash advance is requested by an employee, it goes through an
approval process and then on to the Cash Advance administrator. At that
time, the admin can issue or send the cash advance back to the employee.

A Cash Advance administrator may enter and issue the cash advance directly,
bypassing the cash advance approval process. The admin can create cash
advances for users that are in a group that does not have a cash advance
workflow. The user can utilize the created cash advance but is not able to
request additional advances.

issue or send back a cash advance:

NOTE:

If there is more than one user with the Expense Cash Advance Administrator
role, the admin will not be allowed to issue cash advances to himself/herself.

Entering and

Locate the desired cash advance as described in Viewing an Employee's
Balance and the Cash Advance Details in this guide.

Select the desired cash advance.

Cash Advances: Miller, Chris

Showy Only: Active Cazh Advances

Cash Advance Hame Requested Dis...  Status Starting Balance Unsubmitted W... | Available Balance
Cash for London Trip [}3 Pending Expense ... $0.00 $0.00

Click Issue or Send Back to Employee.
If you clicked Send Back to Employee, the Cash Advance Details page
appears. Enter a comment, and click Send Back to Employee.

¢ If you issue the cash advance, the company can now pay the cash to the
employee. Later, the employee must create an expense report to account
for the cash.

¢ If you send the request back to the employee, you must enter a comment.

Issuing a Cash Advance in One Step

The Cash Advance administrator can use options in Employee Balance to search for
an employee and then create and issue a cash advance on their behalf. This
bypasses the workflow used for approval when the advance is requested by the user,
allowing for a simplified process.
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Creating and Issuing the Cash Advance

This feature is available only to the Cash Advance admin; the Cash Advance admin
cannot issue this type of cash advances to himself/herself.

P To create and issue the cash advance:

2. The Cash Advance admin uses the Employee Balance tab to search for the

desired employee.

Cash Advance Admin

Employee Balance | Cash Advances

Find employees where: Employes First Mame

And belong to Group: * Al Groups | Can Access

Employee Hame Emnail Address

Bertrand, Claude

Begins with [

Employee has: | All

Oldest Cash Advance Date

ClaudeBertrand@Randomerbs .com

Cash Advance Balance

F0.00
Collinz, Chriz L. co@randomyerbs .com $0.00
Miller, Chriz Chrishdiller@Randomerbs .com 121852014 $300.00

3. With the employee selected, click Create & Issue:

Cash Advance Admin

Etnploves Balance | Cash Advances

Find employvees where: Emplovvee First Mame

And belong to Group: * Al Groups | Can Access

Employee Hame +
Bertrand, Claude

Email Address

ClaudeBertrandi@Randomyerhs com

Colling, Chriz L. coi@randomyerbs. com
Miller, Chris ChrizMiller@Random®erbs . com
Page 1] of1 (]

Cash Advances: Miller, Chris

Fhovee Only: Active Cash Advances

ash Advance Ho

Requested Dis... Status

Cagh for London Trip lssued

Begins with [

Employes has: | &l

Oldest Cash Advance Date

12182014

Cash Advance Balance
$0.00

§0.00

$300.00

Dizplaying 1 -5 of &

=

I

Starting Bal:

dU... Available Bal

30000

F0.00 $300.00

4. The Create a New Cash Advance window opens. The administrator then
names the advance, specifies the amount and currency, and adds a purpose

and comment as needed:

TeamWorks Travel
Cash Advance Administration

& Expense System

Version Date:09/22/2015




Create a New Cash Advance

Emplotyes Mame: Miller, Chris

Tame Cash Advance Amaourt Travel Start Date

|| I lUSD

Requested Dishursement Date Purpiose Cash Advance Commert

Travel End Date

Cancel

5. Click Issue to issue the cash advance.

Searching for Cash Advances

Page | 9

The Cash Advance admin can search for cash advances on the Cash Advance tab

by:
e Cash advance name
e Employee first or last name
e Request date
e Amount requested
e Requested disbursement date
e Start or end date
e Account code
e Cash advance key
e Group

e Cash advance status

TeamWorks Travel & Expense System
Cash Advance Administration

Version Date:09/22/2015




Page | 10

P To search for and view a cash advance:
6. On the Cash Advances tab, enter search criteria.

7. Click Search. The search results appear in the bottom pane.

Employee Balance || Cash Advances
Find cash advances where: Cash Advance Mame Cortains lonicon
And belong to Group: * &l Groups | Can Access
Cash Advance Status: lzsued Cash Advances
Cash Advances
Cash Advanc... | Employee Hame Purpose Email Address | Amou... | Start Date End Date Starting Balance
Cashfor Lon...  Miler, Chris Chrishiller@Ra... F300.00 044352015 04M 712015 $300.00

8. Click the name of the desired cash advance. The cash advance opens to the

Details tab.

Cash for London Trip

Employee Name: Miller, Chris A

Details = Comments History | Expenses || Audit Trail | Approval Flow || Documents

Hame Cash Advance Amount

Travel Start Date
Cash for London Trip 300.00

04/13/2015

Travel End Date
041712015

Reguested Disbursement Date Purpose

300.00 USD

Cancel

[N

For more information on the details page, refer to Viewing an
Employee’s Balance and the Cash Advance Details in this guide.
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Date ‘ Notes / Comments / Changes

05/17/12 Document Release

06/18/13 Added How to Edit TTE Vouchers in TeamWorks Financials and updated Custom Report Catalog;
updated cover graphics

06/21/13 Added Generic Year End Procedures

11/08/13 Added Travel Payments Reconciliation section

11/15/13 Added Hotel Reconciliation

01/06/14 Updated GLXXX0902 and APXXX0855 and Detail Report Extracted Reconciliation Report in Section 8;

Added Section for Departing Employees; moved Year End Financial information to end of manual and
renumbered sections 7-9 for better flow.

1/8/14 Added a section for Determining Taxability of Employee Expenses including the IRS report and
instructions. Made this as section 9 and renumbered General Year End Procedures to Section 10

1/17/14 Updated Reconciling Transactions Extracted from TTE into TeamWorks for new Detail Report-
Extracted; updated formatting

02/04/14 Updated doc for name change of Detail Report-Extracted and minor date changes

02/10/14 Added IRS report to Report Catalog List

12/31/14 Updated for new Ul

06/30/15 Added new report: Unassigned CC and ltineraries and other new report variation to Section 4:Report

Catalog; updated Section 7 Travel Payments and Reconciliation

09/23/15 Minor formatting adjustments
11/19/15 Updated for new Direct Bill Clearing Accounts
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Section 1: Who can Access Reporting

This document presents an overview of reports customized by the State of Georgia
Accounting Office.

The primary TTE Local Travel Administrator is granted permission to access TTE System
Reports. If the TTE Local Travel Administrator does not have the proper permissions, he/she
should contact the GA Travel Global Administrator through the Customer Service Center
[404-657-3956 Option 9, or 1-888-896-7771 (Option 9) or email sao_travel@sao.ga.gov].

Access is restricted to data for your agency. Agencies cannot create new reports or modify
existing reports. Questions, issues or requests for reporting changes should be referred to
the Customer Service Center [404-657-3956 Option 9, or 1-888-896-7771 (Option 9) or
email sao_travel@sao.ga.gov].

Section 2: Reporting

Accessing the Reporting Tool
The Reporting tool is accessed from My Concur.

1. Log in to Concur. Click on the Reporting tab.

Administration = | Help =

Home Requests Travel Expense Reporting - App Center

Intelligence

+ a0

Upload Authorization Available
RECejot e St

2. The Public Folders tab opens. Click on State Accounting Office.

CONCUR p0013079cq9f_00962196s0g.ga.gov_2633 Log OF o Q. fv &+~ Launch~ @~
G Public Folders My Folders  Concur Dashbhoard Concur Dashboard
Public Folders EIT OB %Y £ B =2
Entries: |1 -5 [+]
Name < Maodified < Actions
EE Concur Data Warehouse Movember 26, 2014 10:39:18 Ak ﬁ More...
=] Dazhhoard Metrics July 23, 2014 11:32:22 AW ﬁ Moare...
[0 Inteligence - Standard Reports December 1, 2014 11:03:58 &b =] More
October 28, 2014 8:53:15 AM =] More
=] Universty System Februaty 11, 2013 1000511 Ak ﬁ Moare...
Accessing SAO Custom Reports
1. Select State Accounting Office in the Public Folders tab.
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p0013879cqsf_00962196@sog.ga.gov_2633 Log OFf [ B~ 4@~ 8~ Launch~ ¢~

Iﬁ Public Folders My Folders Concur Dashboard Concur Dashboard
ICEEEE L Bm B I

Public Folders

Entries: |1 - |5 o
| Hame & | Modified < | Actions
Caoncur Data Warehouse Octaber 10, 2013 1:44:40 PM More...
|:| ] Dashboard Metrics Cctober 19, 2013 2:43:18 AN More...
[ [ Inteligence - Standard Reports COctober 15, 2013 2:45:55 AM Maore...
] State Accounting Office Cctober 3, 2013 5:39:25 AN More...
P 5 More...

2. Alist of reports customized for State of Georgia appears.

Py e, [ WY s Pt o ey find,
EE | Public Folders My Folders  Concur Dashboard Concur Dashboard
Public Folders = State Accounting Office En T EEEER X 2 X g
Entries: |1 - |53 o
[ | | Hame ¢ | Modified < | Actions
|:| =] Managed Reporting Octeber 29, 20132 10:04:47 &AM Meore...
B 3 SAOQ Reports May 25, 2012 7:49:24 AN More...
[ P 195060 Extracted Reconciliation February &, 2013 1:11:24 PM 2 bk BY EH vore..
[ P 195080 Pending Transactions July 2, 2012 8:09:24 AN " 3 k B B3 . More...

Running SAO Custom Reports

1. Choose a report by clicking on the name listed.

e P,

Ty

-

b Public Folders | My Folders Concur Dashboard Concur Dashboard |
T EEEE X BB X E

PR SR Y

Public Folders = State Accounting Office 2

Entries: |1 - |53 o
0= | | Name < | modified < | Actions
|:| = Managed Reporting October 29, 2013 10:04:47 AN More...
B SAD Reports May 25, 2012 7:49:24 AM More...
[7] [@l» 195050 Extracted Reconciliation February &, 2013 1:11:24 PM bl EJ & More...
= . vw July Z, 2012 8:09:24 AM P . B EY
] [Elp  Sems Uoaeciooe o b

2. Prompts for criteria selection may appear depending on the report selected. Enter
the appropriate requested information for the prompts and click OK or Finish.
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Employee Exceptions - Details
Prompts
Date Range
From:
Apr 10, 2013 -
To:
Apr 10, 2013 5:: 0
Options
Keywords:
Type one of rore keywords separated by spaces,
Searchldl
Cprions
Results: Cheices
-
-
Selecr all Dreselacr all Selact all Dezelact all
Cancel F|

3. The report displays according to the default output selection.

Ernplayee | Employes | Report
I

(8] Crate
Anadu, 00397384 | Apr 8,
Uzorna 2013
Jane
Artese, 0202821 Mar
Erian P 27,

2012

Eattles, 00201026 Apr 1,
Greco R 201z
Gardrer, | OO0FE383%  Apr 2,
Alice & 2013

Feport Marne Purpose Exception
Ewent
Whaek of April | Site Wisits Report
1, 2013 Submit
Louizwille, KY | Louisville Repart
2/21-2f232013  Conf. on Lit | Submit
2 Culk
March Travel  Daily Wiork  Report
Travel Submit
February & Client Report
March 2013 intakes, Subrmit

p0013879cq9f_00982196Fs0g.9a.g0v_2632 Log Off {a Al About

Esception
Level

t1

&1

E\ keep this version = [p Eé - E - 3 Add this report =

Employee Exceptions - Details
Sert for Fayment Date Between Apr 10, 2013 and Apr 10, 2013

Exception
Code

UNUSEDCC

TRIR4S

MILEFUEL

MILEFUEL

Esxception Text

You have unassigned AirPlus or Wiright Express transactions that
exceed 30 days,

Expensze reports should be submitted within 45 days after the brip
is complete. Please be more timely in completing your expense
reports,

Please review to ensure report should contain both Milzage and
Fuel expenszes, Milzage amount includes huel reimbursement,

Please review to ensure report should contain both Milzage and
Fuel expenzes, Mileage amount includes fuel reimbursement,

4. Click the “ icon to return to the Report Listing.

& 196060 Extracted Reconciliation - IBM Cognos Viewer - Google Chrome

-

| & https://reporting2.concursolutions.com/cognos/cgi-bin/cognosisapidllTb_action=cognosViewer&wui.a

ion=rumn

pO013879cq9f_00982196@sog.ga.gov_2633 Log OFf {fF <@ About

3

- - BAdd this report «

L ]
E!—; Keep this version -
Extracted Airplus
196060 Reconciliation
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Changing the output format of an open report

1. With the report open click on the current format icon
CONCUR p0013879cq9f_00962196@s00.0a.00v_2633 Lugl % About
(B Keen this version = | B g g BB~  m~ EEﬂ'.\’uddthisreport'

Employee Exceptions - Details

P L aa Sent ;Qr Parment I)'ate BsMgen Dec 1, 2014 and Des 22, Zigl _ o L

2. Select the new format desired from the drop down list. Note: You may have
to hold down the Ctrl key when opening a report in Excel.

@'-.-'iew in HTML Formak
iz Yiew in POF Formak

e views in =ML Format

7 View in Excel Options b

Create a Shortcut to a Report in My Folders

1. With the report open click on the drop down arrow next to the Add this report icon

CO NCU R p0013879cqaf_00982196@so0g.ga.gov_2633 Log Off I About

[ Keep this version » | B S g BB~ @mh v ;‘}'.\’uddthisrenortv

Employee Exceptions - Details

2. Select the Add to My Folders option.

Co N C U R p0013879cq9f_00982196@s0g.9a.00v_2633 Log Off
[ Keep this version = | B | S g BB~ m v ?E-"Add this repart ¥
Employee Exceptions - Details (5 add to My Folders |
Sent for Payment Date Between Dec 1, 2014 and Dec 22, 2014 _
A . a5 - et o p N A il

3. Specify a name and description for the shortcut. You can also add information about
the report in the Description field as well as add a screen tip for this report.
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Specify a name and description - New Shortout wizard Help [

Specify a name and location For this entry, Yoo can also specify a description and screen tip,

Mame:

Shortcut to Employee Exceptions - Details

Description:
Details the employee exceptions on expense reports,

Screen tip:

Expense report exceptions

Location:
My Folders
Select another location...

Cancel = Back Mt = Finish

4. Click Finish.

Save Report View or Email Copy of A Report
1. With the report open click on the drop down arrow next to the Keep this version
Keep this version v
iCOﬂ e2p LNz Yersion

2. Select Email Report, Save Report or Save as Report View

CONCU R pO013879cqIf_00982196@s0g.g9a.90v_2633 Log Off 5 4  About

keepthisversonw | B §oon of [+ | omm v Zaddthisreport v

Employee Exceptions - Dy -1felReeer
Sent for Payment Date Betwaen Dec 1, 2014/ e Rt
%Save as Report View..,

3. If you selected Email Report the Email Options dialogue box opens:
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Set the email options - Employee Exceptions - Details Help @

Specify the recipients and contents of the email. To add recipients, click Select the recipients or type the email addresses separated by semi-colons, Toinclude
an HTML report as the message body, leave the Body box emply and select the report as the only atkachment,

l To:
Subject:
Report: Employes Exceptions - Details

Body:
Attach the report

oK Cancel

a. Enter the email address of the recipients

b. The subject defaults to the report name.

c. Use the Body: section to add a note to the email.
d. Click OK.

4. If you selected Save this report as a view the Save as a report view dialog box
opens.

Save as report view Help @

Specify a name and location For this entry, & report wiew shares the same report specification as the source report.

Mame:
"Qer:n:urt Yiew of Ermployee Exceptions - Details

Location:
Public Falders = State Accounting OFfice

Select another location... Select My Folders

(0] 4 Cancel

a. Enter a name for the Report View
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b. Select a location for the report
i. Use Select My Folders to add the view to your My Folders or Select
another location to save to a an existing folder or add a new folder
in My Folders..

Save as report view Help (€3
Specify a name and location For this enkry, A report view shares the same report specification as the source repart,

Mame:
"ern:lrt Yiew of Ermployee Exceptions - Details

Location:
Public Falders = State Accounting OFfice

Select another location... Select My Folders

Ik, Cancel

To View Saved Report Views

1. Click on the My Folders tab.

2+ Launch~ (@~

p0013879cq9f_00952196@s0g.0a.00v_2633 Log Off Q§° Q -

G Public Folders My Folders Concur Dashboard Concur Dashboard

My Folders s G @ EE X o
Entries: |t -4 (+]
| | Name % | Modified < | Actions
@I' AirPlus Invoice Reconciliation Februsry 22, 2014 11:44:07 AW E [ 3 ﬁ E hare...
Concur Dazhhoard January 10, 2011 3:55:35 PM =] A Mare...
‘E—gi Employee Emails (Active Users) Mary 14, 2012 9:10:05 Ak E - ﬁ % Mare...
@D‘ Expense Reparts by Business Unit (Concur Invoice Recon) Februsry 22, 20014 11:44: 28 A0 E| [ 2 E’ E Moare. ..

2. Select the Report View or Sub-Folder that contains the Report View you wish to
review.

3. Click on the Report View
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pO013879cq8f_00982196@s0g.ga.gov_2633 Log OFf o - - &~ Launch- @ -

GX Public Folders My Folders Concur Dashboard  Concur Dashboard

My Folders

S of B & % E I
Entries: [1 s (+]
| | Name ¢ | Modified ¢ | Actions
@P AirPlus Invoice Reconcilistion Fehbruary 22, 2014 11:44:07 A0 El - @ E Mare...
Concur Dashbosid Januaey 10, 2001 355035 PM E ﬁ,ﬁ Mare. ..
EP Employee Emails (Active Users) May 14, 2012 910005 AWM
@I' Expense Reports by Business Unit (Concur Invoice Recon) February 22, 2014 11:44:25 A0
ﬁ.ﬂ_:u Report Wiew of Employes Exceptions - Details

December 22, 2014 64512 A

4. The report will display in the format you have defaulted.

CONCU R pO013879cq9f_00982196@sog.ga.gov_2633 Log Off < About

Ekespthisversionv ¢ B | o5 o ER v |omm e Zaddthisreport v S5 Watch new versions »  £¥add comments v

Employee Exceptions - Details
Sent: for Payment Date Between Dec 1, 2014 and Dec 22, 2014

Employee | Employee | Report Report Marme Purpose
I Date

Exception | Exception | Exception
Ewent Lewel Code

Exception Text

Creating Excel output from a Concur Report

1. Locate the report you wish to export to Excel and click on the Run with Options
icon P next to the report you want to run.

P e T T e N /-JJ—L'—\_\‘{—-«H
Employee Distribution Lines (For Concur Bill) February 22, 2014 11:51:14 AM
Emplovee Emails (Active Users)

February 22, 2014 11:52:55 Al

Employee Exceptions - Details December 22, 2014 645135 oM

Excessive Personal Car Mileage April 1, 2014 910042 A

Excessive Personal Car Mileage 1 April 4, 2014 0644 Ak

2. The Run with options menu appears.

10|l Page TeamWorks Travel & Expense

Revision Date: 11/19/2015
State of Georgia



11| Page

Run with options - Employee Exceptions - Details
Select how wou want ko run and receive your repork,

Format:
HTML hd

Accessibility:
Enable accessibility support

Language:
English v

Delivery:
® View the report now
Save the report

Prompt values:
Mo values saved

+| Prampt for values

Run Cancel

Help @

To specify a time ko run the report, or For additional formats, languages, or
| delivery options, use adwvanced options.

3. Click on the dropdown arrow in the Format field and select the Delimited text

(CSV) report format type and click Run.

Run h options - Employee Exceptions - Details
5 w you wank bo run and receive vour repart,

Formatk:
HTML b
HTL
POF
| Excel 2007
Excel 2007 Data
Excel 2002
| Delirnited text (CSV)
[ | v

ik

Delivery:
# Wiew the report now
Save the report

Prompt values:
Mo s saved

' pk for walues

Run Cancel

Help @

To specify a time to run the report, or for additional formats, languages, or
I delivery options, use advanced options.

4. Enter any prompts required for the report you have chosen and click on Finish.

5. The system will provide information on retrieving your report and your browser

will give you access to the report.

a. Click on the Excel report name that displays to open the report in Excel. We
used Google Chrome so the report name appears at the bottom; the location
of the report on your screen is browser dependent.

b. Click on the drop down arrow to access additional options

TeamWorks Travel
State of Georgia
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Wiarning x Ermployee Exceptions - De x

<« C it & hitpsy/reporting2.concursolutions.com/cognos/cgi-bin/cognosisapi.dl| =

25 Apps Google [ Imported From IE & Microsoft OneDrive

Co N C U R p0013879cq9f_00982196@sog.0a.00v_2633 Log Off

ﬂ Your report is ready and will download to vour Web browser in a few moments.

iy < About

-

& Ernployee Exception.xsx 7 ¥ Showasll downloads.., %

c. Save the reportin a location of your choice (outside of TTE-Concur).

Section 3: Setting Preferences

Override Default Number of Reports in a list View:

1. Log into Concur and select the Reporting tab.
2. Select State Accounting Office.
3. Scroll to the far right of the window.

E p0013879cq9f_009821962s0g.ga.gov_2633 Log OFf o Q- « &+ Launch~ (B~

X Public Folders My Folders  Concur Dashboard  Concur Dashboard

Public Folders = State Accounting Office

CEYYE oﬁa:alx AR

el G 0

v R R—— Hame o e St it e, | Modifded —— i_n';tw

4. In the Entries boxes you can override the default number range of reports you
want to display on a single page in list view.
a. Enter 1 in the first box
b. Enter a number (i.e., 20) in the second box

c. Click O to make the change.

i. NOTE: If you want to list to always display a specific range of reports
such as 3 through 9, enter 3 and then 9 in the second box. Viewing in
display mode does not use this field.

d. To set the default number, see Set Personal Preferences.

5. To access any reports in excess of the preferred number use the double arrows to
move forward or backward a single page or the arrow and line to go to the first
or last page of the list.
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° PO 367903 _00952196s0g ga.gov_2653 Log OFfF [ | |E~ ¢~ 8~ Launch~ ¢~

[ﬁ- Public Folders | My Folders Concur Dashbhoard Concur Dashboard

Puklic Folders » State Accounting Office ENCOEEERE L BB X =

Eries: 1 |- B0 |© ©

Set Personal Preferences

1. Log into Concur and select the Reporting tab.
2. Select State Accounting Office.
3. Scroll to the far right of the window and click on the down arrow next to the

g~
¥ :

E pOD13879cq9f_00952196@s0g.ga.gov_2633 Log OFf Q- v &+« Launch~ @«

iy Wateh tems
My Preferences

icon.

T Public Folders My Folders  Concur Dashboard  Concur Dashboard

Fublic Folders = State Accounting Office B Y 9% @ of [ ® 2 Is
‘-’-"’L’W“JW“— el “-.*—.)‘Mu."kr

4. Click on My Preferences.

The General tab opens to display your default options for the State
Accounting Office folder.
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Set preferences

General Personal Paortal Tabs

Specify your settings,

Number of entries in list view:
73

Separators in list view:
Mo separator r

Style:
Corporate ¥ Preview

Portal
Default view:
#) List
Details

Regional options
Product language:
# Use the default language
Use the Following language:

English v

Time zone:
# Use the default time zone
Use the Following time zone:

Report format:
HTML v

¥ Show the Welcome page at startup

¥ Show a summary of the run options

Enable accessibility support For reports T run or schedule

Content language:
# Use the default language
Use the Following language:

English

(GMT-08:00% Pacific Time: Los Angeles, Tijuana, Yancouver

Enable bidirectional support
Base text direction for content:

Left-to-right ¥

[a]4 Cancel

Help @

i. Number of entries in List View: Set the default number of reports
you want to display on a screen when viewing reports in the list view.

ii. Report Format: Click on the down arrow and select your default
report output preference

NoohwnhE

HTML — display on screen
PDF — PDF formatted output

Excel 2007 — Excel 2007 formatted output

Excel 2007 Data — Excel 2007 unformatted output
Excel 2002 — Excel 2002 formatted output
Delimited text — CSV format output

XML — XML formatted output

iii. Separators in list view — click on the dropdown for options

iv. Portal:

1. Default view: Select the view your prefer — list or details
v. Regional Options, Time Zones — defaulted options should be fine

vi. Click OK.

b. Click on the Personal tab.

TeamWorks Travel & Expense
State of Georgia
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Set preferences Helr @)

General Personal Fortal Tabs -

Wiewy the summary of yvour authentication information and manage your credertialz. You can alzo views the groups and roles whose access permissions you have in
thiz sezsion and the capakilities availakble to you,

Primary logon

The primary logon represents the namespace that you first logged on tointhis session and the crederntizls that you used.

Hamespace:
Concur

User 1D:
pO01 357 9cg3f_009521 96 s0y.ga.gov_2633

Given name:
Surname:

Email:

Alerts

Specify the email address to use for your alerts about nesy versions.,

Email:

Credentials

Specify the users, groups of roles that can use the credertisls to run sctivities. ¥ou can slso renew the crecertislz. Renew the credentials

Entries: |1 -2 (5]
| | . Name
ﬁa .~ Directory Administrators
& o pO0 387 Scgaf_009521 96i&=0g oa gov_2633 (p001 357 9cq 3 _009521 96@=0g.ga.gov_2633)
Add... Remove

hd
Groups and roles

(8038 | | cancel |

i. Email: enter the email address you want the system to use for
notification of new versions.
ii. Click OK.

Switch from List to Details view

1. Click on the Details view icon

o

&« Launch~ (@«

E p0013579cqdf_00932196@s00.ga.gov_2633 Log Off Q§°

X Public Folders My Folders  Concur Dashboard  Concur Dashhoar

Fublic Folders » State Accounting Office s 9% e of 2 ® s
Entries: |1 -7l 0
————— S - = i e
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Section 4: Custom Reports Catalog

Short Description

196060 Extracted
Reconciliation

Shows all AirPlus (196060 account) detail extracted to TeamWorks by
date range.

196060 Pending Transactions

Shows all AirPlus (196060) detail NOT extracted to TeamWorks.

196060 Unassigned
Transactions

Shows transactions with missing data such as a Record Locator Number,
Business Unit, or Employee which prevent the transaction from
processing.

196061 AirPlus Invoice
Reconciliation (Details)

Gives details on Airfare and Travel Agent fees which are included in the
AirPlus bill including the program. For invoice reconciliation. Helpful for
agencies with attached agencies to identify which attached agency an
employee belongs to.

Adoption (Air, Car, Hotel)

Tracks number of Concur booked trips vs. number of trips booked
through the agent at a higher fee.

Airfare Booked But Not Yet
Expensed

Shows users what airline tickets have not yet been expensed. This will
allow finance departments to identify liabilities and plan appropriately.

Airfare Expensed Not Booked in
Concur Travel

Shows users airline expenses not booked through Concur Travel.

Airfare Expensed Not Booked in
Concur Travel (detail)

Shows users airline expenses not booked through Concur Travel with
added detail.

Approval Workflow - Details

Shows details of approval workflow by Manager or Process with
employee details

Approved Travel Requests by
Employee Details

Report in progress. See Global Travel Administrator.

Attendee Details

Shows the spending by employees and attendee information for
expenses that have associated attendees, typically for meal or
entertainment expense types. This report can be run to provide the total
picture or for a selected set of expense reports that represent money
being spent by an employee to cover expenses for fellow employees or
non-employee clients or prospective clients.

Authorized Approver List

Shows designated authorized approvers with their agency group.

Billed Transaction
Reconciliation — Detail
(Calendar Month) with Program

Concur transactions by month included deleted expense reports. See
Global Administrator for more detail.
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Car Expense Entry Analysis

Run by selected date range by employee or expense type and options
for subtotals and all or selected employees. Select specific car related
expenses.

Car Rental Details

Shows detail of Car Rentals by car rental date range and includes
vendor, record locator, employee detail including email address and
other relevant data.

Car Rental Expensed Not
Booked in Concur Travel
(Details)

Date range option and shows detail of Car Rental Expenses not booked
through Travel. Includes City/Location and no subtotals.

Cash Advance Analysis w/Aging

Shows the amount and status of cash advances by employee and issue
data, including any returned amount with days outstanding aged from
issue date.

Completed Travel Requests
Without Expense Reports

Shows Requests not attached to Expense Reports

Detail Report — Extracted (sent
for payment date)

For a specified date range, this report includes chart-field details for
expense reports extracted to TeamWorks including date release by Back
Office and Concur Extract dates. This report runs by Date Submitted for
Payment. This report is used for reconciling AP and GL data extracted
from TTE into TeamWorks.

Detail Report- Non-Extracted

This report includes ALL chart-field details for expense reports NOT
extracted to TeamWorks.

Detail Report- Non-Extracted
(Email)

This report includes ALL chart-field details for expense reports NOT
extracted to TeamWorks and includes email address..

Detail Report-Submitted (for
Concur Bill)

Chart field details by date range for submitted Expense Reports for
Concur Invoice Reconciliation. Concur billings cut off is 5 days prior to
the last day of the month.

Employee Distribution Lines
(for Concur Bill)

Provides Chart field details for employee defaults for deleted Expense
Reports. (Relates to the Detail Report-Submitted)

Employee Exceptions - Details

Id all report level exceptions by employee for date range specified.

Excessive Personal Car Mileage
(Extracted Date)

Run by selected date range with prompts for distance units, flexible
break even distance and options for all or selected employees with the
date extracted for payment.

Expense Entry Analysis Details
(grouped by employee)

Run by selected date submitted for payment range with options for all
or selected expense types, all or selected employees and options for
specified approval amount range or for highest to lowest amount.

Expense Reports by Business
Unit (Concur Invoice Recon)

Includes a listing of reports submitted by individual by day along with
the related transaction fee. Developed to be used in Concur invoice
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reconciliation. This report does not include deleted reports and may not
reconcile 100% with Concur bill.

Expense Summary

Expense summary by expense type run by selected date submitted for
payment range.

Expense Summary by
Employee and Year

This report shows summary of expenses by employee and year.

Extracted Reports (Employee

vs. Company Paid) Detail
Report 1

Reports extracted to TeamWorks by employee, with total amount and
extracted date, grouped and sub-totaled by payment type: AirPlus,
Company Paid, and Out of Pocket with added detail of Record Locator
Number and Ticket ID

Extracted Reports w/detail

Run by date range displaying expense report data such as employee,
payment status, the total amount, sent for payment date and extracted
date and time.

Hotel Expense Entry Analysis

Run by selected date range by employee or expense type and options
for subtotals and all or selected employees. Select specific hotel
expenses.

Hotel Stays Expensed Not
Booked in Concur Travel
(Details)

Shows hotel expenses with no matching reservation in Concur Travel.

IRS Report w/detail

Identifies if employee has any taxable expense reports

Mileage over 100 Per Day

Shows reports with average mileage expense reimbursements over 100
miles per day.

Report View of 196060
Unassigned Transactions

Shows unassigned credit card transactions.

Reports by Approver

List of approved expense reports sorted by approver.

Reports by Approver —
Delegated

List of approved expense reports processed by a delegate sorted by
approver.

Top 10 Longest to Approve

Ranks and shows approvers who took the longest to approve
transactions by date range

Top Spend By Airline

Ranks by airline costs for airline tickets with subtotals by agency in a
date range.

Top Spend By Rental Car
Company

Ranks by rental car company costs rentals with subtotals by agency in a
date range.
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Top Spend by Vendor

Ranks vendors with the highest amount of submitted expenses during a
specified timeframe.

Top Spenders by Employee

This report lists of employees with the highest amount of posted entries.

Top Spenders by Expense Type

This report lists employees with the highest amount of submitted
expenses within expense types during a specified timeframe.

Travel Policy Exceptions

Details travel policy exceptions including segment type, booked date,
travel date, days booked in advance, exception code and description

TTE Cash Advance Analysis

Run by date range, with options for payment type, status and all or
selected employees.

Unassigned CC & ltineraries

This report contains two tabs:
e Unassigned Credit Cards_1 (credit card transactions not
assigned to an expense report),
e Unassigned Itineraries_2 (travel itineraries not assigned to an
expense report)

Unsubmitted Expense Entry
Analysis Details (Grouped by
Employee)

This report shows a list of expenses grouped by employee that have
been entered on expense reports but not submitted during a specified
timeframe.

Unsubmitted Expense Reports

Sorts the list of unsubmitted expense reports from oldest to newest,
with amount.

Unsubmitted Expense Reports
with Cash Advances

Sorts the list of unsubmitted expense reports from oldest to newest,
with amount and any attached Cash Advances

User Concur Travel History

Includes a list of travel reservations booked in Concur travel during
specified dates.

Voided Air Tickets

Shows voided tickets; date range and other options available.

Workflow Cycle Times—Details

Options of date range and Manager or Processor with options for all or
specific approvers/processors to show workflow process details and
performance. Does not include Org Unit or Trip End Date.

Section 5: TeamWorks Financial Reports

GL Reports:

GLXXX0902
Report

GL Offline Travel Interface

The Local Travel Administrators will
need to review the GLXXX0902 (GL
Offline Interface) report daily to
ensure all transactions have posted
into TeamWorks. This report will
provide General Ledger Journal
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Entries created for Company Paid
transactions that were extracted
from Concur.

AP Reports
APXXX0401 | Budget Exceptions This report lists vouchers and
provides an error description of
each voucher line that did not pass
budget checking.
APXXX0402 | Daily Input Report This report lists vouchers that were

processed through AP including
regular vouchers, PO vouchers,
Labor, Payroll and regular offline
transactions.

APXXX0404 | Payables Due Proof Report | This report lists payables selected
for payment based on the vouchers
scheduled due date.

APXXX0408 | Payment Activity Report This report lists detailed payment
information sorted by Voucher 1D
for system checks, manual checks,
express checks, EFT payments, and
wire transfers.

APXXX0419 | Travel Expense Report This report lists vouchers for Travel
Payments. Monthly report will be
produced automatically at each
month-end close.

APXXX0855 | Offline Travel Voucher This report will provide Accounts
Interface Report Payable vouchers created for

employee travel reimbursements
that were extracted from Concur.

Section 6: How to Edit TTE Vouchers in TeamWorks
Financials

After the nightly data extract from TTE and the file is import into TeamWorks completes, the
system runs a Voucher Build. On that day you have the ability to edit the vouchers created
from TTE transactions.

Step 1: Access the Query Viewer

TW Navigation: Reporting Tools> Query=>Query Viewer
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7] Query Yiewer - Mozilla Firefox

Edt View History Bookmarks Tools  Help

Query Viewer +
€ | @ hitps:fjssofntst.state. ga. ustpsp/fscmtstEMPLOYEE/ERPC/GLUERY _MANAGER GUERY _VIEWER GELTPORTALPARAM_PTCHAY: 77 + C | ‘- Google ‘ +

Home Sign out

I Customers a New Wwindow | Help | Customize Pane | 5]
[+ lterms "

I Wendors Cluery Viewer

[+ Procurement Contracts

- Purchasing Enter any information you have and click Search. Leave fields blank for a list of all values

[ eProcurement - .

> Senvices Procursment Search By: begins with [l

el Search | advanced Search

> Project Costing

[ Accounts Receivable

> Accounts Payahle

[ Gustorn Accounts Payahle

> Salary Travel Per Diem

> Azset Management

[ Banking

> Cash Management

> Financial Gateway

> General Ledger

[ Allocations

> Set Up FinancialsfSupply
Chain

[ Tree Manager

[~ Reporting Tools
= Query

— Schedule Query
— Report Manager
[ PeopleTools
[> Fund Source Distribution

Step 2: Run Query OAPO42A VCHRS_ NOT_POSTED_ DISTR in TeamWorks Financials
(This query will show all transactions extracted from TTE on the prior day)

ery Viewer - Mozilla Firefox

Fil= Edit Vew History Bookmarks Tools Help
T Query viewer | +

| (' @ https:ffsacfrist, state.ga, us/pspyFscmtst EMPLOYEESERP, ¢/ QUERY_MANAGER QUERY _WIEWER, GELFPORTALPARAM_PTCHAY= c | " Googls

b GRS #| Enterany information you have and click Search. Leave fields blank for a list of all values. ~
[ Items = . ) .
b Vendars Search By: begins with 0aF
[» Procurement Contracts Search |Advanced Search
[ Purchasing
[ eProcurement
[> Services Procurement Search Results
[ Sourcing
[» Project Costing “Folder View: | -- All Folders -- v
[> Accounts Receivahble
[» Accounts Pavahle
[ Custom Accounts Payable
[» Salary Travel Per Diem
[ Asset Management
[ Banking — e
DC_aSh Management MDA 2D DD T LD w D=1 N T
[> Financial Gateway
I General Ledger OAPD428_WCHRS_MNOT_POSTED_DISTR YOHRS_MNOT_POSTED_DISTRE Fublic HTML Excel #ML Scheduls Favorits
I Allocations 0APD42_YOUCHERS_MOT_POSTED YOUCHERS_NOT_POSTED Public HTML Excel ¥ML Schedule Favorite
[» SetUp FinancialsiSupply ] ;
. 0AP045_WOIDS_BY_PERIODS YOIDS_BY_PERIODS Fublic HTML Excel XML Schedule Fawarite
& Tree Manager OAP D47 _YCHR_WITH_SPLIT_PYyMT YOHR_WITH_SPLIT_PYMT Fublic HTML Excel ¥ML Scheduls Favorits
[~ Reporting Tools OAPOS1_PAYMEMNT_CANCELLATION FPayment_Cancellation Fuhlic HTML Excel #¥ML Schedule Favarite
e OARD52_VCHRS_BY_PSYMEMNT_REF 04P052_YOHRS_BY_PSYMENT_REF Public HTML Excel ¥ML Scheduls Favorits L
0AP053_VHNDRS_RAMKED_BY_PYMMTE 0AP0S3_WNDRS_RANKED_BY_PYMMTS Public HThL Excel XML Schedule Fawarite
— Schedule Guery OAPDSE_SINGLEPAY_BY_BLI Single_Payment_BY-BU Fuhlic HTML Excel ML Schedule Favarite
D;_p—LRE|T Mlana L DAPOSTE_INTERUNIT_PAYABLES_CC  Interunit Pay_Cust_Cnhsoldin Public HTML Excel ¥ml Scheduls Favorite
eopleTools
b Fung S B 0APOSTC_INTERUNIT_PAYABLES_LOC  Interunit Pay_by_Location Fuhblic HTML Excel #ML Schedule Favarite
[» Labor Distribution 0APDSY_INTERUNIT_PAMRBLES Interunit payables Public HTML Excel XML Schedule Favorite
- Chande My Password 0AP0SE_INVALID_FUNDS_2007 Public HTML Excel XML Schedule Favorite
— My Personalizations ; ;
_ My Systern Prafile L 0APOSS_IMYALID_FUNDS_2006 Fublic HThL Excel #¥ML Schedule Favorite
— iy Dictionary b 0APOG0_PRIOR_BY_EXP_IN_CRNT_FY  Prior BY Expense in Current FY Fublic HTML Excel ®mL Schedule Favorite
< | > NaPNR1 WOl EHER DISTRIALITIOR S e har Dictribntinne Puiklie HThil  Fwral Wil Crhadila Fawarita \_’

|

jarvascript:submitaction_win0{document . wind, QRY_YIEWERS_WRE$hup$0;
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Step 3:

Enter the Agency’s Business Unit.

Enter the Accounting Date From = day after extraction from TTE
Enter Accounting Date To = date after extraction from TTE

For our Example: TTE transaction extracted for business day 06/13/13; Extract processed
in TW 06/14/13

Agency Business Unit: 42700

Accounting Date From: 06/14/2013

Accounting Date To: 06/14/2013

| Qi; ~ Page = Safety  Tools = I@Iv

(2]

'_r,éhttps:,l’,l'saofn.state.ga.us,l’psc,l’sao_Z,I’EMPLOVEE,fERP,l’... & =

0AP042A VCHRS NOT POSTED DISTR - VCHRS NOT POSTED DISTRE

Business Unit: 42700 |Q
Accounting Date From: 08142012 |[w
Accounting Date To: (08142012 [

Wiew Rezultz

Step 4:
Once the query runs in Excel, filer: Origin “TRV”. The query will show all travel payments
extracted the prior day.

Agencies may review any of the vouchers listed and edit invoice information, payment
information, or place vouchers on hold.

Section 7: Travel Payments and Reconciliation

Rental Cars
Suggested TTE Reports to Run:

Car Rental Detail Report 1 (includes Record Locator #)
Car Rental Expensed Not Booked in Concur Travel

e Car Rental Expenses Not Booked in Concur Travel (Details) — includes City/Location
field and no subtotals

e Unassigned CC & Itineraries — includes 2 tabs (Unassigned Credit Cards_1 (credit card
transactions not assigned to an expense report) and Unassigned Itineraries_2 (travel itineraries not
assigned to an expense report)

When a traveler books a rental car using TTE, and then imports the transaction into an
expense report, the payment type for the car rental defaults to “company paid” and no out of
pocket expense is incurred by the employee. However, the employee is required to include
this expense on his/her travel expense statement in TTE even though the employee is not
being reimbursed for the charge.
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Exp Rpt Basics-Sept-Oct

+ se¢ | Import Expenses Details Receipts * Print / Email * Sho c¢ eptio
Expenses Views & | Expense suvsilable Receipts
O Date v Expense Type Amount Requested
—— P P Expense Type Transaction Date Number of days the vehicle was rented
O 11/03/2015 Hotel $0.00 $0.00
00 Qcean Plaza Hotel, Savannsh, G I Rental Cars Only I 10/08/20
10/09/2015 Rental Cars Only $110.00 5110.00 Purpose of Trip Vendor City
0N0 Hertz, Atlants, Georgia " .
Training IHH{: Imzm Georgia
The Transaction Date is Greater than 30 days old. Please be more timely in your Payment Type Amount Avg. Dally Rate
expense submissions ~orpany Paid 000 0
Missing required field: Number of days the vehicls was rented, Avg. Dal I‘-°" pany Paid I Ho.0o uso |3-
Miles Driven. -
4 Personal Expense (do not reimburse)  Cor Class Trip Type
O 10/05/2015 For Travel Agent (In-State Tray 5427 $4.27 | Compact | In-State Travel
Travel Inc, Atlanta, Georgia
Reservation Number Comment Total Miles Driven
IJ:F
TOTAL AMOUNT TOTAL REQUESTED -
$114.27 $114.27 m| temize || attach Receipt | | Cancel |

When the travel expense statement is approved and extracted to TeamWorks nightly, the
following accounting entries occur in the General Ledger module:

Debit 640XXX — Travel — Rental Car
e 640006 Travel — In State Rental Car
e 640025 Travel — Out of State Rental Car
e 640039 Travel — International Rental Car

Credit 200006 — Travel Clearing Account - Direct Bill (Rental Car).

Each agency receives an invoice from the rental car company directly. (Hertz and Enterprise
are the current State contracted vendors). When the agency pays the invoice in TeamWorks,
the agency should use the following as the expense account for payment:

Debit 200006 — Travel Clearing Account - Direct Bill (Rental Car)

Please note that if an employee rents a vehicle from Hertz at Capitol Hill, the refuel card
charges will be included. The employee will need to itemize the expense on his expense report.
The rental portion will be reflected in 640XXX and the fuel charge in the Rental Car Fuel and
the grand total to 200006.

In the above scenario, the expense is properly recorded and the clearing account balance for
the transactions is zero. Each agency should be monitoring their rental car expenditures and
reconciling their clearing account quarterly (at a minimum) to ensure that:

o Employees are filing their expense reports for rental cars timely
¢ All invoices being paid are coded properly
e Balances in the clearing account are justified

Please note that any reservations made outside the TTE system will not follow the same
accounting entries as what is described above. Rental Car Reservations made outside the
TTE system will result in the invoice being coded to the appropriate travel account, directly,
and not the 200006 account.

Direct Bill Hotels
Suggested TTE Reports to Run:

e Hotel Expense Entry Analysis
o Hotel Stays Expensed Not Booked in Concur Travel (Details)
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e Unassigned CC & Itineraries — includes 2 tabs (Unassigned Credit Cards_1 (credit card
transactions not assigned to an expense report) and Unassigned Itineraries_2 (travel itineraries not
assigned to an expense report)

Although Direct Bill Hotels are not reserved through TTE and the employee is not being
reimbursed for the Direct Bill Hotel, the traveler is required to manually enter the hotel
expense in the expense report, deselect the Travel Allowance option, adjust the payment type
to “Company Paid” and itemize the expense.

Expense || Mightly Lodging Expenses Available Receipts
Expense Type Transaction Date Purpose of Trip
I Hotel I 11032015 ITrzir‘ir‘g
“endor City Payment Type
I Ocean Plaza Hotel I Savannah, Geocrgia I Out of Poc ket -
Amount Travel Allowance Trip Type
I 395.00 usD I In-State Trawvel
Comment
add comment if needed

| ltemize | | Aftach Receipt | | Cancel |

When the travel expense statement is approved and extracted to TeamWorks nightly, the
following accounting entries occur in the General Ledger module:

Debit 640XXX — Travel — Hotel
e 640003 Travel — In State Hotel
e 640022 Travel — Out of State Hotel
e 640036 Travel — International Hotel

Credit 196040 — Clearing Account — Hotel Direct Bill (Distributed)
NOTE: Effective 12/01/15 Direct Bill Hotels no longer clear through 200006

Please note that if there are any taxes itemized for the hotel stay (such as the Georgia
Transportation Bill Tax of $5 per night) they will be debited to the appropriate account and
also be included in the total for 196040 when the employee itemizes the expense.

Each agency receives an invoice from the hotel directly. When the agency pays the invoice in
TeamWorks, the agency should use the following as the expense account for payment:

Debit 196041 —Clearing Account — Hotel Direct Bill (Undistributed)
NOTE: Effective 12/01/15 Direct Bill Hotels no longer clear through 200006

In the above scenario, the expense is properly recorded and the 196040 and 196041 clearing
accounts net to zero. Each agency should be monitoring their direct bill hotel expenditures
and reconciling their clearing account quarterly (at a minimum) to ensure that:

e Employees are filing their expense reports for direct bill hotels timely
e All invoices being paid are coded properly
e Balances in the clearing account are justified
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AirPlus (Airfare)

When a traveler books airfare using TTE, the payment type for the airfare is “company paid.”
The employee is required to include this expense on his/her travel expense statement in TTE
even though the employee is not being reimbursed for the charge.

When the travel expense statement is extracted to TeamWorks nightly, the following
accounting entries occur in the General Ledger module:

Debit 640XXX — Travel — Commercial Transportation
e 640005 Travel — In State Commercial Transportation
e 640024 Travel — Out of State Commercial Transportation
e 640038 Travel — International Commercial Transportation

Credit 196060 — Travel Clearing Account (Distributed)

The State Accounting Office (SAO) receives a consolidated invoice from AirPlus and is
responsible for paying AirPlus on behalf of the TTE agencies. The AirPlus invoice includes
charges for airfare, as well as all fees assessed by the travel agency (Travel Incorporated) for
any reservation made using the TTE system. When SAO pays the invoice in TeamWorks, A/P
vouchers are set up for each impacted agency and A/P vouchers are coded as follows:

Debit 196061 — Travel Clearing Account (Undistributed)

SAO uses default chart field information including Department, Program, Fund, Funding
Source, and Project that is supplied by the agency during the TTE onboarding process.

Each impacted agency receives a copy of the AirPlus invoice, along with supporting
documentation for their files.

In the above scenario, the expense is properly recorded and the clearing accounts (196060
and 196061) should net to zero. Each agency should be monitoring their airfare expenditures
and reconciling their clearing accounts quarterly (at a minimum) to ensure that:

e Employees are filing their expense reports for airfare timely
e Balances in the clearing accounts can be justified

TTE/Z/Concur

SAO receives a consolidated invoice from Concur monthly and is responsible for paying Concur
on behalf of the TTE agencies. The Concur invoice includes fees for each expense report
submitted at least once in Concur.

Contractually, expense report fees are initiated the first time an expense report is submitted
by the employee. We encourage you to suggest that expense reports not be deleted if it has
been submitted by an employee at all, but rather that they edit and reused the report as the
process fee is assessed on the initial submission and will not be credited by Concur due to
deletion. Again, the report process fee is triggered once at the moment the initial Submit is
elected by the employee.

Concur also invoices a separate line item for “select access fees” for specific airline access.
This is a contractual process fee and is in addition to the expense report process fee. This
fee is not assessed by the airlines but by Concur.
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When SAO pays the invoice in TeamWorks, A/P vouchers are set up for each impacted
agency and A/P vouchers are coded as follows:

Debit 651010 — Per Diem & Fees — Other Fees
SAO uses default chart field information including Department, Program, Fund, Funding
Source, and Project that is supplied by the agency during the TTE onboarding process.
Agencies are authorized to enter Adjustment Vouchers, as needed, if an agency desires to
reallocate expenditures for Concur.
Each impacted agency receives a copy of the Concur invoice, along with supporting
documentation for their files.

Queries and Reports

Agencies can run the following queries in TeamWorks to assist with the reconciliation process:

e OAPOO5 — VERIFY_EXP
e 0GLO76 —4092X GG REPORT

Agencies can run the following report in Concur to assist with the reconciliation process:

e 196060 Extracted Reconciliation

Agencies can also use the AirPlus and Concur supporting documentation (provided by SAO)
to assist with the reconciliation process.

Reconciling Transactions Extracted from TTE into TeamWorks

Document Direct Reports and the TTE Detail Report — Extracted (sent for payment date) to
Reconcile Accounts

1. Run the Detail Report- Extracted (sent for payment date) from Reporting in
Concur.

Enter the business date or date range you want to reconcile. The Date Sent for Payment is
the date the Back Office releases the items for payment. The Extracted Date is the date
TTE/Concur extracted the data to make it available for processing into TeamWorks.

TTE Entries cut off at 6pm daily. Any transaction after 6pm will not be extracted by TTE until
the next business day.

The report date shown in Document Direct represents the date the items were processed by
SAO and not the date the transactions were released or extracted from TTE. Most times
there is a one business day lag between the Date Extracted in TTE and the Document Direct
report date. There can be exceptions.

e Although TTE extracts data daily, SAO does not process any data on holidays
or weekends
0 The SAO process for Document Direct documents runs
between 7am and 10am Monday through Friday except for
Holidays.
e The Sent for Payment Date and the Extracted Date may not be the same in
the Detail Report-Extracted (sent for payment date).
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The Document Direct report date will generally be the next business day after
the Extracted Date in the TTE Detail Report-Extracted (sent for payment date)
if no holiday was involved.

o TTE data from Friday’s activity would usually have a Monday

date in Document Direct as long as Monday was not a holiday
and would also contain any Saturday through Sunday data
extracted by TTE.

Data from Friday, when Monday is a holiday, would have a
Tuesday report date in Document Direct and would also
contain any Saturday through Monday TTE data extracted by
TTE.

IF SAO is closed for any reason during the normal work week
data is processed the next business day and reports would
have that business date.

On very rare occasions the Document Direct report date can
be the same as the Extracted Date in the TTE report.

The Detail Report-Extracted (sent for payment) as displayed in TTE Reporting does not have

subtotals or grand totals.

Unit

41900

41900

41900

41900

[& concur

Cognos 10.2.1 upgrade will occur on Jan 25, 2014

Business | VendorID | Employee

D

E001001832 | 01001832

E001001832 | 01001832

E001001832 | 01001832

E001001832 | 01001832

Repart
Legacy

g
Key

102914
102914
102914

102914

41900 E001001832 | 0100183 Idwell, 102914 120113- 13- 2013- 0001 Personal Car Mileage  Outof 01 4195750002 | 4072102 | 12501422 | 10100 301 | Jan 8, in 9, Extracted = 145.23
r

pO013879cqsf_00982196@sog.ga.gov_2633 Log OFf  {iv <q] About
(F keep this version v | B BB~ ! @ v [Faddthisreport~
Trp  TrpEnd | Account |  ExpenseType | Payment | Fund | Department | Program | Project | Fund | Class | Sentfor | Extracted Payment | Expense
Start | Date | Codel Type | Source Payment | Date | Statws | Amount
Date Date
213 2013 640002 Fixed Meals outef 01 4195750002 | 1073102 12501422 10100 301 Jen§  Jang,  Exwacted  20.90
202 12-15 Packet w14 014 for
Payment
213 2013 640010  ForTravel Agent  ArPlus 01 4195750002 | 1073102 12501422 10100 301  Jan§,  Jang,  Exwacted 179
202 12-15 (In-State Travel) w14 014 for
Payment
213 2013 640003 Hotel outof |01 4195750002 | 1073102 | 12501422 10100 301 | lan8  Jang,  Extracted  69.72
202 1215 Packet 214 2014 r
Payment
013 2013 640003 | HotelTax outof |01 4195750002 | 1073102 12501422 | 10100 301 | Jand,  Jan3,  Extracted  4.33
1202 1215 Packet 214 2014 r
Payment

(@ =

View the report in Excel by clicking on the icon and selecting the appropriate Excel
options.
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2 |Extracted Between Jan 8, 2014 and Jan 9, 2014
Eusiness | WendorID | Employee | Employee | Report | Feport | TrpStat | TpEnd | Account | Espense Type| Fayment | Fund | Depatment| Program | Frojest Fund Class | Sentfor | Extracted Date| Payment Status | Expense
it o LegacyKey|  Mame Date Date Code1 Tupe Source Payment mount
3 Date
Ftang E001001332 "DI00IB3Z  CaldwellKin  1023M 12013421663 2013-1202 20031215 'G40002  FizedMeals Outoi  'OI Figsesonnz Morainz  Mesotzz  Aoion ot JanB,201  Jand, 2014 Exuactedfor 20300
4 Focket Payment
Tita00 E001001852 "DA00E32  CaldwellKin  1023M 12013421603 20131202 20131245 'B4000  For Travel Age MiFlus 01 %igs7sonnz Morxoz  fiosodzz  %otoo 01 Jan,201  Jan3, 201 Exacted for 179
5 Fayment
Ta0g E00M00132 DI00I832 | CaldwellKin  1029M 1201321612 2013-12.02 2007245 'G4OODI Hatel Outef D1 Tgszsonnz Mornz  Mizsomez oo 01 JsnB,201  Jan9. 2014 Exwactedfor 59.72)
6 Pocket Fayment
Ttang E001001832 "DI00B3Z  CaldwellKin  1023M 12013421603 2013-202 200325 '640003  HowelTaz  Ouwteé 01 Riasesonn: Moraoz  Mimodez  Aoioo el JanB,201  Jand, 2014 Exnacted for 488
7 Focket Payment
71300 E00M00132 "DI00I832  Caldwellkin  1029M 1201302161 2013-1202 | 20131246 'B4000T  PersonalCarf Outof 01 Tgmrsonnz Mornz  Mesomez oo 01 Jan201  Jan3, 20 Exuated for 523
8 acket ayment
Ttang E00M00132 MDI00IB32  Caldwellkin  1029M 12013421562 2013-202 | 2000245 "G40003  FerwalCarFue Ouvod 01 Tigsrsonnz Moroz  Mizmodez  oioo ol Jan8,20K  Jand, 201 Esractedfor 1197]
9 Packet Zyment
Tita00 E001001832 "DI00IE32  CaldwellKin  1023M 120113421663 2013202 201312456 '40005  Rertal Cars i Company 01 Figsrsonnz Morxoz  fmodaz i <l Jan,201 Jan3, 2014 Exnacted for 14.42)
10 Faid ayment
7300 E00M001832 "DI0ME32  CaldwellKin  1029M 1201342161 2013-202 20031245 'G4000Z  FizedMeals  Outof  'OIO04 Tgsrsonnz Morvz  Mzsomzz oo =01 Jan 201 Jan3, 201 Exuacted for 21
11 Pocket Fayment
Ttang E001001832 "DI00IB32  CaldwellKin  1029M 12013421563 2013-202 2001245 'G4000  For Travel Age AirPlus  "OI004 Riasesonn: Moraoz  Mimodez  Aoioo el JanB,201  Jand, 2014 Exnacted for 052
12 Payment
Tita00 E001001852 "DADOE32  CldwellKin  1023M 120113421663 2013-12.02 2013245 'B40003  Hotel Cutof D004 %igs7sonnz Morxoz  fiosodzz  %otoo 01 Jan,201  Jan3, 201 Exacted for 24.07)
13 Facket Fayment
Ta0g E00M00132 "DI00832  CaldwellKin  1029M 1201321612 2013-202 2004245 'G4OODI  Hatel Tax  Outof  'OIO04 Tgszsonnz Mornz  Mizsomez oo 01 JsnB,201  Jan9. 2014 Exwactedfor 159
14 Pocket Fayment
% @““_‘“ Tl 004 135750002 70, jan 9, 0.

Save the report to your PC or Laptop with the appropriate date.

2. Obtain Document Direct GLXXX0902 and APXXX0855 reports

Open the GLXXX0902 (GL Offline Travel Interface-General Ledger Report) for a specific

date from Document Direct.

Print or export the report. Then do the same with the APXXX0855 (Offline Travel Voucher

Interface — Accounts Payable Report).
Note: XXX=Agency Business unit number, 404, 419, 427, etc.

You may Print or Export these reports in Document Direct by selecting File.

Note: Generally the Print function should be fine.

DocumentDirect

File |Edit View Script Policy Options Window Help

=]

o 11|

Document Direct - Print or Export option

28| Page
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Edit View Script Paolicy Options Window Help
Open

Close

Docurnent Explorer...

Locate...

Run...

Printer Setup...

Print Manager...

Send Report...

Set DDE Scope...

Exit

Note: A document must be open or the Print and Export functions are grayed out
and not available.

0 To Print the report:
= Select Print
= Verify the Copies and Pages options

t Print - Iﬁ1

167.192.62.18: AP4B50410 [01/14/2014 07:14:55 AM)

Printer: Dell 5330dn bMono Lazer Printer on 10.0.6.240

Copies: I‘I—
Fages (= al Cancel
™ Current Section
" Current Page Setup...
" From: [1 Te [
Help
Owerflow
* Tile Pages —
" Truncate
™ Fit Best -

= Click OK or select Setup to use a different printer
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- ™
Print Setup Iﬁ

Printer

Name: Dell 5330dn Mono Laser Printer - Properties...

Status: Toner low; 0 documents waiting
Type: Dell 5330dn Mono Laser Printer
Where:  10.0.6.240

Comment:
Paper Orientation
Size: |Leﬂer ﬂ + Portrait
L,
Source; |,'-\uto Select j " Landscape

Netwark... oK | Cancel

= Choose the desired printer
Click OK
Click OK again to print

0 To Export the report:
= Select Export
= Verify the Pages option. If in doubt, select All to ensure you export the
entire report.

= Specify the location to export to in Filename: and alter the name of the
document if desired.

r 5
Export To File S

167.192.62.18: AP4650410 (01/14/2014 01:14:55 AM)]

/
Pages: & Al m‘

(" Current Sechion

" Current Page Lape
| ET S E—

' L =

C Format  |ASCIl Rd

- | =

< Filenarne:
Wﬁuns'ﬂ 51- SAQ-DFITZAConcurt T

[ &ppend Ta File

- Help

[ 4

Note: Document Direct exports documents with the file extension .RPT
To manipulate the exported data, import it into Excel.

e Open Excel and then select the GLXXX0902.rpt or APXXX0855.rpt report from the
saved location.
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Note: XXX= Agency Business Unit Number 404, 419, 427, etc.

& - = Book2 - Microsoft Excel = EY
File Home Insert Page Layout Formulas Data Review View Developer Acrobat & e = =2
& Cut PO = ) D T T PR I AutoSum v
Calibri i - A A S Wrap Text General - = 7 [ |
23 Copy - e B P o i - L
= B J U- | #H- &-A- ] m & Center ~ - o 3 | %9 .00 Conditional Format  Cell Insert Delete Format Sort & Find &
& Format Painter = = =~ Bl Merge & Center = § = % >0 e ormatting - as Table - Styles< |+ B ~ | 2 Cear~  Fifter~ Selact~
Clipboard F] Font = Alignment F] Number F] Styles Cells Editing
[&] Open -
-~ ‘ < 151- SAQ-DFITZ » Concur » T&E Guides-Updated » Ln:aIAdVMIH » Reconciliations-DRAFT B S ol
1| e L
2 Organize » New folder
3 =
7 » (€] Microsoft Excel Mame Date modified Type Size
3 | AP4D40855 123013.rpt 1/8/2014 4:44 PM RPT File TKE
6 b3 Favorites | GL4040902 123013.rpt 1/8/2014 4:38 PM RPT File TKB
7 | GL4040902 MMDD.rpt 1/8/2014 4:24 PM RPT File TKB
E B . smimanarr mann . 4 memne s g e -

e The documents exported from Document Direct will have an extension of RPT.

Example Excel Import process when APXXX0855.rpt (Offline Travel Voucher
Interface — Accounts Payable) is selected

e Click on the report to open the Text Import Wizard

s 5
Text Import Wizard - Step 1 of 3 -2 S

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
[ i  -Characters such as commas or tabs separate each field.

() Fixed width - Fields are aligned in columns with spaces between each field.

Startimport atrow: | 1 | File origin: 437 : OEM Urited States B

Preview of file S:\Communicationsl151- SAQ-DFITZ \Concur \T&E Guides-Up. .. \AP4040855 123013.rpt.

usiness Unit:40400 - Rudits and Ac"counts, Dep"t of &

chrVchrInvoiceEmployeeBeportMonetary
egldInvoice IdDateVendor IdIdEmployee NameFeyBReport Namefmount

1| 1 | 3

)

e Click Next
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Text Import Wizard - Step 2 of 3 L9 [

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.

Delimiters
Tab

] semicalon [] Treat consecutive delimiters as one
D Comma

Text gualifier: |~ |Z|
D Space
[ ather:

Data preview

of

Ac ounts, Dep

-
L

nvoice Employee

ate

Feport
endor Id [Id

Moneta
Ermployese Name Eey

Feport Name PEmount

| 1

Cancel | [ <Back | [ Hex

Einish

e Click Finish.

The data imports into Excel and you can manipulate the data as you need. You have the full
functionality of Excel once the reportis in Excel.

Note: If there is a large amount of data you will see sections for page headers, you
can simply delete these lines in Excel to make working with the data easier.
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Al - Jx | Busine

A B C D E F G H

1 |[Busine [lssUnit: 40400 - Aucounts, Dep tof

2

3 \Vchr Vehr Invaice Employee Report Monetary
4 Seq Id Invoice Id Date Vendor Id Id Employee Key Report Na Amount
3

i]

7 105788 MEXT 105788 110 11/7/2013 339835 885578 Bibby,Am 105788 Augusta 409.28
] 105791 MEXT 10579111 11/15/2013 339835 885578 Bibby,Am 105791 Milledgev 54.24
9 104221 MEXT 10422112 12/11/2013 482675 970942 Schuenen 104221 Towns Col 100.4
10 104288 MEXT 104288 12 12/12/2013 522437 995448 Morton,Je 104288 Atlanta PL 10
11 105846 MEXT 105846 12 12/19/2013 E00101128 1011288 Bruder,Eri 105846 KRISHNA 491.5
12 105807 NEXT 105807 12 12/19/2013 E00101128 1011289 Lam,Victo 105807 COAM AU 442,75
13

14 ====

15 Total Mo netary Amr cunt for a Vouchers =

16 |E st ate Of Ge orgia

17 Audits an d Account s, Dept of Report ID: APA040855
18 Offline Trivel Vouch er Interface Print Date 1/6/2014
19 Account s Payable s Report Page: 2
20 PSID: APSB053X
21

22 Busine  ssUnit: 40400 - Aucounts, Dep tof

23

24 |Vchr Vchr Invaice Employee Report Manetary
25 Seq Id Invoice Id Date Vendor Id Id Employee Key Report Na Amount
26

27

28

29

30 4040 0 TRANSA CTION TOTALS

31

32

33 Total Number Cf Voucher essed: 6

34 Total MNumber Cf Lines Processed: 6

35 Total Mumber C f Distribut rocessed: 54

36

37 Total Mumber Cf Voucher rted: 6

22 [ Thtal Numher © flinec Incartad- A

Note the Total of the vouchers created. In this example itis $1,508.17 which represents the

total of the AP Vouchers created from the TTE/Concur Extract.

Example Excel Import process when GLXXX0902 - GL Offline Travel

Interface/General Ledger Report is selected:

e The Text Import Wizard — Step 1 opens.
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Text Import Wizard - Stes 1062 [

The Text Wizard has determined that your data is Fixed Width.,
If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
) Delimited - Characters such as commas or tabs separate each field.

9) Fixed width:

- Fields are aligned in columns with spaces between each field.

Startimport at row: |1 = File arigin: 437 : OEM United States

Preview of file 5:\Communications151- SAQ-DFITZ\Concur \T&E Guides-Up. .. \GL4040902 123013.rpt.

Ledger: ACTUALS GL Offline Trawvel
GFeneral Ledger

4 I

State Of Georgia| *
usiness Unit: 40400 Budits and Accounts, D

Inte
Bepo

)|

Fish |

e You can start the import at row 1 or a lower row to bypass the report header

information if you choose.
e Click Next

Text Import Wizard - Step 2 of 3 [ %[

This screen lets you set field widths {column breaks).
Lines with arrows signify a column break.

To CREATE a break line, dick at the desired paosition.
To DELETE a break line, double didk on the line.
To MOVE a break line, dick and drag it.

Data preview

c . BT R S0 A B0
State O0f Gecrgis o
usiness| Unit: 40400 Budits and Bccounts, Dep
edger: ACTURALS EL Offline Trawvel Intert
General Ledger EBeport

[ Cancel ][ < Back ]

e Scroll down past the header information and a cross to verify that the columns are
correct. You can add, delete or move (change) a column as detailed in the Text

Import Wizard — Step 2.

e We suggest adding a column between ID and Date, between 1D and Employee

name, and between Employee Name and Key.
e Click Next
e Step 3 of the Text Import Wizard appears
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Text Import Wizard - Step 3 of & L2 [

This screen lets you select each column and set the Data Format.

Column data format
@ General . . ]

_ General' converts numeric values to numbers, date values to dates, and all
() Text remaining values to text.

o v [1]

() Do not import column (skip)

Data preview

ceneral sneral cneral sner=l ceneral =5l
Id Date Vendor Id Id Employee Hame &

TEVE539103 Eg014-01-0g OP0O0482675( 00570542 Schueneman, Byron, J 10
TEVE539104 E014-01-0g EOL1011288( 01011288 Bruder,Eric, G 109 =

I k

Cancel ][ < Back

Click Finish

The data is now in Excel and you can manipulate it using any of the Excel functionality as
needed.
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A B 5 D E F G H 1 1 K
1 State Of Ga
2 Business Unit: 40400 Audits ant Dept of Report ID: GL4040902
3 Ledger: ACTUA LS GL Offline erface Print Date 1/6/2014
4 General Lt ort Page: 1
5 PSID: GLS9002X
6
7 Bus Journal  Journal Employee Report
8 Unit Id Date Vendor Id Id Employee Key Report Ma Monetary Amount
9
10
11 40400 TRV65391 1/6/2014 482675 970942 Schuenen 104221 Towns Col 4.27
12 40400 TRV65391 1/6/2014 E00L0112¢ 1011288 Bruder,Eri 105846 KRISHMA 4.27
13 40400 TRV653911 1/6/2014 E00101128 1011288 Bruder,Eri 105846 KRISHNA 4.27
14 40400 TRV65391 1/6/2014 EO0L0112¢ 1011289 Lam,Victo 105807 COAM AU 4.27
15 40400 TRV65391 1/6/2014 E00L0112¢ 1011289 Lam,Victo 105807 COAM AU 4.27
16
17
13 Total Mont for all
15 @ State Of Gia
20 | Business Unit: 40400 Audits ant Dept of Report ID: GL4040902
21 Ledger: ACTUA LS GL Offline erface Print Date 1/6/2014
22 General Lt ort Page: 2
23 PSID: GLS9002X
24
25 Bus Journal  Journal Employee Report
26 |Unit Id Date Vendorid Id Employee Key Report Na Monetary Amount
27
28
29
30
21
32 40400 TRANSAC TOTALS
33
34 Journal Headers= 3
35 Journal Lines = 3
36 Journal Unknown o
37 - |
38 TotalRe cords = 8

Note the total of the GL Entries made. In this example it is $21.35. This represents Cash
Advance Returns, Air Plus and Company Paid Payment Type items on the expense reports

extracted from TTE/Concur.
3. Open the Excel report you created in #1

After you export the Detail Report-Extracted (sent for payment)

into Excel you can add a

couple of totals that will make reconciliation of transactions from TTE into TeamWorks

relatively easy.

TeamWorks Travel
State of Georgia
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Sample of TTE data viewed in Excel with helpful totals added:

Extracted Between Jan 9, 2014 and Jan 9, 2014
Busnezs | Venor 1D |Employes IDY - Empioyes: | Regort Report | TripSart | TipEnd | Acoowst | Evpense Type | Payment |Func Source| Department||  Program || Project Fund Cass Sentfor || Extraced Dae || Faymens Sane
Unk: Legacy Key | Mame Cate: Cate Code 1 Type Faymert:

TotalGLon | TL0902 RPT || Met TTE RFT - AR
TIERgE |#om Documest, (E)
(B+C+D) Divect

il

Direce

459.04 483,04 5280.90 | 5260.50

rcne
5eq

[fusiness Unsit: 41900 - Community Health, Dept. of

Vene
Ia

Imvoice Id Date Vendor Id Id Erployes Name

Add a total for the Expense Amount column (See A above)
Use the Excel SUMIF function to create totals for AirPlus (See B above), Company
Paid (See C above) and Cash Advance Return (See D above) transactions in the
Payment Type column (column K) in the report.

0 Sumif (Kx:Kxxx,”AirPlus”, Ux:Uxx

0 Sumif (Kx:Kxxx,”Company Paid”, Ux:Uxx

0 Sumif (Kx:Kxxx,”Cash Advance Return”, Ux:Uxx

Note: xx= line numbers in Excel Report

Create a total for B,C,D only (See E above)
o0 This should be the same total that appears on the GLXXX0902 report from
Document Direct (See F above)
o | created a place to enter the Document Direct total (See E above)
o0 Total E (See E above)and F (See F above) should be the same
Create a total to net the GL totals (See E above) from the Expense Amount Column
Total (See A above)
0 Subtract E (See E above) from A (See A above) to create the total (See G
above)
0 This total should equal the APXXX0855 total (See H above)
o | created a place to enter the Document Direct total (See H above)
The GL Total (See F above) in the Detail Report — Extracted (sent for payment) and
the total on the GLXXX and the AP totals
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g Home | Insert Page Layout Formulas Data Review  View  Developer  Acrobat « @
== ¥ Cut P = ) o) Cmm T Fef I AutoSum v A? j
Tahoma w0 - - SiwrapTex General - EJ-—J 5 : =
B A A B = wrap = T B | < 7
23 Copy ~ @ Fin -
aste _ B 7 U-~- |- M- Ao EflMerge & Center - | $ = % s | %3 % Conditional Format Cell | Insert Delete Format Sort & Fin
J Format Painter = - - B 77 | Formatting * as Table © Styles ~ - - - &2 Clear ~ Filter = Sel
Clipboard Font Alignment Number Styles Cells Editing
Y126 - e
A B C D E £ G H 1 il K L M N 0 P Q R s T ]
2 |Extracted Between Jan 9, 2014and Jan 9, 2014
EBusiness | Wendor ID | Employee | Employee | Report | Repart | TrpStat | TpEnd | Account | Expense Type| Fayment Fund |Department| Frogram | Project Fund Clas=s Sentfor | Extracted Date| Fayment Statuz | Expense
Unit [is} LegacyKey| Mame jate Date Code1 Tups Source Payment maount
3 Date
Fa1a00 E00I001632 01001832 Caldwell, Kin 02aM 12001321513 20131202 2013-12-15  G40002 Fized Meals  Out of o Faig5750002 K070z 2501422 Moion ] Jan g, 2014 Jan 3, 2014 Extracted for 205008
4 Pocket Payment
Fa00 En0i001z3z Hiontsaz Caldwell, Kin 0231 1201134216513 20134202 20131246 "B40010 For Travel Age AirFlus ] Ta135750002 M07302 Rizotazz Foioo 0 Jan g, 2014 Jan 3, 2014 Extracted for 179
5 Payment
1900 E00001232 100832 Caldwell, Kin 10291 12012121513 2013-12:02 201312415 G40003 Hatel Ot of m 195750002 Ho7a02 fizsoezz . oo i) Jang 201 Jan9, 2014 Extracted for £9.72]
6 Pocket Fayment
P00 Enoioniazz iootsaz Caldwell, Kin 0294 12001321513 201341202 20131215 "B40003 Horel Tax Out of ] Faig5750002 H07302 Fizsoiazz Foioo o Jan g, 2014 Jan 3, 2014 Extracted for 4.86|
7 Pocket Payment
Fa1a00 E00001E32 M10maaz Caldwell, Kin 029W 12013121613 2013-12-02 20131216 40001 Fersonal Car I Out of al Farggzs0onz Mo7a0z Fzsouzz Moo ] Jang 201 Jan 3, 2014 Extracted for M523
s acket ayment
P00 E00M001a3z io0ta3z Caldwell, Kin 0290 120113021513 2013-12.02 201312415 40003 Fiental Car Fus Out of o] 195750002 MoTH02 Rzsozz Moo 01 Jan g 2014 Jand, 2004 Extracted for 1.97|
9 Packet Payment
P00 En0i001z3z Hiontsaz Caldwell, Kin 02aM 120013121613 201341202 201312416 "B40008 Rental Cars O Company ] Fa1g5750002 H07H02 Fizgotazz Foloo ] Jan g, 2014 Jan 3, 2014 Extracted for 44.42]
10 Faid ayment
1300 EQ0001332 "DI001832 Caldwell, Kin 0294 120013121513 2013-12:02 20131215 "B4000z2 Fized Meals  Out of o004 "a135750002 [07302 fizeotazz - 000 =0 Jang z0m Jan 3, 2014 Extracted for .21
1 Pocket Fayment
P00 Enoioniazz iootsaz Caldwell, Kin 0291 120113421513 20131202 2013-12415  "G40010 For Travel Age AirPlus o4 Faig5750002 H07302 Fizsoiazz Foioo o Jan g, 2014 Jan 3, 2014 Extracted for 062
2 Payment
Fa00 En0i001z3z Hiontsaz Caldwell, Kin 0281 120013421613 20134202 20131246 "B40003 Hatel Ot of Thinn4 Ta135750002 M07302 Rizotazz Foioo 0 Jan g, 2014 Jan 3, 2014 Extracted for 24.07]
13 Pocket Payment
1900 E00001232 100832 Caldwell, Kin 10291 12012121513 2013-12:02 201312415 G40003 Hotel Tax Ot of 04 195750002 Ho7a02 fizsoezz . oo i) Jang 201 Jan9, 2014 Extracted for 168|
Pocket Payment
300 {1 1004 135760002 "i0; lan 9, 1]

What Do I Do If My Balances Do Not Tie?

Reporting imbalances between AP/GL report totals and the TTE Detail Report-Extracted
(sent for payment) report is simple:

o ldentify the issue using the TTE Detail Report — Extracted (sent for payment) from
TTE and the GLXXX0902 and APXXX0855 Reports from Document Direct. You must
document the transactions that did not appear in the GLXXX0902 or APXXX0855
report but were on the TTE Detailed Report-Extracted.

e Contact SAO Customer Care via phone at 404-657-3956 (Option 9) or 888-896-7771
(Option 9) or email to sao_travel@sao.ga.gov.

e Have the TTE and Document Direct Reports and the detailed documentation of the
issue ready to transmit to SAO immediately when requested or include with the
email if issue emailed to SAO Travel.

Once SAO TTE Support receives this detailed information, they will investigate and advise
you of any corrective action necessary.

Section 8: Important Information to Consider for
Departing Employees

Per the Statewide Travel Policy, travel_expenses and advances must be reconciled within
the TTE system as soon as possible, but no later than 45 calendar days after the completion
of the trip or event. If your agency allows travel advances, any portion of an advance that
was not used must be returned to the State, via check, within this same timeframe.

For agencies using the TTE System, travelers must submit all expenses in the TTE system,
“matching” the expenses to the approved advance. Refer to the State’s TTE System User
Reference Guide for detailed procedures. To remain compliant with the Statewide Travel
Policy regarding both expenses and travel advances TeamWorks Travel and Expense
agencies have some important considerations to make before any full or part time employee
leaves their agency.
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In order to ensure accurate expense reconciliations, reimbursements of possible travel
advances and to avoid unexpected budget impact, the TTE team recommends the following:

e Encourage Managers and/or HR to notify the TTE administrator before the employee
leaves, when possible.

¢ Notify Managers and HR that TTE expense submissions must be made before the
employee leaves or transfers out of your agency.
Consider adding this reminder to your agency exit checklist.
Run the following reports to identify outstanding expenses and unreconciled travel
fees as well as cash advance balances (if applicable) which may be due.

NOTE: Any impact here for the 196040?

v' 196060 Unassigned Transactions - Detail of all AirPlus transactions not
extracted into TeamWorks.

v Unsubmitted Expense Reports - Detail of expense reports started but not
submitted (no cash advances included).

v/ Cash Advance Analysis - ldentifies outstanding cash advance balances.

v Unsubmitted Expense Reports with Cash Advances - Detail of expense
reports with cash advances attached but not submitted.

v IRS Report — ldentifies if employee has any taxable expense reports.

v Unassigned CC & ltineraries - identifies This report contains two tabs:
Unassigned Credit Cards_1 (credit card transactions not assigned to an
expense report), and Unassigned ltineraries_2 (travel itineraries not assigned
to an expense report)

Section 9: Determining Potential Taxability of Employee
Expenses

Statewide Travel Policy Reference

Pursuant to Section 7: Reimbursement for Travel Expenses of the policy currently in effect:

7.1 General

Employees are expected to exercise good stewardship of funds when traveling on
official business. Any expenditure disallowed by the State is the responsibility of the
employee.

7.2 Expense Reimbursement Timing

Travelers should submit all expenses for reimbursement and reconciliation within 10
days of the completion of the event or trip but no later than 45 calendar days.
However, a reimbursement request will preferably be held (not entered into the TTE
system) until an amount of at least $10 is due.

IRS regulations state the traveler must adequately account to the employer and
submit travel expense reimbursement requests within 60 days of the end of the trip.
Such expenses, if reimbursed after 60 days, become taxable income to the traveler.
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All expense reimbursement requests must be submitted as soon as possible, in
conjunction with an employee’s last day of employment, when applicable, but no
later than 45 calendar days after the last day of employment. Outstanding requests
not submitted after this time period will not subsequently be reimbursed. The Office
of Planning and Budget OPB Policy Memorandum No. 1 (Revision 5, May 2013)
provides further guidance for recovering unrecovered Travel Advances, post-
employment.

TTE IRS Report

The Local Travel Administrator can determine expenses submitted in excess of 60
days from the completion of the trip by running and evaluating the TTE IRS Report.
This report should be run weekly. Also, consider running this report if someone is
leaving the agency as well.

Local Travel Administrators with reporting access to the TTE System should run the
IRS Report weekly as follows:

Log in to Concur and click on the Reporting tab

Administration = | Help =

Home Requests Travel Reporting - App Center

Frofile =

Intelligence

+ a0

Upload Authorization
RECejot Bene st

Select the State Accounting Office Folder

CO' pO013879cq9f_00982196@s0g.a.000_2633 Log Off o Q- ~ &+ Launch- (-
[ ]
X Public Folders My Folders  Concur Dashboard Concur Dashhoard
Public Folders EE UE%eE A =
Entries: [1 -5 o
Name < Modified = Actions
# Concur Data Warehouse Movember 26, 2014 10:3%18 &M £ Mare...
| Dashhoard Metrics duly 29, 2014 11:32:22 AM E Mare...
|| Inteligence - Standard Reports December 1, 2014 11:09:59 44 E Mare...
| State Accounting Office Qctober 28, 2014 53315 AM E Mare...
|| University System February 11, 2013 1000811 A E Mare...

Wl DA et i A N i i e A . U ey e A

Scroll down to the IRS Report:

P R S WP NP o e Pt s e A P

P A A
Eﬂb RS Report December 22 2014 7:26:46 A6

}E"__nl' IRS Report weidetail June 6, 2014 5:22:45 A

From the IRS (Number of Days to Submit Report) Prompt window:

o0 Enter the date range to be reviewed
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0 Select the Business unit
o0 Click Finish

Number of Days to Submit Report - Prompts

—

From:

Dec 22, 2014

Sent for Payment D Range :

To:

Business Unit(s) (Optional) : Employee(s) (Optional) :

Keywords:
Type one of more keywords separated by spaces.

40400 Searchlg)
40600
40700
40800
41400
41200
41900
42000
42200
42700
42800

COptionz %
Results: Choice:
Inger &

 Remaove

-

Select all Deselect all

Select all Deselect al Zelect all Deselect all

Cancel Finish

The report will display:

(@ CONCUR

pO013879cq9f_00982196@s0g.0a.gov_2633 LA‘@ < About

[EKeepthisversion > | B | B~ | mv Faddthisreport~ |

“Em¥iew in HTML Format

Number of Days to Submit Report
by Sent for Payment Dates Between Dec 1, 2014 and Dec 22, 2014

Business Unit | Employes Mame | Employee D

Repart Name

Report iey | Date First Submitted | Total Smourt Approved

Default Approver

x| Wiew in FDF Format
femview in ZML Format
Bz View in Excel Options b

Trip Start Date | Trip ENd| g View in Excel 2007 Data

7. | Em View in Excel 2007 Format
1, | ) View in Excel 2002 Format

To view this report in Excel, click the alternate view icon , select View in Excel
Options and then select the Excel format desired and then open the report. Where the
report appears to open depends on the browser you are using.

mn -

The report will export to Excel and you will have the full functionality of Excel to sort or
manipulate the report data as needed. Sorting the data to include the # days to submit will
bring potentially taxable instances to attention.

TeamWorks Travel
State of Georgia
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A B b D E F G H I ] K
‘ Number of Days to Submit Report

7 by Sent for Payment Dates Between Oct 1, 2013 and Dec 31, 2013
3 | Business Unt Employee Name Employee I Report Name Report Key | Date First Submited | Total Amount Approved |  Defautt Approver | Trip Start Date| TripEnd Date | # Days to Submit
4 fanmoo Doe, Jane ﬁugggggg FMC Conference 88239 Sep 26, 2013 54361 Approver, The Sep22, 2013 Sep25 20131

It is recommended that you evaluate the trip dates and submit dates. The employee may
have made an error which resulted in a negative number or a HUGE number in the # days
to submit field. Examples would be entering an incorrect year in the start or end dates or
submitting the report before the end date of the expense report which would create a
negative number.

Once you determine that there are one or more taxable expense reports (60 days or greater
listed in the days to submit field), provide a copy of the report to your HR/Payroll office as
soon as possible. The HR/Payroll office will handle the process from this point.

HR/Payroll enters the total amount of the expense report on the employee’s payline in
TeamWorks HCM, using earnings code TAIl. The information will be added to the employee’s

payline during the normal “on-cycle” process. The “on-cycle” process depends on the pay
cycle the agency is using — semi-monthly, weekly, or monthly.

Section 10: General Year End Procedures

Reports Agencies can run in TTE

Agencies on TTE are encouraged to run and monitor any of the following reports below in
Cognos Reporting to determine outstanding travel expense reports. These reports should
be reviewed prior to year-end close out to ensure all current year travel reports are
processed in the current fiscal year.

e Unsubmitted Expense Reports: Detail of unsubmitted expense reports with
amounts.

e Unsubmitted Expense Reports with Cash Advances: Detail of unsubmitted
expense reports with amounts and cash advances.

e 196060 Pending Transactions: Detail of AirPlus transactions (196060) NOT
extracted to TeamWorks.

e Cash Advance Analysis: Shows the status of cash advance by employee.

e IRS Report: Identifies any employees with taxable expense reports.

Processing Travel Reports When Two Accounting Periods are open

In order to facilitate year-end processing, the ‘trip end date’ in TeamWorks Travel &
Expense (TTE) will be used to determine the accounting period in TeamWorks for travel
expenses.

All expense reports that are submitted Should have a June or July ‘trip end date’
between June 15t and July 10", 2014 to determine the appropriate accounting
(Dates will vary depending on the fiscal year) | period in TeamWorks.
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Employees submitting reports with Need to change the ‘trip end date’ to a
expenses prior to June June date on the report header, before the
report can be submitted.

From July 1-11 (Dates may vary for each Agencies will need to determine the
fiscal year) appropriate accounting period and revise
the ‘trip end date’ accordingly.

NOTE: To ensure that expense reports are approved and extracted before TeamWorks year-end
processing, no travel expense reports should be submitted by employees after July 10, 2014. The
date depends on the fiscal year. The dates shown are for Fiscal 2014.

What Do Agencies Need to Do if Users Receive the Audit Rule Below?

SAO has created an audit rule specifically for year-end processing. The audit rule
does not trigger until the traveler has “submitted” their expense report. If an
approver or back office processor receives an expense report with the following audit
rule:

“Expense reports submitted or extracted in July must have trip end date in June or
July to determine the correct fiscal year. Please modify the trip end date in report
header and resubmit.”

Please return the report to the employee so that the ‘trip end date’ can be changed to an
open period (either June or July).

Company Paid Reconciliation for Car Rental and Direct Bill Hotel

Please review account 200006 (Company Paid Car Rental/Hotel) to ensure that the
account has a zero balance at year-end. If a balance exists, the agency should prepare
a reconciliation between TeamWorks and Concur using existing queries in TeamWorks
and reports in Cognos reporting.

Note: The Detail Report — Extracted (sent for payment date) and the Detail Report-
Not Extracted would be helpful here.

Note: Effective 12/1/2015, Direct Bill Hotel will no longer clear through 200006

Company Paid Reconciliation for Direct Bill Hotel (After 12/01/15)

Effective 12/1/2015 account 200006 will no longer be used for Direct Billed Hotels.
Please review account 196040 (Clearing Account — Hotel Direct Bill [Distributed]) and
196041 (Clearing Account — Hotel Direct Bill [Undistributed]) to ensure that the accounts
net a zero balance at year-end. If a balance exists, the agency should prepare a
reconciliation between TeamWorks and Concur using existing queries in TeamWorks and
reports in Cognos reporting.

Note: The Detail Report — Extracted (sent for payment date) and the Detail Report-
Not Extracted would be helpful here.
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General Procedures for Control/Clearing Accounts
1. As stated in the Accounting Policy for Control/Clearing Accounts on the SAO website,
“Travel clearing accounts may have balances in each individual account if, at the
fund type level, the activity will offset over time by agency... At year-end, the
balances are not required to net to zero by agency or fund type level.”

2. For BCR/CAFR reporting, the SWAR group will reclassify the net balance for air travel
and the net balance for hotel activity to the appropriate prepaid asset,
expenditure/expense, or accrued liability, at the consolidated fund type level. NOTE
- If your agency prepares separate financial reports (e.g. CPA audited organizations),
you will need to make these reclassifications in your financial statements.

Tips for Reconciling Clearing Accounts

To reconcile your clearing accounts, agencies can use the following:

Existing queries in Queries can be used to review general ledger journals
TeamWorks created from the extract from Concur to TeamWorks (196060
account) and used to review payment activity to AirPlus
(196061 account)

TTE Reporting Used to run the report for unsubmitted expense reports
(196060 Extracted Reconciliation, 196060 Pending
Transactions, 196060 Unassigned Transactions) and Detail
Reports — Extracted (sent for payment date) and Detail
Report -Not Extracted

TTE AirPlus payment detail Used to identify payment detail for payments made to AirPlus
reports (196061 Air Plus Reconciliation)
44 | Page TeamWorks Travel & Expense Revision Date: 11/19/2015
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v’ Concur Reconciliation

v Airplus Reconciliation
v'Rental Cars/Hotels (Direct Bill)
v TTE vs. PS Reconciliation

v Departing Employees

v Questions
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Concur Reconciliation

v’ Concur sends SAO 1 invoice for all TTE agencies
v’ Charges are based on submitted expense reports

v’ Agencies get charged for “Deleted Expense
Reports”

v SAO runs the “Billed Transaction Recon Detail”
report in Concur to determine each agency’s
portion

v SAO will code the invoice to the appropriate
agency’s books, account 651010 class 312

v SAO will release payment to Concur

9/23/2015




Airplus Reconciliation

9/23/2015

Airplus sends SAO 1 invoice for all TTE agencies

Airplus invoice includes air and travel agency fees
only

SAO will reconcile the two clearing accounts
(196060/196061)

Billing report details will be sent to agencies

Most reconciling items will be AirPlus billed, but no
traveler expense report submitted

SAO will code the invoice to the appropriate
agency’s books

SAO will release payment to AirPlus

4




Airplus Reconciliation

Entry that is created when an employee submits an expense
report
(Airfare and air tax — Out of State - $400)

DR -40700.407011.6180101.10100.01000.01.640024 $400
CR-40700.407011.6180101.10100.01000.01.196060 $400

(Travel Inc. Agency Fees - 54.27)
DR -40700.407011.6180101.10100.01000.01.640004 S4.27

CR-40700.407011.6180101.10100.01000.01.196060
$4.27

Entry that is created when SAO pays the Airplus bill

(Includes airfare and travel agency fee)
DR —40700.407011.6180101.10100.01000.01.196061 5404.27

9/23/2015 CR — 40700.CASH $404.@#
5
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Car/Hotel

Reconciliation

Entry that is created when an employee submits an expense
report
(Hotel- Out of State - $250)

DR -40700.407011.6180101.10100.01000.01.640003 $250
CR-40700.407011.6180101.10100.01000.01.200006 $250

Entry that is created when the Agency pays the Hotel bill

DR —40700.407011.6180101.10100.01000.01. 200006 5250
CR -40700.CASH $250

9/23/2015 s
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eparting Employees

v' Encourage managers and/or HR department to notify the TTE
administrator before an employee leaves

v Notify managers and/or HR that TTE expense submissions must be
made before the employee leaves or transfers

v’ Establish internal process regarding departing employees and add this
reminder to your agency exit checklist

v Agencies should be running the following reports every week to
identify outstanding expenses, unreconciled travel fees, and travel
advance balances which may be due:

» 196060 Unassigned Transactions

» Unsubmitted Expense Reports

» Cash Advance Analysis

» Unsubmitted Expense Reports with Cash Advances

> IRS Report
9/23/2015
7 5@
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Attendees

Section 1: Permissions

An agency administrator may or may not have the correct permissions to use this
feature. The administrator may have limited permissions, for example, he/she can
affect only certain groups and/or use only certain options (view but not create or
edit).

If an agency administrator needs to use this feature and does not have the proper
permissions, he/she should contact the TTE Global Administrator at SAO..

Also, the administrator should be aware that some of the tasks described in this
guide can be completed only by Concur. In this case, the client must initiate a
service request with the TTE Help Desk at SAO..

Section 2: Overview

Page | 1

For some expense types, such as business meals or entertainment, Expense users
may be required — sometimes for corporate reasons; sometimes for legal reasons —
to identify all attendees associated with that expense. In some cases, each individual
attendee must be listed. In other cases, it may be acceptable for the user to simply
enter a count (number of unnamed attendees).

This guide describes how Expense users, approvers, delegates, and proxies use the
Attendees feature. It also describes how the administrator configures the feature.

o Attendee Features Available to All Expense Users

In the basic attendee feature, an Expense user can add, edit, view, and remove
attendees.

e Optional (Configurable) Attendee Features

There are many optional features that the Global Administrator can configure to
enhance the user experience and to ensure that the agency is able to gather the
desired (and required) attendee information. The configurable options are:

e Some custom fields may be available specifically for attendees
e Ability to track year-to-date attendee totals
e Settings specific to each attendee type to:

+ Make all employees in an agency available within the attendee search
function for selection and inclusion as an attendee

¢+ Have separate attendee forms for each attendee type

+ Allow attendee lists to be shared or private

TeamWorks Travel & Expense System Version Date: 09/22/2015
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L4

L4

Allow users to enter new attendees into Expense

Set the available attendee types for an expense type by excluding
attendee types and only displaying the remaining attendee types

Set a default attendee type for an expense type

Allow users to enter the count (number of unnamed attendees) instead of
having to identify and enter each individually — for a defined attendee type
(used in conjunction with the similarly named expense type/policy setting)

Have Expense check for duplicate records when users add new attendees
to Expense

Define the search criteria available in the attendee section

Allow users to search and import attendees from an external source

e Settings specific to each policy and expense type to:

L4

L4

L

L

L4

Allow users to view the amount of the expense allotted to each attendee
Allow users to edit the amount of the expense allotted to each attendee

Allow users to account for attendees who were invited but did not attend
("'no shows")

Allow users to enter the count (number of attendees) instead of having to
identify and enter each individually — for a defined expense type and
policy (used in conjunction with the similarly named attendee type
setting)

Include the Expense user as an attendee by default

Suppress the Add New Attendee button for an expense type

e Features specific to Expense groups:

L4

L4

L4

Attendee types available for this group to use

Configurable view of information in attendee lists (columns available for
view)

Audit rules relating to attendee totals and frequency of attendance

o Allow the administrator to import attendee lists from other applications

o Allow users to import attendees (using an Excel worksheet) into a specific
expense

e Show users My Team tab (direct reports or users with the same approver)
while searching for attendees.

e Allow users to forward a calendar email (as .ics attachment) to Concur, which
creates an entry with the meeting attendees that the user can use on their
expense report.
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Section 3: What the User Sees - on the Expense Report Page

NOTE: This section describes the tasks the user can complete using the expense
report page. Many of the same tasks can be completed on the user's Profile
page. The information about the Profile page is discussed in What the User
Sees - in Profile in this guide.

The Attendees section of the New Expense (or Expense) tab appears whenever
an expense type requires attendees which is currently Group Meals.

Administration » | Help +
CONCUR Requests Travel Expense Invoice Approvals Reporting ~ [
Profile ~
-
Manage Expens View Ti Cash Ad: - Processor ~
Meeting with LenDev oee oo [
| % NewExpense || F Quick Expenses | Import Expenses Details Receipts * Print / Email v
Expenses [ Move - | View® &« | Expense Awailable Receipts
Date v Expense Amount Requested
06/0272015 Business Meals (Attendees) 5352.12 §352.12 ety e e ks Hianos APy
Le Bistro, Bellevus, Washington | Business Meals (Attendees) l 0810212015 Id\na'
Enter Vendor Name
Le Bistro
city Payment Type Amount
IBEI\evus Washington lEash |352 12 usD
Comment [ Persanal Expense (do not reimburse)
Attendees € Attendees: 6 | Attendee Total: §352.12 | Remaining: 50.00
Advanced Search [ [Search Recently Used Modify ©
[1 | Attendee Name Attendee Title | Company Attendee Type Amount
[l Colins, Chris L. This Employee 558.69
[]  Hennessey, Shelly VP Sales CogeSecurelLC  Business Guest $53.68
[0 Smytne,Pat cFO CogeSecurelLC  Business Guest 558.69
[1  Frankin, Tracy CcEO CodeSecursLLC  Business Guest $58.69
[1  Landry, JoAmne coo CogeSecurelLG  Business Guest 55869
[1  Clayton, Trace P Marketing CogeSecurelLC  Business Guest 55868
TOTAL AMOUNT TOTAL REQUESTED
$352 12 §352 12 [ Hemize ] [ Allocate ] [ Atiach CFD ][ Attach Receipt ]

Using the Attendees section, a user can:
e Add an existing attendee or attendee group to the expense
e Search for an existing attendee or attendee group

e Add any employee at their company, not just those in Favorites or previously-
used (configurable)

e Edit or view attendee information

e Create a new attendee (configurable)

e Create an attendee group

e Remove an attendee from an expense

e Account for "no shows" (configurable)

e Enter a count (number of unnamed attendees; configurable)

e Import attendees (using an Excel worksheet) into an expense (configurable)

e Search for and import attendees from an external source (configurable)

Page | 3 TeamWorks Travel & Expense System Version Date: 09/22/2015
Attendee Administration



NOTE: The administrator can also restrict — by attendee type — the attendees that a
user can create, edit, view, or search for, as described in the configuration
portion in this guide.

e Adding a Favorite Attendee or Attendee Group to an Expense

There are two ways for a user to add an attendee or attendee group to an expense if
the attendee or group is already in his/her favorites (as listed in Profile > Profile
Settings > Favorite Attendees):

e Use the Search Recently Used field

e Use the Favorites button

Attendees € Attendees: 1 | Attendee Total: §352.12 | Remaining: $0.00
Advanced Sean h @+l | Search Recently Used

|:| Attendee Name - .- emiany Attendee Type Amount

|:| Collins, Chris L. This Employes $352.12

o Use the Search Recently Used Field

Using the Search Recently Used field, a user can:
e Add one or more individual attendees — one at a time — to the expense

e Add one or more attendee groups — one at a time — to the expense

Print f Email ~ (A;tendee Groups

LenDev

Expense CodeSecurelLLC Awvailable Receipts
Clayton, Trace
Expense Type Transaction Datd LenDey urpose
l Business Meals (Attendees) | 06/0212015
Craig, Kermy
Enter Vendor Name City David, Cathering Tpe
Le Bistro I Bellevue, Washin CodeSecureLLC
Franklin, Tracy
Amount Comment He v Shal jal Expense (do not reimburse)
|352.12 UsD snnessey, shelly
Landry, JoAnne
Smythe, Pat
LenDev
Attendees Thempson, Allyce Attendee Total: $352.12 | Remaining: 50.00

Create New Attendee
scvonco searcn ot v I x

|:| Attendee Name i any Attendee Type Amount

|:| Colling, Chris L. This Employee 35212

To do so, in the Search Recently Used field, the user can type any of these:
e One or more letters of an attendee's name

Page | 4 TeamWorks Travel & Expense System Version Date: 09/22/2015
Attendee Administration



Page | 5

e Oneor

e One or

more letters of an attendee's company name

more letters of a group name

e An asterisk (to see the entire list)

A list appears,
desired attend
expense.

with the attendee groups at the top of the list. The user selects the
ee or group. The selected attendee or attendee group is added to the

e Use the Favorites Button

e Add One or More Individual Attendees

In the Attendees section of the New Expense (or Expense) tab, the user clicks
Favorites. The Favorites tab of the Search Attendees window appears.

Page

Attendees ) Attendees: 3 | Attendee Total: $352.12 | Remaining: $0.00
Advanced Search -mpcrl Search Recently Used
|:| Attendee Name Attendee Title Company Attendee Type Amount
|:| Hennessey, Shelly WP Sales CodeSecurslLC Business Guest $117.38
|:| Franklin, Tracy GEO CodeSecursl LT Business Guest $117.37
1 Cnlling Chrig | This Employes S117.37
+ ®
Search Attendee/
Search Attendess | Favorntes Recently Used || Attendes Groups

D Attendee Name Attendee Title Company Attendee Type

|:| Clayton, Trace P Marketing CodeSecurelLC EBuginess Guest

|:| Craig, Kemy CFO LenDev Business Guest

| David, Catherine WP - Sales LenDev Business Guest

|:| Landry, JoAnne Coo CodeSecurelLC Buziness Guest

|:| Smythe, Pat CFO CodeSecurelLC EBuginess Guest

|:| Thompson, Allyce Coo LenDev Buginess Guest

1| of1

O

Displaying 1 -6 of &

Mew Attendee Close

When accessed

this way, the Favorites tab lists the user's favorite attendees (as

listed in Profile > Profile Settings > Favorite Attendees) minus those already

assigned to the

TeamW

expense.
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The user selects one or more attendees and then clicks Add to Expense. The
selected attendees are added to the expense.

Search Attendees x

Search Attendees || Favorites || Recently Used || Attendee Groups

J;\ | Attendee Name Attendee Title Company Attendee Type
r Clayton, Trace WP Marketing CodeSecursLLC Business Guest
|:| Craig, Kemy CFO LenDev Buginegs Guest
O Dravid, Catherine WP - Sales LenDev Buginess Guest
Landry, JoAnne Coo CodeSecursLLC  Business Guest
Smythe, Pat CFO CodeSecursLLC Business Guest
L |:| Thompson, Allyce Coo LenDev Buziness Guest
o

Page| _1| of 1

Displaying 1 -6 of 6

O

MNew Attendee ' Add to Expense ' Delete Close

Attendees € Attendees: 6 erd®e Total: $352.12 | Remaining: $0.00
Favorites [ Imor-t =arch Recently Usad

D | Attendee Name | Attendee Title Company Attendee Type Amount
|:| Smythe, Pat CFO CodeSecurelLLC  Buziness Guest $o368
O Landry, JoAnne Coo CodeSecurelLLC  Business Guest 35568
|:| Clayton, Trace WP Marketing CodeSecureLLC  Buziness Guest $35.69
|:| Hennessey, Shelly WP Sales CodeSecureLLC  Buginess Guest $35.69
|:| Franklin, Tracy CEQ CodeSecureLLC  Business Guest $25.69
|:| Collins, Chris L. This Employes $55.69

e Add One or More Attendee Groups

In the Attendees section of the New Expense (or Expense) tab, the user clicks
Favorites. The Favorites tab of the Search Attendees window appears.

The user clicks the Attendee Groups tab.
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Attendees

scvancea searr

e Attendees: 1 | Attendee Total: $352.12 | Remaining: $0.00

(0] | Szarch Recently Usad |

Cloze

|:| | Attendee Name | Attendee Title | Company | Attendee Type | Amount
|:| Colling, Chris L. \ This Employes $352.12
]
+ x
Search Attendees \
Search Attendees | Favorites || Recently Used || Attendee Grou
Attendee Groups "Eb
Attendee Name Aftendee Title | Company Attendee Type
@ Group: LenDev
Craig, Kemy CFo LenDev Business Guest
David, Cathering WP - Sales LenDev Buginess Guest
Thampson, Allyce Coo LenDev Buginess Guest

The user selects one or more groups and then clicks Add to Expense. All members

of the selected group(s) are added to the expense.

Search Attendees

Search Attendees || Favorites

Attendee Groups
Attendee Name

Attendee Title

Recently Used || Altendee Groups

Company | Attendee Type

@ Group: Lenﬁgv

Craig, Kermy Y
David. Catherine within this group

lick here {row header) to select or un-select all the rows

Business Guest

Business Guest

Thompson, Allyce

coo

LenDev Business Guest

Mew Attendee Add to Expen Close

Attendees @ Attendees: 4 |

otal: $352.12 | Remaining: $0.00

Advanced Search Recently Used |
| Attendee Name

|:| | Attendee Title | Company | Attendee Type | Amount
|:| Thompson, Allyce Coo LenDev Business Guest $53.03
|:| David, Catherine WP - Sales LenDev Buziness Guest $53.03
|:| Craig, Kemy CFQ LenDev Business Guest $33.03
|:| Colling, Chris L. This Employes $53.03

e Copying Attendees from a Request (from Concur Request)
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The user can copy attendees from a request associated with an expense report
directly to that report's expense entry, provided the entry allows attendees.

A user adds a request to an expense report:

e On the Active Requests page, by clicking Expense in the Action column

Active Requests (1)

Miew ¥

Reguest Name Beagins With

D Request Name Request ID Status Request Dates » Date Submitted Total | Approved... | Remaining... Action
O Trip to San Jose 2334 Approved 052172015 05/06/2015 $2,104.00 $2,104.00 $2,104.0 Expense
Sales Team Meating

05252015

e With the request open, by clicking the Create Expense Report button

Administration ~ | Help ~
(& CONCUR Requests Travel Expense Invoice Approvals Reporting ~ =~ [}
Profile ~
-
Manage Requests Create New ~ Process Requests Quick Search Purchase Requests ~
Request 3334 EEm—— gy
Status: Approved
Request Name: Trip to San Jose Amount: §2,104.00

Purpose: Sales Team Meeting

Request Header | Segments Expense Summary = Approval Flow | Audit Trail

Request Name Request Policy Start Date End Date

Purpose Comment

When Expense detects that the request entry has attendees, it makes them available
to copy from that request directly to an expense entry. This behavior saves the user
entry time, and allows the user to work with the attendees just as if they were
available in Expense.

To add the attendees from the request, the user creates an expense entry that
includes attendees, such as Business Meals. When the Attendees window appears
within the New Expense screen, Expense displays the Copy Attendees from
Request (#) button.
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New Expense

The expense entry requiring

Expenie Tpe Transaction Date

. Receipt Store
| Busrese vresd attansesy > | | attendees is selected...
Entertamment A
Barsinass hieal jattendess) ...and the Cupv Attendees
Entertadnment-Cther b from Request {#) button
Loy .
‘:"'"": appears - click to add all
Ll 4 attendees from the request. il LI
Import ¥ Search Favontes | Ender last or first name
Al HName Attenades Title oAy Ameount

Business Guest Cramer, Dand Lega W Global S0.00

Business Guest Cragen, Cynthia Lega ™ Global $0.00
Business Guest Davison, Trevor Marketing ™ Global $0.00

Business Guest Hennessy, lacqu VP, Sales T Global §0.00

This Employee Brown, Terry $0.00

m e mize Al ale Attach CFD A ah Receapd o anwcel

By clicking this button, all attendees from the request are copied to the new expense
entry. There, they can be removed, added to Favorites, or worked with just as if they
had been added through Expense.

e Adding Attendees from a Calendar Email

The system can be configured to allow users and their delegates to import attendees
from a calendar invitation email sent to Concur. A user can include the
receipts@concur.com email as a meeting participant, or a user or delegate with a
verified email address can forward an Outlook meeting invitation email (with .ics file)
to receipts@concur.com. Concur will then create an expense with an attendee list
based on the meeting participants, which appears in Available Expenses. The user
can associate the expense to an expense report and enter additional information
about the meeting, including adding more attendees if necessary.

NOTE: If the list of participants visible in the meeting is showing a distribution list
rather than named individuals, then Concur will only receive the distribution
list as an attendee. The individuals in the list will not be created as attendees.

This feature is enabled on the Settings tab of the Attendees page.

| For more information, refer to the Step 5: Adding Additional Attendee Types
and Working with Other Attendee Settings > Overview: Settings section of
this guide.

There are two methods the employee can use to bring the calendar invite attendees
into Concur:
e Including Concur as an attendee (Recommended)

e Forwarding the calendar invite to Concur

e Including Concur as an Attendee (recommended)

The user creates the meeting in Outlook, including receipts@concur.com as an
attendee. The original meeting invitation and any updates will be sent to Concur. If

TeamWorks Travel & Expense System Version Date: 09/22/2015
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the information is not yet added to an expense (is still available), then Concur will
update the information each time a new email update is received. If the user adds
receipts@concur.com as a participant at a later date, the user needs to send the
update to all participants rather than just to those that have been added.

= d L
Meeting Ihsert
._ECaIendar lﬁ
jm|
fgp Forward ~
Cancel Appointm
Meeting 5;|Or'nar'~ln:|te
Actions
=1 send 100% -
B Al Attendees
(=8 i
ﬂ A i8|as T . T
[+ T
ﬂ ER s Tl
@_ﬁ receipts@concur.com

e Forwarding the Calendar Invite to Concur

The event organizer or a participant can also send the meeting (as an .ics file) to
receipts@concur.com, from a verified email address.

e Outlook on PC

The user can open the meeting in Outlook, then click Forward > Forward as
iCalendar.
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%| H9 e e 9= Tearn Meeting - Meeting
~FE || Meeting Insert Format Text Rewiewn

W B g as

cheduling Tracking Cnling Contact  Address Check Response | 4 Req
- MMeeting Attendees = Book  Mames Options -
Cnline Me... Aftendees
this meeting.
B} Ta.. |a_m__n._:n-' Sfipte L Laripe Solle feevs oy Sebosee (Rraftn
=
<end Subjed: |Team heeting
Hpdate Location: |
Start time: |Wed 3#25/2015 - |1:IIIIII P - DAIIdayevent
End time: | Wed 3/25/2015 - | |z M -
EXIN™ I B S Fuifs Tearn Meeting - Message (HThL)
CFE | Message Insert Ciptions Format Text Rewi e
= i Cut P — =
- ‘u A ) EE ) (38 @ g @E
=5 Copy . .
Paste ) B 7 U |®&*- A = = = | i= iz  Addres: Check | Attach Aftach Sign
- F Format Pairter - o Book  Mames File  Ttem~
Clipbaoard P Baszic Text Mames Include
To,.. | receipts@concur.com|
E
:.;—I o, |
Send
Subject: |FW: Team Meeting
atached: | F Team Meeting.ics (2 KBI

e Outlook on Mac

The user can drag-and-drop the meeting from the Outlook calendar to the
attachment field in a new email. Outlook will attach the .ics file to the email. The
user can then send the email to receipts@concur.com.

EXI™ B/ B RS Fu's Tearn Meeting - Message (HThL)
C Gl | Message Insert Optians Format Text Rewiew
= i Cut i w | a— a4 .
. Tl or A A i Eﬂﬂ @l g 0 Q
=5 Copy L
Faste ) B 7 U |3®- A = = = | i= £  Address Check | Attach Attach Sign
- F Format Pairter - ’ Book Mames File  Item~
Clipboard (P Basic Text Mames Include
To.., | receipts@cuncur.cum|
i
:.;—I Cc... |
Send
Subject: |FW: Teamn Meeting
Atached: | B Team Meeting.ics (2 KB|
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e Delegate Functionality

A user's delegate can send the calendar email to Concur on behalf of the user. The
delegate and the user they are delegating for must both have verified email
addresses in Concur. The delegate attaches the .ics file to the email using the
methods described above, and includes the delegator's email address in the email's
Subject: line.

o | [ = terrybrown@randomyverbs.com P Tearn Meeting - bessage (HThL)

Message Insert Qptions Format Text Rewiewy

o YA E=E = & SSH &“!f'-?l @ @ ? ¥ Follow |

ST v - % Highlm

Paste B 7 U | % \ = = =  iE i= Address Check | Attach Affach Signature
- J - T Book  Mames File  Ttem~ - & Loni Imp)
Clipboard Bazic Text Mames Include Tags
To.. receipts@eoncur, Com

=R
Send

Subject: @ybrown@randnmverbs.@

Atached: | EH Team Meeting.ics [2 KB |

The delegate cannot enter multiple email addresses on the subject line. The delegate
must send a single email for each calendar invitation they will add to the system for
each employee they are assisting.

¢ Adding the Calendar Expense to a Report

Concur creates the meeting as an expense with the attendees listed, which appears
in the Available Expenses section of the Expense page. The Subject: line of the
email will appear in the Expense Detail column. If the email subject is blank,
Concur will set the Expense Detail to Business Meals — Meetings.

Available Expenses

AllCards =] :] :] :] :]

D Expense Detail Expense Source Date » Amount
[] Business Meals - Meetings Business Meals - Meetings % 10/17/2014

Attendee Summary

m

Attendee Name Attendee Title Company Attendes Type

Employee

| »

Employee

Employee

4

Employee

NOTE: While the calendar expense is in the Available Expenses list, Concur will
update it if any updated emails about the meeting are received. Once the
calendar expense is added to the report, Concur will no longer update it.
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The user can add the expense to a report several ways:

e The user can select the check box for the expense and click Move > To New
Report to create a new report or Move > reportname to add the expense to
an existing report.

| wtcn | vor

N
Fusion 20145 {b

harch expenses

Febh Expenses

Mixed Currency

e The user can drag-and-drop the expense onto an existing report tile.

e The user can drag-and-drop the expense onto the Create new report tile.

Once the expense with attendees is added to a report, the user can add, remove,
and edit the attendees as usual.

e Important!

This feature is not recommended for use by employees who must report attendee
information based on managed lists of attendees, such as sales staff who fall under
the US Healthcare Reform (Sunshine Act) for reporting prescriber recipient benefits
to the government. The feature can be enabled for the company as a whole, with
procedural training for this specialized group to advise against using this option for
reportable spend. In the event this type of user forwards an email to Concur with
regulated attendees, the attendees will not be matched to the company’s internal
list, and will typically be created as regular business guests. This then requires
proactive action by the user to delete the attendee and replace with a selection from
the managed list.

e Searching for an Attendee

TeamWorks Travel & Expense System Version Date: 09/22/2015
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When the user clicks Advanced Search, the Search Attendees tab of the Search
Attendees window appears.

Attendees € Attendees: 1 | Attendee Total: $352.12 | Remaining: $0.00

Advanced Search j§ Favorites m Search Recently Used

New Aitendee

—| Attendee NaTTE Attendee Title Company Attendee Type Amount
N Collins, Chye This Employee $352.12
d
1 x
Search At[eyaés
Search Attendees || Favorites Recently Used || Attendee Groups
Choose an Attendee Type
Business Guest
Last Mame First Name Aftendes Title Company
Len
Search Resat
Search Results g
Aftendee Name Attendee Title Company Attendee Type
Craig, Kerry CFO LenDev Buginess Guest
David, Catherine VP - Sales LenDev Buginess Guest
Thompson, Allyce (wele] LenDev Business Guest
Pags 1| of1 ] Displaying 1- 3 of 3
New Attendee Add to Expense Close

The user clicks the appropriate attendee type, enters part of the name, etc., and
clicks Search. The search results appear.

The user selects the desired attendee(s) and clicks Add to Expense.
e Searching by all Available Employees at a Company

The system can be configured to search all employees at a company for selection
and inclusion as an attendee (and simultaneous auto-creation of an attendee record
for that employee). To configure this feature (if not already available at your site),
refer to Making All Employees Available in an Attendee Search in the Configuration
section of this document.

NOTE: Users can search an external source for attendees and import them into
Expense. Refer to the Fetch Attendee Web Service information on
http://developer.concur.com.

e Searching Employees on My Team

The system can be configured to display the My Team tab on the Search
Attendees window. This tab displays the group of employees that are related to the
current user in the following ways:
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e The employees share the direct approver with the user.
e The employees report directly to the user.
Concur uses the configured approval hierarchy to determine the team structure.

Delegates will see the My Team employees for the users that they are delegating for,
not their own team.

Search Attendees

Search attendees || Faworites || Recently Used | aAttendee Groups || My Team

Wy Team

=) Peers and Direct Reports for Brown, Terry L.
["] collins, Chris ()
|:| King, Susan T. [
[ milter, Chris

Mesy Attences l [ ] Close

e Using Recently Used Attendees

The user accesses the Recently Used tab by clicking Favorites or Advanced
Search. The Search Attendees window appears. The user clicks the Recently
Used tab.
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Attendees @ Attendees: 4 | Attendee Total: $352.12 | Remaining: $0.00

New Attendee § Advanced Search 'M! | Search Recently Used |
|:| | Attendes Tamme | Attendee Title | Attendee Type | Amount

| Company
|:| Thompson, Allyce Coo LenDey Business Guest $35.03
| David, Catherine WP - Sales LenDev Business Guest §38.03
|:| Craig, Kermy CFO LenDev Business Guest 535.03
|:| Colling, Chris L. This Employee $55.03

Search Attendees x
Search Attendees || Favorites Recenlll.lsed Aftendee Groups
|:| | Attendee Name Attendee Title Company Attendee Type
|:| Clayton, Trace WP Marketing CodeSecureLLC  Business Guest
O Landry, JoAnne Coo CodeSecursLLC  Business Guest
|:| Franklin, Tracy CEOQ CodeSecureLLC  Business Guest
|:| Hennessey, Shelly WP Sales CodeSecureLLC  Business Guest
|:| Smythe, Pat CFo CodeSecureLLC  Business Guest
O Dravid, Catherine WP - Sales LenDev Business Guest
|:| Thompson, Allyce COo LenDev Busginess Guest
|:| Craig, Kery CFO LenDev Busginess Guest

Page| 1 | of 1 Displaying 1 - 5 of 8

(%}

New Attendee: Close

The Recently Used tab lists the last 25 attendees that the user has used minus
those already assigned to the expense.

The user selects one or more attendees and then clicks Add to Expense.
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e Editing or Viewing Attendee Details

A user can edit attendee information only if the user originally added the attendee to
Expense. Otherwise, the user can view — but not edit — attendee information.

In the Attendees
section, the user
selects the desired

Edit Attendes Details

attendee, then Aftendee Type Last Mame
clicks Edit. The v |Davis
Edit Attendee First Hame attendes Title
Details window Charles CEO
appears. Company
TW-Glabal 3

When done, the
user clicks Save.

Cancel

Save & Add Another Save

The following
information may display (read-only) on this page (not shown in the sample above):

e Audit rule exception message: If an audit rule exception has been
generated for this attendee

e Totals (including, but not limited to):

¢+ Total amount YTD (total spend on this attendee by the entire company
year-to-date)

¢+ Total Amount Previous Year (total spend on this attendee by the entire
company last year)

+ Employee Amount YTD (total spend on this attendee by the current user
year-to-date)

¢+ Employee Amount Previous Year (total spend on this attendee by the
current user last year)

Note the following:

+ This total per attendee will begin to aggregate at the point the option is
configured; it will not retroactively include expenses submitted prior to its
activation. However, for those importing managed lists of attendees, a
starting year-to-date total may be imported when creating a new attendee
record.

| For more information about importing attendees, refer to Import a
List of Attendees in the configuration section in this guide.

+ Whether any or all these totals are visible to users is configurable, as
described in configuration portion of this guide.

¢+ The attendee types that are visible to users (by groups) is configurable, as
described in configuration portion of this guide.

L] Viewing and editing attendee information can also be completed by the user
in Profile. Refer to What the User Sees - in Profile in this guide.
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e Editing or Viewing Amounts

¢ Viewing Amounts

Whether users can edit — or even view — the amounts allotted to attendees is
configurable, as described in the configuration portion of this guide.

Attendees section without individual totals visible:

Attendees e Attendees: 2 | Attendee Total: $300.00 | Remaining: $0.00 | Mo Shows: 0 $0.00
Irnport Mew Attendee Search Fawarites | Enter last or first name

|:| Attendee Name Attendee Title Company Attendee Ty Attendee Count

D Browen, Terny This Emnploye

1 Grimes, Tracie (o] Tw-Glabal Business Gugst

Attendees section with read-only totals:

Attendees e Attendees: 2 | Attendee Total: $300.00 | Remaining: $0.00 | Mo Shows: 0 $0.00
Import Mew Attendee Search Faworites | Enter last or first name

| Attendee Mame Attendee Title Company Attendee Type Attendee Count Amount

D Erowen, Terry This Employee 1 $150,00

D Grimes, Tracie CF Tw-iGlobal Eusiness Guest 1 $150.00

Attendees section with editable totals:

Attendees e Attendees: 2 | Attendee Total: $300.00 | Remaining: $0.00 | Mo Shows: 0 $0.00
Import Mew Attendee Search Fawarites | Enter last or Lol Dome

| Attendee Mame Attendee Title Company Attendee Type Attendeg¢ Count Amount

D Erowen, Terry This Employee 1 $150,00

D Grimes, Tracie CF Tw-iGlobal Eusiness Guest 1 $150.00

TIP: If you add a number of additional fields to this display, move the Attendee
Count column to the left for easier viewing on laptop or netbook devices - use the
Form Fields tab (in Forms and Fields) to do this.

e Changing Amounts
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When attendees are added to an expense, the system automatically distributes the
amount of the expense evenly across attendees.

Attendees
Irmport Mews Attendes Search
|:| Attendee Mame Attendee Title Company
D Drawis, Charles CED Tei-Global
O Erown, Terty
D Grimes, Tracie CFO Twi-Glabal

Faworites

Attendee Type
Business Guest
This Emplayee

Eusiness Guest

a Attendees: 3 | Attendee Total: £124.00 | Remaining: $0.00 | Mo Shows: (0 $0.00

Erter last ar first name

Attendee Count Amount
1 $4L34
1 F4L.33
1 $41.33

If the configuration allows the user to edit amounts, the user can click in the
Amount column and change the value, if necessary.

Attendees
Irmport Edit Rernove Create Group Mewy Sttendee Search
|:| Attendee Mame Attendee Title Company
Dravis, Charles CEC T-Global
O Browen, Terry
D Grimes, Tracie CFi Ti-izlabal

Favorites

Attendee Type
Business Guest
This Employee

Business Guest

e Attendees: 3 | Attendee Total: $124.00 | Remaining: $0.00 | Mo Shows: |0 $0.00

Erter last or first name

Attendee Count Amount
1 70.00] [%
1 $41.33
1 $41.33

When the user clicks out of the Amount column, Expense redistributes the
remaining portion of the expense evenly between the remaining attendees.

Attendees
Irmpaort Edit Remuowve Create Group ey Attendes Search
|:| Attendee Mame Attendee Title Company
Davis, Charles CED Tu-Global
D Braown, Terty
D arimes, Tracie CF TWi-Glabal

Fawvorites

Attendee Type
Business Guest
This Employee

Business Guest

e Attendees: 3 | Attendee Total: $124.00 | Remaining: $0.00 | Mo Shows: |0 0,00

Enter last ar first name

Attendee Count Amount
1 $70.00
1 $27.00
1 $27.00

e Understanding How Expense Distributes and Redistributes

Amounts

Keep the following in mind about changing amounts:

Expense initially distributes the amount of the expense equally across
attendees. That is, if the expense amount is 100 USD and there are two

attendees, Expense allots 50 to each attende

e.

If a user adds or removes an attendee, Expense redistributes the amounts. In
the above example, if the user removes one attendee, then the remaining
attendee is allotted the full 100. If the user adds another attendee (so now
there are two again), Expense redistributes again, allotting 50 to each.

TeamWorks Travel & Expense System
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e If the user manually changes an amount, Expense will not later change that
amount while redistributing.

¢+ Assume that the user edited the amount of attendee A to be 30 and the
user let Expense automatically adjust attendee B's amount to be 70. If the
user now adds attendee C, Expense will redistribute 70 across attendee B
and C; Expense will not change attendee A, which remains at 30.

¢+ Assume that the user edited the amount of attendee A to be 30 and
manually changed attendee B's amount to be 70. If the user now adds
attendee C, Expense allots zero to attendee C. The user must manually
adjust amounts to account for attendee C; Expense will not automatically
change the amount for attendee A or B.

e Amounts cannot be edited for expenses marked as personal or the "parent”
portion of an itemized expense.

| For information about how Expense handles amounts and copydown, refer to
Copy Down Itemization Information to Attendees in this guide.

e Creating a New Attendee

Attendees e Attends 3| Attendee Total: $124.00 | Remaining: $0.00 | No Shows: 0 $0.00

Import Edit Rermnove Create Gr Search Favorites || Enter last or first name

Attendee Mame Create a new attendee record dee Count Amount

7 T . CED TGl {Use search ta find existing attendess) 1 7000

v, Terny This Employes 1 F27.00

Grimes, Traci

e

X x

CFO Te-Global Business Guest 1 F27.00

Edit Attendee Details

Attendes Type Last Mame
| Business Guest hd

First Mame Attendee Title

Company

Save & Add Another Save Cancel

The user can create an attendee using the New Attendee button. The Edit
Attendee Details window appears.

The user selects the desired type from the Attendee Type list. The page refreshes
with the appropriate fields for the selected attendee type.

The user completes the remaining fields and clicks either Save or Save & Add
Another.

Expense then checks for duplicate attendees. If it finds one or more potential
duplicates, the user is prompted to use the existing attendee information (if the
attendee that the user is adding and the duplicate are, in fact, the same person) or
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to continue adding the attendee (if the attendee that the user is adding and the

duplicate are not the same person).

The new attendee is added to the expense and is added to the user's favorites list.

Note the following:

e The user can change the Attendee Type value for an attendee added to a
report or request up to the point at which the report or request is submitted,

after which this value is locked down by the system.

e Whether users can add new attendees is configurable, as described in the

configuration portion of this guide.

e The attendee duplicate type check by default is limited to attendees of the
same type, however it can be expanded to all attendee types on the Settings

tab of the Attendees page in Expense Admin.

e The company can also decide whether to implement "carry-forward." It is
similar to copydown but it copies data from one attendee to another (for
example, company name) when the user is adding attendees, as described in

the configuration portion of this guide.

e By default, the New Attendee button appears to the user. The administrator
can suppress this button in the Attendees section to prevent a user from
adding an attendee — forcing the user to search for the attendee first,

ensuring the attendee is not already in the system.

Attendees a Attendees: 1

Attendee Tot

Attendee Type Attendee Count  Attendee Hal&

Search Favontes | Ente

! Create a new attendee record
This Emplayee 1| Brown, Terry | (Use search to find existing attendees)

NOTE: This change affects only the Attendees section of the New Expense
(or Expense) tab — not the other attendee "grids" (like Profile

favorites) that contain a New Attendee button.

e Removing an Attendee from an Expense

The user selects the check box of the desired attendee, then clicks Remove. The

attendee is removed from the expense.

ort Edit RemoveU Cleate Group Mews Attendes Search Faworites

|:| Attendee Mane Attendee Title Company Attendee Type

Davis, Chatles CED Tw-ilobal Eusiness Guest
Erowen, Terry This Employee

|:| Grimes, Tracie CFo Tw-zlobal Eusiness Guest

Erter last ar first name

Attendee Count

1
1
1

Attendees 9 Attendees: 3 | Attendee Total: $124.00 | Remaining: $0.00 | Mo Shows: 0 $0.00

Amount
$70.00
$27.00
$27.00
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Removing the attendee from the expense does not remove the attendee from the
user's favorites list. Amounts are redistributed, as described in Understanding How
Expense Distributes and Redistributes Amounts in this guide.

¢ Creating an Attendee Group

A user can create an attendee group using an existing expense from an expense
report, either unsubmitted or submitted. To do so, the user selects the desired
attendees and clicks Create Group.

Attendees e Attendees: 5 | Attendee Total: $124.00 | Remaining: $0.00 | No Shows: [0 £0.00
Import Remo{ Create GrnupE I‘]w Attendee Search Favorites | Enter last or first name
1 \ Attendee Mame fitendet Title Company Attendee Type Attendee Count Amount
Frances, Davison COo Ti-Global Business Guest 1 $13.50
Landry, Barbara Sales Manager Ti-Global Business Guest 1 $13.50
Dravis, Charles CED T-Global Business Guest 1 470,00
|:| Ercuwen, Terry This Employee 1 $13.50
arimes, Tracie CFo T-izlobal Business Guest 1 $13.50
SN

In the Create Group
window, the user enters a
group name and clicks Save.

Create Group

Enter Group Mame: |

Save Cancel

NOTE: The group names do
not have to be unique.

L] Creating an attendee group can also be completed by the user in Profile.
Refer to What the User Sees - in Profile in this guide.

e Accounting for "No Shows"

A user can account for No Show attendees. For example, assume that an event was
planned for three attendees, prepaid in the amount of 300 USD, which means each
of the attendees would be allotted an amount of 100. Now assume that one of the
attendees cancelled at the last minute so only two attendees were present. By
default, each attendee would be allotted an amount of 150. By using the No Show
feature, the user can indicate that one attendee was a no show so that other
attendees reflect the correct amount of 100 each.

Totals when not accounting for "no shows":
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Attendees

Irmpoart
|

a
a

Attendee Mame
Erowen, Terry

Grimes, Tracie

et
=¥ Attendees: 2

Ll Oto o

Search

Attendee Title Company

CFO Ti-ialobal

Attendee Total: $300.00 | Remaining: $U}D’Mm§\

Fawvorites | Enter last of first name
Attendee Type AttendeefCount Amount
This Employee 1 $150.00
Business Guest 1 $150.00

Totals when accounting for "no shows":

Attendees l e Attendees: 3 | Attendee Total: $300.00 | Remaining: £0.§0 | Mo Shows: |1 100,00
Import MNew Attendes Search Fawvarites | Enter [ast gr first name

|:| Attendee Mame Attendee Title Company Attendee Type Attende¢ Count Amount

D Erouen, Terry This Employee 1 $100.00

D Grimes, Tracie CFo TWi-Glabal Business Guest 1 $100.00

The remaining 100 is not allotted to the absent attendee and does not affect the
absent attendee's annual totals.

The No Show feature is not available for expenses marked as personal or the
"parent” portion of an itemized expense.

NOTE: Whether users can use the No Show feature is configurable, as described in
configuration portion of this guide.

o Entering a Count for Unnamed Attendees

In some cases, it is acceptable for the user to enter a count — number of unnamed
attendees — instead of listing each attendee individually. For example, assume that
the user purchased a gift for a doctor and the "group" gift for the employees in the
doctor's office.

Attendees e Attendees: 11 | Attendee Total: $150.00 | Remaining: $0.00 | Mo Shows: 0 £0.00
Impart Edit Rernove Create Group Mewy Sitendee Search Favarites | Erter last or first name

|:| Attendee Mame Attendee Title Company Attendee Type Attendee Count Amount

Staff, EastSide Clinic Business Guest 10 $136,38

D Henry, D, Franklin D EastSide Clinic Business GGuest 1 $13.62

NOTE: Whether users can enter "counts" instead of entering all attendees
individually is defined by expense type/policy and attendee type, as described
in the configuration portion of this guide.

e Copy Down Itemization Information to Attendees

TeamWorks Travel & Expense System
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Assume that a user itemizes an expense that has attendees and your system is
configured to copy down the attendees to the itemizations. If so, attendees entered
at the parent expense can copy down to any itemization with attendees. On the
initial creation of the itemizations, the attendees present on the parent expense will
copy to the itemization. If the user then makes changes to the attendees on the
parent expense (for example, add an additional attendee), the user will be asked if
he/she wants to copy the change to the itemizations.

In this example, there are two attendees, each allotted half ($30) of the itemization

My Concur  Request Travel | Expense | Invoice  Reporting  Administration  Profile
Wiews Charges  ViewReports  Mew Expense Report  fpprove Reports  Process Reports
Training Class Delete Report Submit Report
@ MewExpense | Import - | Details = Receipts ~|  Print/Email ~ |
Expenses Delete | Copy | ‘iew v | « | Hemization
P L | | |
Ol i Expense Type T Requested Total Amount: $30.00 | Remized: $30.00 | Remaining: $0.00
10/1212010  gyginess Meal (attend, Expense Type Transaction Date Business Purpose
Ov m usiness Meal {altendees) $90.00 $90.00 |Entertainment—other ~| |10zt O ItiEkEtS
1011212010 Enter Wendor Name city Payment Type
i) Entertainment-Other $60.00 $60.00
1071242010 Amount Comment [ persanal Expense jdo not
¥ + |sn o0 usD v reimburse]
Attendees (2] Attendees: 2 | Attendee Total: $60.00 | Remaining: $0.00
Import | Edit Remove Create Graup 2 | Search Favarites | Erter last of first name
[[]  Attendee Name Attendee Tile  Company Attendee Type Amount
[ Brown, Teny This Emplayee $30.00
[]  Frances, Davison o0 T Glabal Business Guest $30.00
TOTAL AMOUNT TOTAL REQUESTED m
Cancel
$90.00 $90.00 L3005

When the user adds a third attendee to the parent expense, the user is prompted
about carrying the change to the itemizations.

Please Confirm

&

Yes

You hawe changed the Attendees fieldis) in this expense

entry. Do wou also want to ovenarite the Attendees field(s)
in all itemizations for this entry with the new walue entered
here? Click Yes to overwrite the values, Click Mo to save the
changes only in this entry,

Mo

TeamWorks Travel
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Upon clicking Yes, the third attendee is added to the

are adjusted.

itemization and the amounts

My Concur  Request Travel | Expense | Invoice Reporting  Administration  Profile
Views Charges  Wiew Reports  Mew Expense Report  Approve Reports  Process Reports
Training Class Delete Report Submit Report
@ New Expense Import ~| Details «| Receipts | Print/Email *
Expenses Delete Copy | Wiew 7| « Ttemization
O |pate~ Expense Type Amount Requested Total Amount: $30.00 | IRemized: §30.00 | Remaining: $0.00
W0/1202010  gyginess Meal (attendees Expense Type Transaction Date Business Purpose
Ow o Redriond Wafhmgtm ' $90.00 $90.00 IEntertalr\ment-Other ~ |1oj1z/z010 ) Itlckets
101122010 Enter Vendar Name City Payment Type
o Entertainment-Other $60.00 $60.00
TOTZ7 20T Amount Comment
O o Business Meal [attendees) $30.00 $30.00 Iﬁn_m 5 T Dl rersonai expense o not

reimburse)

e

Attendees

Import | Edit | Remowe

Attendee Name

Create Group

» Search

Attendee Title

(] Company Attendee Type Amount

O Erown, Terry This Employee $20.00
[ Grimes, Tracie CFO Tk Global Business Guest $20.00
[ Frances, Davison oo Ti-Glabal Business Guest $20.00

@ Attendees: 3 | Attendee Total: $60.00 | Remaining: £0.00

Faworites | Enter last or first name

e Important!

Be aware that - when Expense added the third attendee to the itemization, it added
up the individual attendee amounts (from the two attendees) and then divided by 3.
If the user had made manual adjustments to the amounts, the user must adjust
them again. Because of the way Expense handles amounts, its only option is to

divide the amounts equally.

NOTE: Whether amounts are copied down is configurable, as described in

configuration portion of this guide.

o Additional Attendee Information - Attendee Summary

e Expense List
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The user can view attendee information on the expense report page — without using
the New 2xpense (or Expense) tab. The user hovers the mouse pointer over the

attendee

icon in the expense list to see the attendees associated with the

expense. The user can see the attendee counts£nd totals by attendee type by

hovering the mouse pointer over the attendee
window.

icon in the Attendee Summary

My Concur  Request  Trawvel Expense Invoice Reporting  Administration Profile
Wiswr Charges  Wiew Reports  News Expense Report  Approve Reports  Process Reports
Vendor Visits Delete Repol
(® Mew Experse | Import - || Details ~ | Receipts ~ | Print/ Ermail =
Expenses View v |« New Expense =
O Date ~ Expense Type Amount Requested Attendee summary
Expense Tupe
Adding New Eipense Altendee Type  Attendee Count Amount
O 12010 Business Meal (attendees) 30762 30762 Tl a new expense, click the apprapriate| Mo Shows 1 F6L53 isting exp
Redmond, Washington : b the left side af the page. Business Guest 4 246,09
Business Promotions
b | X| fess
Attendee Summary
3if
b V———
ttendees: 5 | Attendee Total: $307.62 | Remaining: $0.00 | No Shows: 6153 | | pore Incidentals as
Altendee Name Altendee Title  Company Altendee Type  Attendee Count Amount Laundry Limousine
Davis, Charles CED TW-Global Business Guest 1 $6152 fast Materials Parking
Grimes, Tracie CFO Tw-Global Eusiness Guest 1 $61.52 r Miscellaneous Personal Car Mileage
Frances, Davison oo TW-Global Business Guest 1 F61.52 Office supplies Subway
Landry, Barbara Sales Manager  TW-Global Business Guest 1 F6L53 X
Postage Taxi
Company Car Maintenance  Awards Seminar Fees Tolls
Company Cat Oil Bank Fees Subscriptions Train

o New Expense (or Expense) Tab

The user can view the attendee count and totals by attendee type using the New
Expense (or Expense) tab. To do so, the user hovers the mouse pointer over the

My Concur  Request Travel | Expense | Invoice Reporting Administration  Profile
ViewCharges  ViewReports  Mew Expense Report  Approve Reports  Process Reparts
Yendor Visits Delete Report Submit Report
() New Expense Import ~| Details ~| Receipts =| Print/Email ~
Expenses Delete Copy | Wiew v | &« Expense
v =
Date Eepense Ivpe Amount Bequester Expense Type Transaction Date Business Purpose
llé!zlﬂ"l" Business Meal (altendees) 307,62 450762 |Business Meal (attendees) ~| 102102010 3 | dier with Tu-Giobal
Redmand, Washingtan
Enter endor Name City Payment Type
Lncdmond, Washington cash ~
%
Attendee Summary \wment [ Persamsl expense o not
reimburse]
Altendee Type  Altendee Count  Amount
o Shows 1 56153
Business Guest 4 246,09
tendees: 5 | Attendee Total: $307.62 | Remaining: $0.00 | No Shows:|1 5153
Hew Attendee Search || Favorites ||Enter ast o fist name
AMtendee Tille  Company Altendee Type  Attendee Count  Amount
o TW-Glabal Business Guest 1 56152
(] Grimes, Tracie Fo TW-Glabal Business Guest 1 56152
[] Frances, Davison 2 TW-Glabal Business Gusst 1 6152
O tandny, Barbara Sales Manager  TVeGlobal Busingss Guest 1 $6153

Change Columns

Additional Attendee Information - Attendee Detail View

There are several places in Expense where attendee information is presented in
tables, such as the Attendees section of the New Expense or Expense tab (as

shown in the figure below).

TeamWorks Travel & Expense Syste
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Expense Receipt 5td
Attendees e Attendees: 5 | Attendee Total: $163.90 | Remaining: 50,00
Mew Attendee Search Favorites | Enter last or first name

|:| Attendee Type Attendee Mame Attendee Title Company Amount

|:| Business Guest Travis, Jessica CFO LenDev 932,75

|:| Business Guest Andressen, Harold CECQ LenDev 53278

|:| Business Guest Clarkson, Terry SWVP, Sales LenDev 532.78

|:| Business Guest Michaels, Andrew VP, Marketing LenDev 53278

|:| This Employee Brown, Terry 932,75

By default, the information that the user sees in these tables includes the attendee
name, type, company, and title. The administrator can customize this information.
The administrator can add any of the following:

e First Name

e Last Name

e Middle Initial

e Suffix

e Custom 1-20

e Attendee Entry Custom 1-5
e Total Amount Previous Year
e Total Amount YTD

e Attendee Count

e Status (used primarily with the Fringe Benefit Tax feature in Australia and
New Zealand)

| Refer to the Expense: Fringe Benefits Tax (FBT) Setup Guide for more
information.

Once the new "view" configuration is created, it is implemented by assigning it to
one or more Expense groups.

e Example - Add a Field
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For example, by default, the Attendees section of the New Expense (or Expense)
tab contains the Attendee Name, Attendee Title, Company, and Attendee Type
columns. (Visibility of the Amount column is configurable.)

Attendees o Attencees: 4 | Attendee Total: $368.20 | Remaining: $0.00
» | Search | Fawvorites | Enter last ar first name

] Attendee Name Attendee Title Company Attendee Type Amount

L] Langston, Sarah This Employee $92.05

| Hemphill, Tamara Dr Hemphill Medical ~ Health Care Prowi., $92.05

L] Hemphill, Dwight Dr Hemphill Medical ~ Health Care Prowi., $92.05

| Fram, Leohid Dr Hemphill Medical Health Care Provi... $92.05

Assume that a company is in the pharmaceutical industry where it is important for
the user to know the state in which the attendee (doctor) practices. Further assume
that the administrator added a custom field (renamed State) to the attendee form.
Using the Attendee Detail View feature, the administrator can also easily add that
same field to this display.

Attendees 2 Attendees: 4 | Attencdee Total: $368.20 | Remaining: $0.00
» | Search | Faworites | Enter last or first name

L] Attendee Name Attendee Title Company Attendee Type State Amount

L] Langston, Sarah This Employee §92.05

| Hemphill, Tama.. Dr Hemphill Medical Health Care Provider W $92.05

L] Hernphill, Dwight Dr Hermphill Medical Health Care Provider WA $92.05

| Fram, Leonid Dr Hemphill Medical Health Care Provider W $02.03

o Affected Pages
This change affects the most common attendee grids, so when the administrator
adds or removes a column, the change appears in these places:
e Attendees section of the New Expense (or Expense) tab (shown above)
e Search Attendees window:

¢+ Accessed by clicking Search in the Attendees section of the New
Expense (or Expense) tab

+ Includes all four tabs: Search Attendees, Favorites, Recently Used,
and Attendee Groups
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Search Attendees

(Search Attendees H Favor ites ” Recently Used ” Attendes GmupsD

Choose an Attendee Type

Business Guest

Last Narme First Mame

Attendee Title Company

= -
Search Results
O Attendee Name Company A lea Type

i 4‘Page tlef1| » -’Jllo%'

Mo data to display

e Expense list attendee summary tool tip:

¢ Accessed by hovering the attendee © icon in the expense list

My Concur  Request  Travel Expense Invoice  Administration Profile

Wiew Charges View Reports New Expense Report  Process Reports

Health Care Provider Demos

'®NewExpense | Impaort | Details = Receipts - Print -

Expenses Delate Copy | view = «| New Expense
D | Date ~ | Expensze Type Amount Rexjuested

: E T

| Adding New Expense LR U3

0 T0 credte o fiew expense, click the appri
02/01/2011

Fu;iness Mleal (a?tende‘e_s) $368.20 $368.20 click the expense on the left side of the g
Attendee Summary X1 entens

A e Busi

0 Attendees: 4 | Attendee Total: $368.20 | Remaining: $0.00 Ere
Lodgin|

Attendee N... Attendee Title Company Attendee Type State Amount = Roo

Langston, 5. This Employee $92.05 Meals

Hernphill, Ta.. Dr Hernphill Medical  Health Care Provi. WA $92.05 — Brea

Hernphill, D..  Dr Hemphill Medical — Health Care Prowi.] WA $92.05 Dinn

Fram, Leanid  Dr Hernphill Medical ~ Health Care Prowi. | W $92.05 v Lune

| Company Car Expense Other

Company Car Maintenance  Awa

Company Car Oil Bank]
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e Favorite attendees in profile:

¢ Accessed by clicking (current Ul) Profile > Favorite Attendees or
(enhanced Ul) Profile > Profile Settings > Favorite Attendees.

+ Includes both tabs: Attendees and Attendee Groups

My Concur Request Travel Expense Invoice Administration Profile

Personal Information  Change Password  System Settings  Maobile Registration  Travel Vacation Reassignment  System E-Mail Settings

My Profile
Attendees Attendee Groups
Your Information
Personal Information .
Company Information Favorite Attendees
Contact Information Find every attendee where Last Name ¥ Begins With vl ™ ﬂ Aclvanced 5
Emergency Contact
Credit Cards (®) New Attendee
Travel Settings E Attenclee Name ~ Attenclee Title Company Attencdee Type State
Travel Preferences [ Boswaorth, lennifer CED Lenclev LLC Business Guest WA
International Travel [ Bradford, Michael CFD Lendey LLC Business Guest WA
IFREFMEREEYEL=r eSS 0 Cragen, Alycen Dr Morthside Medical  Health Care Provil. WA
Assistants/Arrangers
[ Cramer,Katherine coa Lendev LLC Business Guest WA
Request Settings O Eram, Leonid or Hemnphill Medical ~ Health Care Provil, wa
Request Preferences [ Hemnphill, Tamara or Hemphill Medical ~ Health Care Provil, wa
Request Approvers [ Hemphill, Dwight or Hemphill Medical ~ Health Care Frovil. WA
[ Henry, Cynthia Receptionist Hemphill Medical  Business Guest WA
Expense Settings
[l Langston, Sarah This Employee
Expensa Information
Expense Delegates [ Langston, Sarah This Employee
Enpense Preferences
Expense Approvers
Favorite Attendees

| Refer to Configuring the Attendee Detail View in this guide.

e Using the Personal Attendee Import Feature

Expense users can import attendees into an expense. This feature benefits users who
must list a large number of attendees, for example, for seminars or department
functions. A limit of 5,000 records in a single import is enforced, after which
additional records are ignored (i.e., record 5,001 and on).

When Expense is configured to use the attendee import feature, the Import button
appears in the Attendees section.

Attendees Q Attendees: 1 | Attendee Total: $0.00 | Remaining: $0.00

earch Recently Used
O Attendee Name Title Company Type Amount

Advanced Search [l Favorite:
This Employee $0.00

O Collins, Chris L.
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The user clicks the Import button. The Attendee Import window appears.

Attendee Import M x

oUpIoadYour Data 2 | Preview 2  Donel

The imported attendees will be added 1o this expense and 1o your favorites.
The attendee import feature requires Microsoft Excel.

To create the spreadsheet

1. Right-click this link

2. Select the appropriate menu option to save the template spreadsheet to your computer.
3. Once saved, open the spreadsheet and enter the attendee information.

4. Save.

To upload your attendee information:
1. Click Browse in this window

2. Locate your spreadsheet and click OK.
3. Click Next in this window.

| Browse..

Using this window, the user accesses an Excel worksheet (formatted with the
attendee fields) and saves it to his/her computer or network.

The user opens the worksheet in Excel, enters the attendee records (up to and not
over 5,000 per import), and saves.

The user then imports the competed worksheet into Expense. Once imported,
Expense displays the attendee information. The user reviews the information for
accuracy.

Attendee Import b

1 Upload Your Data ePreview 3 Donel

The following attendees were included on the spreadsheet. Click Next to continue.

Attendee Type-REQ Last Name-REQ First Name Attendee Title Company
1 Business Guest Franklin Tracy CEO CodeSecurelLLC
2 Business Guest Smythe Pat CFO CodeSecureLLC
3  Business Guest Landry JoAnne Coo CodeSecureLLC
4 Business Guest Hennessey Shelly VP Sales CodeSecurelLLC
5 Business Guest Trace VP Marketing CodeSecurelLLC
Page 1 of1 (0]

<< Previous Cancel
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Then:
e If the information is correct, the user clicks Next.
e If the information is not correct (and the user notices the error), the user
clicks Cancel, corrects the worksheet, and imports again.

In the next step, Expense checks for errors, for example, missing "required"
information. Any attendees that appear on this page will not be imported.

O x
Attendee Import
1 Upload Your Data o View Errors <  Donel
The following attendees cannot be imported: Added: 4 Skipped: 0 Failed: 1 Duplicates: 0
Row # Attendee Type-REQ | Last Name-REQ First Name Attendee Title Company
5 Business Guest Trace WP Marketing CodeSecurelLLC

| IMissing required field: Last Name.

Then:

e If the user wants the attendee to be imported, the user clicks Done (which
cancels the process), corrects the worksheet, and imports again.

e If the user does not want the attendee to be imported (perhaps the user has
decided to add the attendee later - manually, without using the import), the
user clicks Next.

In the next step, Expense checks for possible duplicates by comparing the attendees
on the worksheet to attendees already in the system and displays the possible
duplicates in a split window. The possible duplicate from the worksheet appear in the
top portion of the window. When the user selects a row in the top window, that
person's possible duplicate (an existing attendee) appears in the bottom part of the
window.

Then:

e If a possible duplicate (from the worksheet) truly is an existing attendee, the
user selects the attendee in the bottom part of the window and clicks Use
Selected Attendees.

e If the possible duplicate (from the worksheet) is not an existing attendee, the
user clicks Continue Adding New Attendee.
Note the following:

¢ Duplicate records still count against the overall import limit of 5,000
attendee records for a single import

¢+ Attendees that are missing required fields can be imported. The attendees
must have at least the Last Name and Attendee Type field completed. The
user can add all other required fields to the attendee record after import.
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+ Attendees that are in your Favorites are not treated as duplicates,
providing that the attendee record appears once, and only once, in your
favorite attendees.

¢+ When the system checks for possible duplicates, it is first looking for an
exact match on the External ID. The External ID is unique to each
attendee. It is generally the attendee ID obtained from the client's HR or
CRM system and is not likely to be included in the worksheet. It then
looks for duplicates based on the fields configured for duplicate check for
that attendee type.

| For more information about the External ID, refer to External ID -
Required for Imported Changes and Deletions in the configuration
section in this guide.

+ If Expense finds more than one possible duplicate (so that several names
are listed at the top and bottom of the page), the user deals with each
one individually.

+ Attendees of type SYSEMP (Employee), where the user is not allowed to
create a new attendee record, can now be imported and will be matched
to one existing employee record.

+ Attendee types where the user may not create a new attendee record but
may search for attendees from a company-managed list may be included
in the import file. The system will attempt to find a match with existing
attendees in the system, and will fail the record if no match is found.

¢+ The attendee duplicate type check by default is limited to attendees of the
same type, however it can be expanded to all attendee types on the
Settings tab of the Attendees page in Expense Admin.

When done, the user clicks Next. The final page appears.

Attendee Import

1 Upload Your Data eDone!

The results of your import are:

Attendees added to the attendee list for your expense: 5§
Attendees skipped - already listed for your expense: 0
Attendees failed - data errors: 0
Duplicates detected: 0
Duplicates resalved: 0
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On this page, note the following definitions:

e Skip: A skip occurs if an attendee is added to an expense and then the user
imports the same worksheet with the same attendee to the same expense.

o Failed: The system detected that at least one required field was missing and
the user elected to not import that attendee.

e Duplicate: As described previously, the system compares information from
the attendees on the worksheet to the attendees already in the system. If the
External IDs are not an exact match, the user is asked to indicate if the
imported attendee truly is a duplicate.

| For more information about the External ID, refer to External ID -
Required for Imported Changes and Deletions in the configuration
section in this guide.

When the user clicks Done, the attendees are imported into the expense.

Section 4: What the User Sees - in Profile

e Attendees Tab

The Attendees tab in the user's profile lists the attendees that appear in the user's
favorites list in the Attendees section of the New Expense (or Expense) tab.
Using this page, the user can manage his/her favorites list.

My Concur  Request Travel Expense Invoice Reporting  Administration | Profile

Persanal Information  Change Password  System Settings  Mobile Registrstion  Travel Yacation Resssignment  System E-Mail Settings

My Profile
Attendees | Attendes Groups
Your Information

Personal Information o
Favorite Attendees
Company Information

Contact Information Find every sttendes whers Last Hams V| Begnswitn v | 0 ﬂ Advanced Search
Emergency Contact
Credt Cards ® Mew Attendee
...... Attendee Name ~ Attendee Title Compan; Attendee Type Annual Total
Travel Settings nany; -
Brown. T This Empl S0 A
Travel Preferences Srowin, Term s Employee $307.50
il i O Charles, Jason CED LevDevlLC Business Guest $125.00
Frequent-Traveler Programs O Clarke Jennifer WP Marketing ETEngineering Business Guest $81115
Assistants/Arrangers O Davis, Charles CEO T-Global Business Guest $632.51
- Frances, Dawison oo Tw-Globsl Business Guest 166,54
Request Settings
Euller, Carole CFE BTENgineering Business Guest $3422
Request Preferences
e O Grimes, Tradie CFO Tw-Glabal Business Guest $100.00
...... Hennessy, Shell WP Sales CodeSecurelLC Business Guest $125.00
Expense Settings (] Henng, Dr. Franklin MO EastSide Clinic Business Guest $100.00
Expense Information O Landry, Barbars Sales Manager Tw-Glabal Business Guest $495.53
EERlmfiTm Landry, Jodrine oo CodesecurelLC Business Guest $125.00
Expense Delegates | |
Lee, Kim CEO BTEnginering Business Guest $476.11

Expense Preferences

penss pproe ] Markum, Claire WP Sales LevDewlLC Business Guest Fa.11
Favorite Attendees O Milleret, Jessica 0o BTEngineering Business Guest $100.00 o

Invoice Settings Page, ' of1

@

Note the following:

e This list is not necessarily all of the user's available attendees; it includes only
the user's favorites.

e The attendee types that are visible to users (by groups) are configurable, as
described in configuration portion of this guide.
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The user can use this tab to:

e Create a new attendee

e Edit or view attendee information

e Delete / Hide an attendee

e Find an attendee

Note the following about the information that appears on this page:

Information Description

User Name
(attendee
type of This
Employee)

The user's name appears automatically in this list (depending on the
configuration).

Annual Total

On this page, the attendee's name, title, company, and attendee type
always appears. The Annual Total column may appear, based on the
company's configuration. If so:
¢ The amount shown is the total amount spent company-wide in the
current calendar year for that attendee (not only from the current
user)
—and —
¢ The currency used is:

¢+ The currency that is set in the import record, if the attendee was
imported

¢ The same as the user's reimbursement currency, if the attendee
was added by a user

NOTE: There are two ways to add the total column to the Attendees tab
(both described in the configuration section of this guide).

¢« One involves the attendee Settings page; that setting adds the
Annual Total column to the Attendees tab.

¢ The other option involves using the Attendee Detail View form.
Adding the Attendee Total YTD field to the view will provide the
same result but will also add this information to several other places,
like the Attendees section of the New Expense (or Expense tab),
the Search Attendees page, etc.

Refer to Additional Attendee Information - Attendee Detail View

in this guide.
Audit Icon A red audit icon appears if an audit rule exception has been generated for
that attendee.
o Creating a New Attendee
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To add a new attendee to the user's attendee favorites list, the user clicks New
Attendee, completes the Add Attendee page, and then clicks Save or Save & Add

‘Welcome, Terry L Brovm @ Help | Logtnn #
]
| MyConewr Moquest  Travel  Evponse  lveles  faporimg  Adminieration | Svafile
My Profile
I Mttendees | Atbendes o
| Hour tnformation
Pericnal idirmation
= Rt Favorlte Attendees
Contact Information Last e » Begrawan v n Avanced Sesreh
Emergency Conkact
Credt Carde
| Travel Settings et e Company Attendes Type Anmual Total
[ oracu arsintes This Emplayes tannsn A
o ; 21500
tntematznal Trenerd L
‘Welcome, Terry L Help | ut
FroauenkTeovsies Frig omer it @reip [Logow |
Assistants drangers
I L]
| Request Settings
Fiequest Freferences
At s Wy Concur  Aequess  Tragel Dpense  Inwolce  Reporting  Adminisiration | Profile
| txpense et
| Expere ifoemation | My Profile
B Infermatan —r>
Espors Deleysles e
Expense Preferences Pemsind Iefrisalion MAdd Attendee
Expense Approwens || i Sibemdies Tyse rak ~
Favorite Attendees | Contad: Informatcn e s = |
| | Entecgurcy Contact u
| Bvice Settings. Paf | Cone Carde
|| irwecicn infarmvaen | Travvel Settiogs a
Tkereviiorad Trrerd sove | JECTTRRPIATTN  concet
Fraquent Traveler Programs

NOTE: The company can also decide whether to implement "carry-forward." It is
similar to copydown but it copies data from one attendee to another (for
example, company name) when the user is adding attendees, as described in
the configuration portion of this guide.

e Editing Attendee Information
A user can edit attendee information only if the user originally added the attendee to
Expense. To do so, on the Attendees tab, the user clicks either:

e The attendee's name (link)

e The check box to the left of the attendee's name and clicks Edit
The user edits the desired information and clicks Save.
e Deleting / Hiding Attendees

When using this feature, the attendee is actually deleted from Expense only:

o If the user originally added the attendee to Expense
- and -

o If the attendee has not been associated with an expense

In all other cases, the attendee information is simply removed (hidden) from the

user's attendee favorites list and can be located using the using the Advanced
Search link.

To delete, the user selects the check box associated with the attendee and clicks
Delete.
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NOTE: The attendee can also be deleted from the Favorites tab of the Attendees
section of the New Expense (or Expense tab).

e Finding Attendees

The user can search his/her favorites list using the Find every attendee where
area. The user completes the fields and clicks Go. The search results appear.

NOTE: Be aware that this "find" option is searching the attendees in the favorites list.
To locate attendees that the user has deleted (removed), the user clicks
Advanced Search.

o Attendee Groups Tab

Using Profile, users can manage their groups of favorite attendees. Users can:
e Create, edit, and delete groups

e Send a copy of one or more groups to another Expense user

o Create a Group of Favorite Attendees

Note the following:
e Attendees that a user adds to a group must first be in the user's favorites list.
e Each group can have as many as 500 individual members.
e A user can create an unlimited number of groups.
e An attendee can belong to more than one group.

To create a group, the user clicks Profile > Favorite Attendees (left menu) and
then selects the Attendee Groups tab. The user clicks Add New.

Welcorme, Terry L Brown @ Help | Log Out
®

My Concur  Request Travel Expense Invoice Reporting Administration | Profile

Personal Information  Change Password  Systern Settings  Mobile Registration  Travel Vacation Reassignment  System E-Mail Settings

My Prafile

Attendess | Attendee Groups
Your Information

Personal Information
Company Information Attendee Groups

Contact Infarmation (@ Add New
Emergency Contact
Credit Cards Attendee Nam; Title Company Altendee Type
# Group: LenDeulLC
Travel Settings

Trawel Preferences & Group: TW-Global

International Travel
e . Jor Brocwame

The user's list of favorite attendees appears.

The user selects each attendee to be included in the group and types a name for the
group in the Group Name field.

NOTE: The name does not have to be unique but it is a best practice to have unique
group names.
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Attendees Attendee Groups
Create Group
Find every attendee where Last Name ~ | Begins With
Group Mame |BTEF‘9""99"W9 | Fave Group
| Attendee Name ~ Attendee Title
D Erown, Terry
O Charles Izson CEQ
Clarke, lennifer WP Marketing
O Davis, Chatles CEQ
D Frances, Davison CO0
Fuller, Carole CFE
D Grimes, Tracie CFO
O Hennessy, Shell WP Sales
| Henni Or. Franklin Mo
D Landry, Barbara Sales Manager
| Landry Jofnne coa
Lee, Kim CEO

»

’
Cancel

Company

LewDewlLC
ETEngineering
T-Glabal
Twi-Glabal
ETEngineering
T-Glabal
CodeSecurellC
Eastside Clinic
Twi-Global
CodeSecurelLC
ETEnginering

Attendee Type
This Employee

Business Guest
Business Guest
Business Guest
Business Guest
Business Guest
Business Guest
Business Guest
Business Guest
Business Guest
Business Guest

Business Guest

Annual Total
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

The user clicks Save

Group. The selected attendees now appear in a group.

Attendees Attendee Groups

Attendee Groups
() Add Mew
Altendee Name Title
#l Group: LenDevLLC
[_ 4 Group: TW Glohal

# Group: BTEngineering

Company

Attendee Type

o EditaGroup

The user uses the edit feature to:

e Add more attendees to an existing group

_Or_

e Remove attendees from an existing group

On the Attendee Groups tab, the user selects the group and clicks Edit.

attendees | Attendee Groups
Attendee Groups

(®) Add New Edit Send Copy Delete

Attendee Mame Title
# Group: LenDevlLC

H Group: TW-Global

=) Group: BTEnginegying

Clarke, lennifer

Euller, Carole within this group

Lee, Kim CEO
Milleret, Jessica oo
Schwartz, JB WP Sales

Click here (row header) to select or un-select all the rows

Company

BTEngineering
ETEngineering
ETEnginering

ETEngineering
ETEngineering

Attendee Type

Business Guest
Business Guest
Business Guest
Business Guest

Business Guest

The user makes the desired changes and clicks Save Group.

o Delete a Group
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When a user deletes a group, the group is dissolved; the individual attendees are still
available in the user's favorites list. If a user deletes an attendee from the favorites
list and that attendee is in one or more groups, a confirmation message appears.

To delete, on the Attendee Groups tab, the user selects one or more groups and
clicks Delete.

e Send a Copy of a Group to Another User

A user can send a copy of one or more groups to another user. The group then
appears immediately on the recipient's Attendee Groups tab; all individual
attendees in the group also appear on the recipient's Attendees and Favorites
tabs.

To send a copy to another user, on the Attendee Groups tab, the user selects one
or more groups and clicks Send Copy.

Attendees Attendee Groups

Attendee Group
@ Add New | Edit || SendCopy& Delete |
)

Attendee Name Title Company Attendee Type
H Group: LenDevLLC

[ Group: TW-Global

= Group: BTEngineering

Clarke, lennifer WP Marketing ETEngineering Business Guest

Euller. Carale FE ETEngineering Business Guest

Lee, Kim CECQ BTEnginering Business Guest

Milleret, Jessica CO0 ETEngineering Business Guest
Schwarz, JB WP Sales ETEngineering Business Guest

In the Send a copy of the selected group(s) window, the user finds the desired
recipient and clicks Send.

Send a copy of the selected group(s)

“ou can search for the recipient by nare, ermail address or login ID, Select the recipient and click Send,
The selected group(s) will appear in the recipient's attendee group list,

Recipient: Ha"l

:Davis, Pat [PatDavis@LenDew,com - PatDavis@LenDev.com) [her,

| Cancel |

NOTE: The selected group(s) can be sent to only one recipient at a time.

Note the following:

e Remember - this is a copy. Any modifications that the original owner makes
to the group will not affect the recipient; any modifications that the recipient
makes to his/her copy will not affect the original owner's group.
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e Since the group names do not have to be unique, the copy cannot overwrite
or otherwise destroy data in the recipient's group list.

e If the recipient does not have access to an attendee type, any attendees of
that type will not be included in their copy of the group.

e Attendee Detail View

You can add additional information to the attendee grids (tables) in Profile as
described in Additional Attendee Information - Attendee Detail View in this guide.

Section 5: Delegates, Proxies, Approvers, and Processors

Page | 4 O

o Delegates and Proxies

All of the features described here for Expense users are also available to delegates
and proxies.

o Attendee Types Restricted by Groups

If the administrator has defined attendee types by groups, when a delegate or proxy
accesses attendee information on behalf of a report owner, the attendee types
available are based on the types defined for the report owner's group.

e Approvers and Processors

IMPORTANT! Before reading this section, review Understanding How Expense
Distributes and Redistributes Amounts in this guide to understand the
relationship between manual changes to amounts and Expense's automatic
redistribution of amounts among attendees.

Like most forms and fields, the attendee forms and fields can be configured so that it
is either read-only or editable (modify) for the approver and/or processor. If so,
modify means:

e The approver and/or processor can add attendees to and remove attendees
from an expense.

o Neither the approver nor the processor can manually adjust the amount of
the expense allotted to each attendee. However, if the approver or the
processor lower the total amount of the expense, then the individual
attendee-allotted amounts are adjusted proportionally.

e If the approver and/or processor add or remove an attendee and:

+ If the user has not manually changed any amounts, then Expense will
automatically redistribute the amounts equally among all attendees.

+ If the user manually changed some but not all amounts, then Expense will
redistribute the amounts over the attendees whose amounts the user did
not change as well as any new attendees added by the approver or
processor.
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+ If the user manually changed all amounts, then Expense cannot
redistribute the amounts. On save, an exception is created because the
amounts no longer balance. Though the approver/processor is encouraged
to return the report to the employee for editing, the report can be

approved/processed.

o Attendee Types Restricted by Groups

If the administrator has defined attendee types by groups, when an approver or
processor accesses attendee information on behalf of a report owner, the attendee
types available are based on the types defined for the report owner's group.

Configuration — Overview and Procedures

This portion of the process requires the role of Expense Configuration Administrator.

o Different Processes for Different Options

Clients wanting to take advantage of the extended attendee functionality may opt-in
to the following features. The optional features are applied in these ways:

e Global: Applies to all expenses that require attendees

e By attendee type: Set based on the attendee type

e By expense type within the policy: Set based on the expense type and
policy, using the Expense Types page

e By Expense Group: Configured and then applied to one or more Expense

groups

The attendee features are listed in the table below and are described in detail on

the following pages.

Attendee Expense

Configured by Feature Global Type Types Group
20 custom fields available specifically for X
attendees
Ability to track year-to-date attendee totals X
Separate attendee forms for each attendee X
type
Allow attendee lists to be shared or private X
Allow or prevent users to enter new

. X
attendees into Expense
Have Expense check for duplicates when

X

users add new attendees to Expense
Duplicate checks are performed across all X

attendee types

TeamWorks Travel & Expense System

Attendee Administration

Version Date: 09/22/2015




Page | 4 2

Configured by Feature

Define the search criteria that appear on
the attendee helper

Global

Attendee Expense

Type

X

Types Group

View the amount of an expense allotted to
each attendee

Edit the amount of an expense allotted to
each attendee

Account for attendees who were invited but
did not attend ("no shows")

Include the Expense user as an attendee by
default

Suppress the Add New Attendee button
by expense type

Set a default attendee type for an expense
type

Allow only some attendee types to be
chosen for an expense type by excluding all
others

Allow users to enter the count (number of
unnamed attendees)

Import of attendee lists by administrator
from other applications

Import of attendee lists by users

Allow the automatic creation of an attendee
record for the current employee (SYSEMP
attendee type)

Create audit rules relating to attendee
totals and frequency of attendance

Auto-generate the External ID, used if
importing lists of attendees

Restrict attendee types by user group

Configure the Attendee Detail View (form)

Search for and import attendees from
external source

NOTE: This option requires the Fetch
Attendee web service. Refer to the Fetch
Attendee Web Service information on
http://developer.concur.com.

e The Basic Configuration Process
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These steps are described briefly here and described in detail on the following
pages:

Step 1: Define the attendee forms and fields.

Step 2: Edit the Attendees field on the Expense Entry form (optional).
Step 3: Configure the Attendee Detail View (optional).

Step 4: Edit the attendee-related expense types.

Step 5: Add additional attendee types and select attendee settings.
Step 6: Include all employees in a company in the attendee search.
Step 7: Create the desired attendee audit rules (optional).

Step 8: Configure the Excel worksheet to be used for personal attendee
imports (optional).

Step 9: Import a list of attendees (optional).

e Step 1: Defining the Attendee Forms and Fields
e Overview: Attendee Forms and Fields

In this step, you configure one or more forms used for attendees. You can create as
many attendee forms as necessary, for example, one for each attendee type if
desired, or for example by company type, by using the Health Care Professional
(HCP) attendee form.

e General Notes about Attendee Forms

e Expense provides a default attendee form. To create new forms, make a copy
of the default form and then edit the copy.

e Expense also provides company-specific forms, such as the Health Care
Professional (HCP) attendee form.

e An administrator can create as many attendee forms are needed.

e Attendee forms are administered at (current Ul) Administration > Expense
Admin > Forms and Fields or (enhanced Ul) Administration > Expense
> Forms and Fields.

¢+ Once the Expense Attendee form type is selected, the list of forms is
displayed. The forms can be expanded to display the currently configured
fields.

¢+ Use the Attendee Detail View form type to provide additional information
in the most common attendee grids (tables) as described in Additional
Attendee Information - Attendee Detail View in this guide.

| Refer to the Expense: Forms and Fields Setup Guide for general
information about forms and fields.
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e General Notes about Attendee Fields

e For the most part, attendee fields are like all other fields except attendee
fields cannot be configured as connected lists.

o Refer to the Approvers and Processors section in this guide for information
about using the "modify" field attribute for approvers and processors.

e The attendee fields are listed below.

The attendee fields are:

Field Name Description

Attendee Count

Total count of attendees by this attendee type

Attendee Name

Attendee's name

Attendee Title

Attendee's work title

Attendee Type

Business Guest, Spouse, and so on

Company

Attendee's company

Company Category 1
Authorized Amount
Previous YTD

Total pre-authorized spend on this attendee on selected
expense categories by the entire company last year

Company Category 1
Authorized Amount YTD

Total pre-authorized spend on this attendee on selected
expense categories by the entire company year-to-date

Company Category 1
Submitted Amount
Previous YTD

Total spend on this attendee on selected expense categories
by the entire company last year

Company Category 1
Submitted Amount YTD

Total spend on this attendee on selected expense categories
by the entire company year-to-date

Company Category 2
Authorized Amount
Previous YTD

Total pre-authorized spend on this attendee on selected
expense categories by the entire company last year

Company Category 2
Authorized Amount YTD

Total pre-authorized spend on this attendee on selected
expense categories by the entire company year-to-date

Company Category 2
Submitted Amount
Previous YTD

Total spend on this attendee on selected expense categories
by the entire company last year

Company Category 2
Submitted Amount YTD

Total spend on this attendee on selected expense categories
by the entire company year-to-date

Created By (Private List)

Defines the "owner" of the attendee information

For more information, refer to Private vs Shared Attendee
Lists on the following pages.

Currency Key

As defined in the import, if imported; or same as the user's
reimbursement currency, if the attendee was added by a user

Custom 1-20

Custom fields as defined by the company
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Field Name Description

Attendee Entry
Custom 1-5

Custom fields used to collect information specific to the
attendee on the current expense; this data can be extracted
using the Attendee Detail extract

Employee Amount
Previous Year

Total spend on this attendee by the current user last year

For more information, refer to Amount Fields (Edit
Attendee and Details) on the following pages.

Employee Amount YTD

Total spend on this attendee by the current user year-to-date

For more information, refer to Amount Fields (Edit
Attendee Details) on the following pages.

Employee Category 1
Authorized Amount
Previous YTD

Total pre-authorized spend on this attendee on selected
expense categories by the current user last year

Employee Category 1
Authorized Amount YTD

Total pre-authorized spend on this attendee on selected
expense categories by the current user year-to-date

Employee Category 1
Submitted Amount
Previous YTD

Total spend on this attendee on selected expense categories
by the current user last year

Employee Category 1
Submitted Amount YTD

Total spend on this attendee on selected expense categories
by the current user year-to-date

Employee Category 2
Authorized Amount
Previous YTD

Total pre-authorized spend on this attendee on selected
expense categories by the current user last year

Employee Category 2
Authorized Amount YTD

Total pre-authorized spend on this attendee on selected
expense categories by the current user last year

Employee Category 2
Submitted Amount
Previous YTD

Total spend on this attendee on selected expense categories
by the current user last year

Employee Category 2
Submitted Amount YTD

Total spend on this attendee on selected expense categories
by the current user year-to-date

External ID Required for imported attendee records
For more information about the External ID, refer to
External ID - Required for Imported Changes and Deletions in
the configuration section in this guide.

First Name Attendee’s first name

Last Name Attendee’s last name

Total Amount Previous
Year

Total spend on this attendee by all users company-wide last
year

For more information, refer to Amount Fields (Edit
Attendee Details) on the following pages.
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Field Name Description

Total Amount YTD Total spend on this attendee by all users company-wide year-
to-date

For more information, refer to Amount Fields (Edit
Attendee Details) on the following pages.

Status Used primarily with the Fringe Benefit Tax feature in Australia
and New Zealand

L Refer to the Expense: Fringe Benefits Tax (FBT) Setup
Guide for more information.

e Private vs. Shared Attendee Lists

If an attendee list is private, then:
e Only the current user can use attendees from this list
e Only the current user can search this list

e If the user is allowed to add attendees to the list, then Expense will search
only this user's attendees for duplicates

If an attendee list is shared, then:
e Any user can use attendees from this list
e Any user can search this list

e If users are allowed to add attendees to the list, then Expense will search all
users' attendees for duplicates

The Created By (Private List) field, which is not visible to the user, has two
functions. It is used by Expense:

e To identify the "owner" of the attendee for editing or deleting; for example, in
order for a user to edit attendee information or delete an attendee, the user
must be the owner

e To identify if an attendee list is private or shared

Whether or not you include this field as one of the search fields and the duplicate
search fields ultimately defines whether attendees list are private or shared.

Further explanation: Remember, the Created By (Private List) field is always
hidden and is always populated with the user's user ID (cannot be changed; cannot
be deleted). So, if you add the Created By (Private List) field to the search fields
or the duplicate search fields, the field is always part of the search or duplicate
search.

e In the case of the search fields, the system will find only those attendees who
have that same user ID in the Created By (Private List) field. In other
words, the system will not search outside of the user's attendees. So, to keep
a list private, add the Created By (Private List) field — users will not find
each other's attendees.

¢ In the case of duplicate search fields, the system will match only attendees
who have that same user ID in the Created By (Private List) field. In other
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words, the system will not search outside of the user's attendees for
duplicates.

Summary: What do you want to accomplish?

Searching for Attendees

Type of List Description Configuration
Shared | want each user's When defining forms, on the Forms tab:
attendee list to be shared 1. Select the form type of Expense
for this attendee type. Attendee.
Thatis, | want userstobe | 5 ggject the desired form.
able to search for ] .
attendees with this type 3. Click Modify Form.
created by anyone in the 4. In the Modify Form window, ensure
company or imported from that Created By (Private List) field is
a master list by the not checked.
company.
pany L Rrefer to Configuring Attendee Forms and
Fields in this guide.
Private | want each user's When defining forms, on the Forms tab:

attendee list to be private.

That is, | want users to be
able to search for
attendees with this
attendee type only in their
own attendee list.

1. Select the form type of Expense
Attendee.

2. Select the desired form.
3. Click Modify Form.

4. In the Modify Form window, ensure
that Created By (Private List) field is
checked.

L Rrefer to Configuring Attendee Forms and
Fields in this guide.

Searching for Duplicates

Type of List

Description

Configuration

Shared

When a user adds an
attendee with this
attendee type, | want
Concur to search for
duplicates among all
attendees with this type
created by anyone in the
company or imported
from a master list by the
company.

Click Administration > Expense >
Attendees, on the Attendee Types tab:

5. Select the attendee type.
6. Click Modify.

7. In the Attendee Type window, in the
Fields for duplicate search list, do
not select Created By (Private List).

L Rrefer to Adding Additional Attendee
Types and Working with Other Attendee
Settings in this guide.
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When a user adds an
attendee, | want Concur
to check for duplicates
only among attendees
with this type in the
user's attendee list.

Private

Click Administration > Expense >
Attendees, on the Attendee Types tab:

8. Select the attendee type.
9. Click Modify.

10. In the Attendee Type window, in the
Fields for duplicate search list, select

Created By (Private List).

) Rrefer to Adding Additional Attendee
Types and Working with Other Attendee
Settings in this guide.

Additional optional setting for duplicate attendee searches

Shared or
Private

The two options above
restrict the search to the
same attendee type.

I want to search all
attendee types for
duplicates.

11. Configure Shared or Private as described
above.

12. Click Administration > Expense >
Attendees.

13. On the Settings tab, select (enable) the
Check for attendee duplicates across
attendee types check box.

L Rrefer to Adding Additional Attendee
Types and Working with Other Attendee
Settings in this guide.

e Amount Fields (Edit Attendee Details)

The amount fields that appear on the Fields tab provide the accumulated totals (in

profile and in the Edit
Attendee Details window in
Expense) if you add these fields
to the desired attendee form.

First Mame
Pat

This example shows the
Employee Amount YTD and
Total Amount YTD fields
added to the attendee form for oo
the Business Guest attendee

Compary

Edit Attendee Details X
Attendes Type

| Business GUest

CodeSecurel LC

Employes SAmount T

s
Last Mame

v I Smythe

Attendee Title
CFO

Total Amount ¥TD
0.o0

Save Cancel

Save & Add Another

type.

e Procedure: Configuring Attendee Forms and Fields

e Access Forms and Fields

P To access the attendee forms and fields:

1. In the current Ul, click Administration > Expense Admin > Forms and

Fields (left menu)
- Or -

In the enhanced Ul, click Administration > Expense > Forms and Fields.

2. In the Form Type list, click Expense Attendee.

e Use the Forms Tab - General
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P To make general changes on the Forms tab:

1. To view the fields on the form, click the to the left of the form name.

Forms and Fields
Form Type:  Expense Attendee M

Forms Form Figlds Figlds Connected Lists Validations

Add Fields Medify Form Copy Form

L~
| = Default Attendee Form \
%Form Fields:

Attendee Title
Attendee Type
Company

Created By [Private List)
First Name

\ Last Mame /

2. To create another form, click an existing form and click Copy Form.

3. To add additional fields to the form:
¢ Click the form.
¢+ Click Add Fields.
¢ Select the desired fields.

¢ Click Add Fields.
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Forms and Fields

Form Type:  Expense Attendes W
_—Eorms | _EcemEields || Fields | Connected Lists || Validations
Add FieldsE Forrm Copy Form Delete Farm
—Form blams

Click. here ko add fields
Default Attendee Form

Form Fields:
Attendee Title dd Fields to Forms
= Attendee Type
Sompany Fields
Created By [Private List)
First Mame Field Mame Site Required Data Type Status
Last Mame LusTam L3 KL} 125 AT [
Custom 14 Ma Tewt Ative |
Custom 15 Mo Text Ative
Custom 16 Mo Text Active
Custom 17 Mo Text Active
Custom 18 Mo Teoct Ative
Custom 18 Mo Text Akive
g T ™ T T
Employee Smount Previous Year Yes Amount
Employee Amount YTO Yes Amount
m Taregury L AUCorZed AN 4o TOCITT
Employee Category 1 Authorized An Mo Amount
Employee Category 1 Submitted &m Mo Amount
Add Field&%] Cancel

e Usethe Forms Tab - Search Fields

P To Define the Search Fields:

" window), on the Forms tab, click the form.
5. Click Modify Form.

6. Select the desired fields.

7. Click Save.

TeamWorks Travel & Expense System
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Modify Form

Form Mame: | Defaulk Attendes Form

Attendee Search Form Fields
[#] Field Label
Attendee Type

Last Mame
First Mame
Attendee Title
Campany

Created By [Private List)

Search Attendees

[ Search Attendees H*vorites ” Recently Used ” Attendee Groups

¢ _hoose an Attendee Type

Business Guest v

Last Mame First Mame

Attendee Title

S—

pany Type

Search Results

(| Attendee Mame Title G

Viera| b bl | &

Mew Attendee

i« A | Page Mo data to display

Cancel

Add to Expense Delete

Save Cancel

e Usethe Form Fields Tab - General

P To make general changes on the Form Fields tab:

8. To change the characteristics of a field:
Either:

e Double-click the desired field.
—or

*

TeamWorks Travel
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ravel Expense  Invoice Reporting | Administration Profile
Admin  Report Admin  Request &dmin Expense Admin  Expense Tools  Inwoice Admin
Forms and Fields

Form Type: Expense Attendee w

Forms || Form Fields | Fields || Coppecked Lists || Yalidations

todify Forrm Fields Rernowe Forrm Fields Sdarch: x | o

m.Eield Mame Required Sequence

= Default Attendee Form

Attendee Type Yes 1
Last Mame Yes 2
First Mame Mo 3
Attendee Title Mo 4
Created By [Private List] Yes 5
Company Mo 3
Emplowee Amount @ous Year Yes 7
Total Amount ¥TD Yes §

+ Make the desired changes.

¢ Click Save.

9. To remove a field:
¢+ Select the field.
¢ Click Remove Form Fields.

10. To change the sequence of the fields, drag-and-drop a field to the new
location.

e Usethe Form Fields Tab - Configure Carry-Forward

When a user manually enters attendee information (name, company, job title, etc.)
and the attendees are (for example) from the same company, the user must repeat
the company name for each attendee. However, you can configure the system so the
attendee information is automatically copied (carried forward) from one manual
entry to the next.

First, the company decides which attendee fields, if any, use the carry-forward
feature.

Attendees Attendee Groups

Add Attendee

Attendee Type Last Mame First Mame
Business Guest ~| |l

Attendee Title Carmpany

Save Sauve & Add Another Cancel
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Typically, a company would have attendee type, company, and any custom fields
carry forward.

This feature works when the user adds attendees in Profile > Favorite Attendees
or from the expense. However, the information is carried forward only when the
user clicks Save & Add Another; it does not carry-forward on Save.

P To configure carry-forward:

The feature is implemented like copy-down.

11. Either:

+ Double-click the desired field.
—or

¢ Click the desired field and click Modify Form Fields.

12. In the Default Value Type field, click Copy Down.

Default Value Type Copy Down b
Copy Down Source: |Expense Attendee o5
Field: Fompany ~

13. In the Copy Down Source field, click Expense Attendee.

14. In the Field field, click the name of the source field (which would be the same
name as the field you are currently editing).

15. Click Save.
e Step 2: Editing Expense Entry Forms for Copydown
e Overview: Copydown

Attendees (and amounts) entered at the parent expense can copy down to any
itemization with attendees.

| For information about how the feature works, refer to Copy Down Itemization
Information to Attendees in this guide.

The configuration process is:
e Edit the Attendees form field on the affected Expense Entry form(s)

e Ensure the itemization form is correct for the affected expense type(s)

e Procedure: Modify the Attendees Field

NOTE: If your configuration has several Expense Entry forms that contain the
Attendees field, then all must be modified. In this case, we have only one -
Entertainment.
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P To modify the Attendees field:

16. In the current Ul, click Administration > Expense Admin > Forms and
Fields.
- Or -
In the enhanced Ul, click Administration > Expense > Forms and Fields.

17. In the Form Type list, click Expense Entry.
18. Click the Form Fields tab.
19. Click the Entertainment form to expand it.

20. Either:

¢+ Double-click the Attendees field.

+ Click the Attendees field and click Modify Form Fields.

The Modify Form Fields window appears.

Modify Form Fields

Field Name: | Alfendees

Field Label: | Attendees

Data Type:  Text
Tool Tip:

[ Regyuired
Control Type: | Multi-ine Edit

Max Length (charsy: | 16000
Wisual width (charsy: | 32
Visual Height (rows): | 5

walidation:  Mone

Default Value Type: | Mone

Itemization Field Source: | Parent Expense

Access Rights
Employee Role: |Modify
Approver Role: | Read-only
Expense Processor Role: |Modify

Expense Processor Manager Role: | Modify

| Save | Cancel

21. In the Itemization Field Source, click Parent Expense.
22. Click Save.
e Procedure: Verify the Itemization Form for the Expense Type
Ensure that the expense types use the proper form for itemizations. For example, in

this case, the Business Meal expense type use the Entertainment form (which
includes attendees) for the parent expense but uses the Default form (no attendees)
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for the itemizations. In order for the attendees to copy down, the Entertainment
form must be used for the itemizations.

» To verify or change:

23. In the current Ul, click Administration > Expense Admin > Expense

Types.
- Or -

In the enhanced Ul, click Administration > Expense > Expense Types.

My Concur  Request

Concur Expense Admin

Concur Expense Admin |

Concur Expense Admin

Company Info
Zonfiguration Report
Currency Adrin
Test User Admin

Audit Rules
Exceptions
Receipt Handling
Attendees

Email Reminders

Tax Administration

Sike Settings

Delegate Configurations
Expense Type Import

Travel

Company Sdmin - Travel Systern Admin

Expense  Invoice  Reporting

Expense Types Itemization Wizard

Expense Types

Find Expense Types where:

Expense Type »

Mewy % Rermowe
Expense Type Click here to edit the selected Expense Type

Airfare

Airfare Ticket Tax
Luwards

Bank Fees
Eooking Fees

EBreakfast

Business Meal [attendees)

Car Rental

Cash Adwance

Administration

Report Admin  Expense Admin  Invaice Admin

Profile

search

Spend Category
Airfare

Airfare

Goadwill

Fees/Dues

Fees/Dues

Meal

Ground Transportation
Entertainment
Advertising/Marketing
Car Rental

Cash Advance - Mot Partially Approvable

Parent
Transport:
Transport:
Cther
Cther
Crther
Meals
Transport:
Entertain

Transport:

24. Click the expense type (in this case, Business Meals).

25. Click Modify.

26. Make no changes on the General tab; click Next.

27. On the Policies tab, select the appropriate form in the For an Itemized

Entry use this form column (in this case, Entertainment).

Expense Types

Ttemization Wizard

Modify
General

Enabled for these Policy Names
CA Expense Policy
UK Expense Policy
Us Expense Policy

Expense Type: Business Meal (attendees)
IE Formulas attendees  [5] Accounting

For an Expense Entry use this form
Entertainment
Entertainment

Entertainment

For an Ttemized Entry use this form Use this Yendor List
Default

Default

‘Delaun\ .
Airfare

Car Mileage

Default

{Entertainment \rb
Hotel

Required Fields

System Form

28. Click Next to navigate through the remaining pages.

29. Click Done.

e Step 3: Configuring the Attendee Detail View

e Overview: Attendee Detail View
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Use these steps to provide additional information or suppress display of elements in
the most common attendee grids (tables) as described in Additional Attendee
Information - Attendee Detail View in this guide.
The configuration steps are:

e Configure the view (form)

e Assign the form to one or more Expense groups

e Procedure: Configure the View

In the examples below we will add as custom field (Custom 01 renamed State) to
the view.

» To configure the view to add a new field:
30. In the current Ul, click Administration > Expense Admin > Forms and
Fields.
- Or -

In the enhanced Ul, click Administration > Expense > Forms and Fields.

31. From the Form Type list, click Attendee Detail View.

Welcome, Sarah Langston

My Concur Request  Travel Expense Invoice = Administration Profile

Campany Admin  Expense Admin

Expense Admin Forms and Fields

Expense admin IRl Tz ‘ t
Expense Entry

Forms Forr

Expense Admin Expense Report Header

E; Allocati
Configuration Report +pense Allocation

Currency Admin
Test User Admin Form Name Authorization Request Expense Category

Expenze Attendee

List Management Authorization Request Header

Forms and Fields Expense Detail View

Folicies Attendee Detail View ({b
Payment Types 7

Expense Types
Travel Allovwance

Expense Car

Employee

Accounting Administration
Licdit 21 1

IMPORTANT: This view will be assigned to one or more groups.
Unless the changes will be assigned to all groups, consider making a
copy of the form so you still have the original with the original
configuration.
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32. Then, on the Forms tab (for the desired form or copy), click Add Fields.

Add Fields to Forms
Fields

Field Name
LUSTOM 14

Custom 15

Custom 16

Custom 17
Custom 18

Custom 19

Site Required
Mo

Data Type

1ext
Text
Text
Text
Text

Text

In this case, assume that
custom 01 has already

been renamed to "State."

Custom 20 Text

External ID Text

First Name Text

qe
Total Amaount Previous Year

Total Amount ¥TD

Add Fie\ds&

Cancel

33. Select the desired field and click Add Fields. The new field is added.

[FTTTTT

Forms and Fields
Form Type:  Attendee Detail View -

|_F|:|rms || Form Figlds ” Fields || Connected Lists ” Yalidations

Add Fields J’l' Modify Form J Copy Form |

Form Name

=l Default Attendee Detail View
Form Fields:
Attendee Mame
Attendee Title
Attendee Type
Company
State

Note the following:

e Like any other form, you can use the Forms Fields tab to modify field
properties, change the sequence, and remove fields.

e The Fields, Connected Lists, and Validations tabs are not available since
they do not apply to "view" forms.

P To assign to an Expense group:

34. In the current Ul, click Administration > Expense Admin > Group
Configurations (left menu).
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- Or -

In the enhanced Ul, click Administration > Expense > Group
Configurations.

The Group Configurations page appears.

35. Click the desired group and click Modify.

Welcome, Terry N Brown 9 Help | Log Out

My Concur  Request Travel Expense Inveice Reperting | Administration | Profile

Company Admin  Report Admin  Request Admin  Expense Admin  Expense Tools  Invoice Admin

Expense Admin Expense || Employes
Expense Admin Group Path ~ Policies Payment Types
Accounting Administration Glohal fin use} Global Modify Modify
Attendee Import Templates Horth America Sales fin use] Global-Marth America Modify Madify
Attendees

36. In the Attendee List Form field, select the desired view form.

Configuration for Group: North America Sales

Group: Global-Morth America
Group Name: Maorth America Sales
Cash Advance Maone w
Workflow:
I':-l'-.ttendee List |befault Attendes Detail View |§b
arm: 3
:Default Attendee Detail View -

L1 Allow user to carry a Cash Advance Ealance from one report to another

D Allow all groups below this group to inherit these cash advance settings

37. Click Save.

e Step 4: Editing the Attendee-Related Expense Types

e Overview: Understanding Attendee Count Configuration
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When allowing user-entered attendee count, two settings (expense type/policy and
attendee type) are used together.

e The expense type/policy setting indicates whether the user can enter a count
for this particular expense type, for example, Business Meals.

My Concur  Request Travel Expense Involce Reporting | Administration = Profile
Company Admin - Travel System Admin Beport Admin Beguest Admin - Expense Admin - Bxpense Tools  Invorce Adman
Expense Types | lemization Wizard

Corwur Expense Admin
Modify Expense Type: Business Meal [attendees)

Concur Expenda Admin [ Gorwral [2] posies [3] Formubes [4] Attendens  [8] Accounting
Allow uzers to edit the Allow users to enter the | Allow users to adit the Incjude user as an
Concur Expense Admiin Pollcy Name Shows Cort per Altender | ) o aneiten count of “No Shows" dee by default
Comgany Info . .
=3 wal v v
Configuration Rigort Expense Pa |.cy —
Qurroncy Adrin UK Expense Folicy v [l
Test User Admin U5 Expense Palicy ¥ il i il
Lzt Management
( Expense Types )

e The attendee type setting indicates whether the user can enter a count for
this particular attendee type, for example, Business Guest.

Attendee Type
Aftendee Type |Bu5\ness Glest
Marne:

Attenclee Type Code: |BUSGUEST

v

Expense Attendee | Default Attendes Form
Form:

Fields for duplicate |Attendee Title, Company, Created By (Private List), Firs v
search:

Allow uszers to add
attendees of this
type:

low users to edit
the count for this
e

| Save | Cancel

If at least one attendee type is configured to be editable, then at least one expense
type must be configured to be editable (and vice versa). If not, the column never
displays (and, hence, the count is never editable).

Assume in this example:
e The Business Meals expense type is configured to be editable.

e The Business Guest attendee type is configured to be editable.

Attendees Q Attendees: 11 | Attendee Total: $150.00 | Remaining: £0.00 | Mo Shows: |0 F0.00
Irnport | Edit | Rernonwe Create Group | Mew Attendes | Search Fawarites | Erter lazt or first name
|:| Attendee Mame Attendee Title Company Attendee Type Attendee Count Amount
¥] Staff, EastSide Clinic Business Guest 10 $136.38
D Henry, Dr. Franklin D EastSide Clinic Business Guest 1 $13.62
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For each Business Meal expense type, the Attendee Count column appears and:
e The field is editable for each Business Guest attendee.

e For any other attendee type, the field is not editable.

For each expense type that is configured for attendees and is other than Business
Meal, the Attendee Count column does not appear, regardless of attendee type.

e Moving the Attendee Count Column for Visibility

The Attendee Count column that displays in the Attendee Detail Form view can be
moved to a different location within the grid, for example, leftwards for greater
visibility to laptop and netbook users. To move the field, the Expense admin first
opens the Attendee Detail View form in Forms and Fields, then, using standard drag
and drop technique, moves the field to its new location (in the figure below, to the
second position from the leftmost):

Forms and Fields

Farm Type: |.~'-\ttendee Detail View |:

Forms Form Fields | Figlds Connected Lisks Walidations

Modify Form Fields Remowve Form Fields Search: x P

Form Field Name Required Sequence

=l Default Attendee Detail View

Attendee Type es 1
Attendee Name Mo %2
Attendee Title Mo T (@1 selected raw
Attendee Count MNo 4
Caompany Mo 5

e Procedure: Editing Expense Types

P To edit an attendee-related expense type:

38. In the current Ul, click Administration > Expense Admin > Expense
Types (left menu).
- Or -
In the enhanced Ul, click Administration > Expense > Expense Types.
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39. Either:

¢+ Double-click the desired expense type.

+ Click the desired expense type and click Modify.

My Concur  Request  Travel

Company Admin - Travel Systern Admin

Concur Expense Admin

Test User Admin
List Management

Expense
Report Admin

Expense Types

Invoice  Reporting | Administration | Profile

Request Admin  Expense Admin  Expense Tools  Inwoice Admin

Tremization Wizard

Modify Expense Type: Business Meal (attendees)

Concur Expense Admin 1| General [2| Policies |[3] Formulas |4 Attendess |5 Accounting
Concur Expense Admin
Mame: | Business Meal (attendees)
Campany Info
Configuration Report Spend Categore  Entertainment hd
Currency Admin
Authorization Request Expense | Meals ~

Categony
fwailable far (3) Bath Ertry and Itemization

O Cnly for Entry
O Crly for emization

40. Click Next enough times to access the Attendees tab.

Expense Types Itemization Wizard

zeneral policies  [3] Farmulas

Policy Mame Show Cost per Attendee
& Expense Policy v
UK Expense Policy v
US Expense Paolicy v

Modify Expense Type: Business Meal (attendees)
4| Attendees [5] Accounting

Include user as an
attendee by default

Allow users to edit the
count of attendees

Allow users to enter the
count of "No Shows™

Allow users to edit the
Cost per Attendee

v
v
v | ] v

41. Select or clear the desired check boxes, as described below.

Field Description

Show Cost per
Attendee

Select this check box to allow users to view the amount of
the expense allotted to each attendee.

If selected, the Amount column appears in the
Attendees section of the New Expense (or Expense)
tab.

Allow users to edit
the Cost per Attendee

Select this check box to allow users to edit the amounts in
the Amount column.

Allow users to enter
the count of "No
Shows"

Select this check box to allow users to account for no
shows — attendees who were invited but did not attend.

If selected, the No Shows field appears in the Attendees
section of the New Expense (or Expense) tab.

Allow users to edit
the count of
attendees

Select this check box to allow users to enter a count
(number of unnamed attendees) for this expense type.

If selected, the Attendee Count column appears in the
Attendee section of the New Expense (or Expense) tab.

NOTE: Remember, this feature is used in conjunction with
attendee type settings. Refer to Procedure: Configuring
Attendee Types in this guide.
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Field Description

Include user as an If this check box is selected, Expense automatically adds
attendee by default the user as an attendee when the user accesses the
attendees section the first time (when no attendees are
assigned to the entry).

Once attendees are assigned or if the user removes
himself/herself as an attendee, Expense does not attempt
to add the user again.

42. Click Next and then Done.

43. Use these same steps to edit all desired expense types.

o Overview: Restricting Attendee Types by Expense Type

To reduce the possibility of selecting the wrong attendee when working with expense
types the administrator can filter the available attendee types. This is done by
suppressing the display of selected attendee types under the Exclude Attendee
Types column when modifying expense types within a policy.

NOTE: If the form assigned to an expense type does not include the Attendees

field, the feature cannot be used because the Exclude Attendee Types
column (explained below) will not appear.

The attendees available for selection are filtered at the following points in Expense:
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New Attendee

Attendee Search

Attendee Groups

Favorite Attendees

Attendee Import for Expense Type

Does NOT impact Attendee functionality in the My Profile page

e Exclusion of Attendees - Special Cases

Attendee Groups: At the Attendee Group level, if all attendees are of a type
excluded for the combined Policy and Expense Type, then none will be
available for selection.

User Attendee Import: In the Excel-based User Import, these excluded
attendees will import successfully, but each will be flagged and manual
removal is required to ensure successful report submission.

e Procedure: Filtering Attendee Types for Expense Types by
Exclusion
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P To exclude attendee types for selected expense types:

44. In the current Ul, click Administration > Expense Admin > Policies.
- Or -
In the enhanced Ul, click Administration > Expense > Policies.

45. Click a policy, then click Expense Types.

46. Configure the expense type to exclude attendees by navigating to the
Exclude Attendee Types and noting the status:
¢+ Add: Appears when no attendees have been excluded.

¢+ Modify (#): Appears when <#> number of attendees are excluded.

Exclude Attendee Types
Add

Madify (2]

47. Click either Add or Modify <#>, the Exclude Attendee Types window
appears (figure below shows 1 attendee type (Spouse) excluded from
Entertainment-Other).

Exclude Attendee Types

Attendee Type Exclude
Business Guest

Employee

Salesforce Contacts

Spouse W
This Employee

¢+ Exclude the attendee type: Select (enable) the associated check box.

48. Under the Exclude column, either:

¢+ Include the attendee type: Clear (disable) the associated check box.
49. Optional: Repeat for each expense type you will exclude attendee types for.

50. Click Save.

NOTE: If the option is not available, the Attendee field will need to be added
to the form for the given expense type.
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o Overview: Setting a Default Attendee Type for an Expense Type

A single attendee type can be specified as the default attendee type for an expense
type when selecting and working with an expense in a report.

e Procedure: Setting the Default Attendee Type for an Expense
Type

P To set the default attendee type for an expense type:
51. In the current Ul, click Administration > Expense Admin > Policies.

- Or -
In the enhanced Ul, click Administration > Expense > Policies.

52. Click a policy, then click Expense Types.

53. Either:

+ Double-click the desired expense type.

¢+ Select the desired expense type and click Modify Properties.

The Modify Expense Type Properties window appears.

Modify Expense Type Properties

Expense Type: Akfare
Expense Entry Form I-!I-H"a'.rl.‘ e
ltemized Expense Entry Form IIL!'"H’E £

vendor List .ﬁ.rlfﬁ. w

r/r.':.a:.:-u.-. Attendee Type: || .v\

Haone

Business Guest
Emplayee '{h
. Spouse

. :- Thiz Employee

Salesforce Contact

o Healthcare Provider
from =3 _’)

laviar Liear taladit A
Display the -1\& Attendees button

TITE SLIETTUEE (OO

54. Select a single attendee type from the drop down list.

NOTE: The list of available attendees may be limited if some attendee types
have been excluded for the expense type.

55. Click Save.
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e Overview: Suppressing the New Attendee Button by Expense
Type

By default, the New Attendee button appears to the user. The administrator can
suppress this button in the Attendees section to prevent a user from adding an
attendee — forcing the user to search for the attendee first, ensuring the attendee is
not already in the system.

Attendees EJ Attendees: 4 | Attendee Total: $857.92 | Remaining: $0.00
Search Favorites nter last or first name
Attendee Type Attendee Na Create a new attendee record Company
Business Guest  Trawis, Jessica (Use search to find existing attendees) | ] ..,
Business Guest Hennessy, Jacqu VP, Sales TW Global
Business Guest Franklin, Stacie CEQ W Global
Business Guest -ragen, Cynthia Legal W Global

e Procedure: Suppressing the New Attendee Button by Expense
Type

In this example we will use Policies to suppress the Add Attendee button by the
Airfare expense type.

P To configure the view to suppress the Add Attendee button:
In the current Ul, click Administration > Expense Admin > Policies.

- Or -
In the enhanced Ul, click Administration > Expense > Policies.

56.

57. Select the policy, then click Expense Types.
Expense Admin Policies
| Expense Admin Copy Palicy Modify | Espense Types |
" Policy Name =« Editable By Applies Tol
| Expense Admin CA Expense Policy Global
Accounting Administration Standard Central Reconciliation Policy Global
Attendee Import Templates Clobal Clobal
Attendess
Audit R U5 Expense Policy Global Global

58. Click the expense type (Airfare, in this example) and click Modify Properties
to open the Modify Expense Type Properties dialog box.
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59. Clear the Display the New Attendee button from the attendee table
(shown in its selected, default state in the figure below).

Modify Expense Type Properties
Expense Type: Airfare
Expense Entry Form |,:\|rfa,e w
ltemized Expense Entry Form |,5_,-fa,e w
vendor List | Ajdines W
Default Attendee Type: | ppne v
Show cost per attendee on Attendes Summary El
Allow user to edit cost per endee on |:|
Attendee Summary
Allow user to enter the count for Mo Show !:l
attendees
Allg to edit thie count of attendess !:I
[ Display the Add New Attende on from Ef% ]
the attendee table
Inciude user as attendee by default L]

60. Click Save.

e Step 5: Adding Additional Attendee Types and Working with
Other Attendee Settings

There are two pages: Attendee Types and Settings

e Overview: Attendee Types

On the Attendee Types page, you can:
e While adding or editing attendee types:
+ Define the fields that are used in "duplicate" searches
+ Define whether to allow users to add attendees of this type
+ Define whether to allow users to enter an attendee count of this type
+ Define the data source to search for that attendee type

e Inactivate attendee types

e "This Employee" Attendee Type

Expense uses this attendee type when it automatically adds Expense users as
attendees. This is a system attendee type, so it cannot be inactivated.

NOTE: The automatic creation feature can be turned off, however, it is recommended
that it remains on. Refer to the information about the attendee Settings tab.
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On the Edit Attendee Type page:
Field Description

Attendee Type This Employee

Attendee Type Code SYSEMP; cannot be edited

Expense Attendee Form Default Attendee Form

Fields for duplicate search External ID and Created By (Private List)

Allow users to add attendees of this type No; cannot be edited

Allow users to edit the count for this type No; cannot be edited

e Procedure: Configuring Attendee Types
P To access the attendee types:

In the current Ul, click Administration > Expense Admin > Attendees (left
menu).

- Or -

In the enhanced Ul, click Administration > Expense > Attendees.

The Attendees page appears.
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Attendees

Attendee Types || Settings

Mew
Attendee Type = Attendee Type Code Form Mame User Add Active
Business Guest BUSGUEST Default Attendee Form Yes Yes
Employee EMPLOYEE Default Attendee Form Yes Yes
Healthcare Provider HCP Default HCP Attendee Form  Yes Yes
Mo Shows MOSHOWS Default Attendee Form Mo Yes
Salesforce Contact HCPD Default Attendee Form Mo Yes
Spouse SPOUSE Default Attendee Form Yes Yes
This Employee SYSEMP Default Attendee Form Mo Yes

» To modify an attendee type:

61. On the Attendee Types tab, either:

¢+ Double-click the desired attendee type.

¢+ Select the desired attendee type and click Modify.

The Attendee Type window appears.

TeamWorks Travel
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Attendee Type

Attendes Type I This Employee
Mame
Attencdees Type |
Cade
:E‘I 1ense Attendes | Default Attendee Form 7
arm
FHI-'I'I» far duplicate I Comparty, Last Mame ¥
search
Data Source | Cancur W
Allow users to acel
attendees of this
type
Allow users to edit
the count for this
type
Save Cancel
62. Complete the appropriate fields.

Field Description

Attendee Type Name Change the name as desired.
Attendee Type Code Change the code as desired. The code can be 1 to 8

alphanumeric characters, all uppercase, no spaces.

Expense Attendee Form Select the desired attendee form.

Fields for duplicate search | Select the field(s) that will be used to check for
duplicates.

NOTES:

o If the intent is for your users to have private
attendee lists, then include the Created By
(Private List) field as a duplicate search field for
this attendee type.

¢ If you plan to have the system check for
duplicates across attendee types, note that the
system will successfully check for duplicates
across attendee types only if the duplicate check
fields are the same on all attendee types.

Data Source for Attendee Select the data source used when searching for
Search attendees of this type.

NOTE: This field is used by the Fetch Attendee
Callout. If you are using this callout, select the
system that you configured in the Register
Application Connectors page of Web Services
Admin.

Ll Refer to the Fetch Attendee Callout information
on http://developer.concur.com.
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Field Description

Allow users to add
attendees of this type

Select this check box to allow users to add attendees
with this attendee type.

NOTE: If you are using the Fetch Attendee Callout,
this check box will be cleared and not editable.

Allow users to edit the
count for this type

Select to allow users to enter a count (number of
unnamed attendees) for this attendee type.

IMPORTANT: This option is used in conjunction with
the expense type setting. Refer to Overview:
Understanding Attendee Count Configuration in this
guide.

63. Click Save.
P To add a new attendee type:

64. On the Attendee Types tab, click New. The Attendee Type window
appears.

Attendee Type
Attendes Type I
Mame
Attencles Type I

Cade

E“I ense Attendee I Defaulk Attendee Form b
arm

Figlcls for duplicate I w
search

Data Source I Concur v

Allow users to add
attencees of this
type

Allow users to edit ]

the count for this
type

Save Cancel

65. Complete the fields as described in the previous section about editing existing
attendee types.

66. Click Save.
P To deactivate an attendee type:

Note the following about deactivating an attendee type:

e When you deactivate an attendee type, all attendees with that attendee type
are also marked as inactive and are no longer available for users to include on
an expense.

Page | 6 9 TeamWorks Travel & Expense System Version Date: 09/22/2015

Attendee Administration



Page | 7 0

67.

68.

An attendee type that has been deactivated cannot later be made active.

If you deactivate an attendee type and then later want to use it again, create
a new attendee type. You cannot use the same name as the original. You can,
however, modify the original and rename it. Then, you can create the new
attendee type using the original name of the deactivated attendee type.

On the Attendee Types tab, select the desired attendee type(s).

Click Deactivate.

Attendees
Attendee Types Settings
Mew Madify Deactivate

Attendee Type - Attendee | Click here to deactivate an Attendee Type User Add Active
Business Guest BUSGUEST Default Attendee Form es es
Employee EMPLOYEE Default Attendee Farm Yes Yes
Mo Shows HOSHOWS Default Attendes Form Mo Yes
Salesfarce Contact HCPD Default Attendee Form Mo e
Spouse SPOLISE Default Attendee Farm Yes Yes
This Emplayee SYSEMP Default Attencdee Farm Mo Yes

o Overview: Settings

On the Settings tab, you can:

Define the expense types that will be included when calculating attendee
totals

Define whether the Annual Total column displays in Profile

Attendees

Attendes Typss | Sebtings

Swve

Welcame, Terry L Brown B rHep | Legow

My Concur Hequest  Travel  Expes

Invoice  Heporting  Administration | Profile

gubabion  Travel Vacabon Reasisgrment  Systemn E-Mal Setting:

My Profile

Attendees  Attendes Grouns
Your Information

Personal Infomation
Compay Information
Contact Infomation Firud musry abtencies whers L02t hiame ¥ |Begnavih v
Emergency Contact
Creeit Cortts (&) Mew Attendee

Favorite Attendees

Adwanced Search

Abtrauder Title Lo Alleruber Typr Avwnsal Tolal
Travel Settings e v

Traveed Peotesences

.

S307.50

Ekemnatin Travel Lo LevieiLe $125.00
Frescpuent-Traveder Prograns WP Marketing BTEngineering 391115
Assistantsiirangers. CED T Glahal el

o0 Twi-Glnhal 316854

Request Settings

RBHUALE PRAbSIEAERE L UIknginering e
O A <Fo TV Global 110000

WP Sales ComESEurELLE flz5.00

Define whether attendee types are restricted by user groups

Define whether duplicate attendee searches happen across attendee types

TeamWorks Travel & Expense System Version Date: 09/22/2015
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o Define whether to allow Expense to automatically create an attendee record
(SYSEMP attendee type) for the current user

e Define whether to have the system generate an External ID for attendees
manually added by users

[ For more information about the External ID, refer to External ID -
Required for Imported Changes and Deletions in this guide.

e Define whether the user sees the My Team tab on the Attendee Search
window.

e Define whether the user can forward calendar emails to Concur to create an
expense entry with the calendar meeting attendees.

e Annual Total Column

If you choose to display the Annual Total column in Profile, be aware that:

e The amount shown is the total amount spent company-wide for that attendee
(not only from the current user) for the selected expense type(s)
—and —

e The currency used is:

¢ The currency that is set in the import record, if the attendee was imported

¢+ The same as the user's reimbursement currency, if the attendee was
added by a user

L] There is another way to add this column to this page. Refer to Additional
Attendee Information - Attendee Detail View in this guide.

e Exchange Rates Required

In order for the system to maintain totals for attendees, currency conversion may be
required. The amount allotted to each attendee is calculated in the user's
reimbursement currency. If the attendee currency is different from the user's
reimbursement currency, then the system must convert the amount (in the user's
reimbursement currency) to the amount in the attendee currency. In order for that
conversion to be successful, the appropriate exchange rates must be imported.

e If the Exchange Rates feature is activated and the user's reimbursement
currency is included in the Exchange Rates import — converted to the
attendee currency — then conversion takes place and the attendee totals are
adjusted accordingly.

o If the Exchange Rates feature is not activated or if the appropriate currency
has not been imported, then the user sees a message that briefly explains the
issue and refers the user to your company's Expense administrator.

| For more information, refer to the Expense: Currency Admin Setup Guide.

e Procedure: Configuring Settings

TeamWorks Travel & Expense System Version Date: 09/22/2015
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P To change settings:

69. On the Attendees page, click the Settings tab.

Attendees

attendee Types | Settings

Expense Types to be included in the annual total of cost per
attendee:

Display My Tesm in advanced search options: [

Allowy users to add sttendees from meetings via email to
Concur (*ics files).

Display attendee total for calendar year: [
Enakle sttendee type group management:
Check for sftendee duplicates across sttendee types:

Allowy automatic creation of employees as sftendess [
[SVEEMP sftendes type);

Generate an External ID when & newy attendee is crested by a
user.

Audit Rule Group By Field for Expense Reports:

Lot Rule Group By Field for Suthorization Reguests:
Audit Rule Group By Field for Reguests:

Category Group 1 for Attendee Totals:

Category Group 2 for Attendee Totals:

Expense Type Group 1 for Aftendes Totals:

Expense Type Group 2 for Attendes Totals:

70. Complete the appropriate fields.

Description
Expense Types to be Select the expense types that will be included when
included in the annual calculating annual totals for attendees.

total of cost per attendee NOTE: If you do not select any expense types, the
annual total will not be calculated.

Page | 7 2 TeamWorks Travel & Expense System Version Date: 09/22/2015
Attendee Administration



Field Description

Display My Team in Select to display the My Team tab to the users when
advanced search options searching for attendees. The My Team tab contains
the following employees:

o Employees with the same direct approver.
¢ Employees that are direct reports of the user.

[ Rrefer to Searching Employees on My Team in
this guide.

NOTES:

e This feature may be confusing to users if your
default Expense approver assignments are not
aligned with your team structure.

e This feature requires two additional attendee
settings:

+ Allow automatic creation of employees as
attendees (SYSEMP attendee type) must be
enabled. Refer to below in this table for more
details.

+ Employee attendees are a shared list under
the SYSEMP attendee type. For more
information, refer to the Procedure: Part 4 —
Configure SYSEMP Attendee Type section of
this guide.

Allow users to add When enabled, the users will see a new section called
attendees from meetings Calendar Events in the Smart Expenses area. Any

via email to Concur (*.ics calendar emails the user sends to Concur will create a
files) new item in the Calendar Events area that includes
the calendar email attendees. The user can import
into this item into their expense report.

[ Rrefer to Adding Attendees from a Calendar Email
in this guide.

NOTE: This feature is not recommended for use by
employees who must report attendee information
based on managed lists of attendees, such as sales
staff who fall under the US Healthcare Reform
(Sunshine Act) for reporting prescriber recipient
benefits to the government. The feature can be
enabled for the company as a whole, with procedural
training for this specialized group to advise against
using this option for reportable spend. In the event
this type of user forwards an email to Concur with
regulated attendees, the attendees will not be
matched to the company’s internal list, and will
typically be created as regular business guests. This
then requires proactive action by the user to delete
the attendee and replace with a selection from the
managed list.

Display attendee total for Select if desired.
calendar year
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Field Description

Enable attendee type
group management

Select to define the attendee types available to
different user groups.

L Refer to Attendee Types by User Groups in this
guide.

Check for attendee
duplicates across attendee
types

Select to expand the attendee duplicate check to all
attendee types. Clear to keep the duplicate check
limited to attendees of the same type.

NOTE: The system will successfully check for
duplicates across attendee types only if the duplicate
check fields are the same on all attendee types.

Allow automatic creation
of employees as attendees
(SYSEMP attendee type)

ON by default; change if desired.

NOTE: The system will automatically generate a
record for each Expense user but only once the user
takes one of these actions:

e The user opens a new expense form where the
user is required to be added by default.

e The user completes a 'This employee' attendee
type search from the Attendee section of the
New Expense (or Expense) tab or from profile.

e The user completes a quick search or a favorite
search from the Attendee section of the New
Expense (or Expense) tab.

At the same time the user is added to the attendee
list, the External ID field is populated with the user's
Employee ID.

L Rrefer to Including All Employees in a Company in
the Attendee Search in this guide.

Generate an External ID
when a new attendee is
created by a user

Select to have the system create an external ID.

For more information about the External ID,
refer to External ID - Required for Imported Changes
and Deletions in the configuration section in this
guide.

Audit Rule Group By Field
for Expense Reports

Select the custom field that will be used when
totaling the attendee information for audit rules. If no
field is selected, all expenses will be used.
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Field Description

Category Group 1 for
Attendee Totals

Category Group 2 for
Attendee Totals

Select the expense categories that will be included
when calculating annual totals for attendees.

You may create two different expense category
groupings. Once these are created, you can add the
total fields to the Attendee Details window.

[ Refer to the Configuring Attendee Forms and
Fields section of this guide for more information on
defining the attendee fields.

NOTE: Once the categories are configured, you will
be unable to change them on this page. Contact
Concur Client Support to make any changes. If you
make changes to this page after attendee information
has been saved, the attendee totals will not update
with the new categories. Any new attendees created
after the change will use the new categories for
annual totals.

71. Click Save.

e Overview: Attendee Types by User Groups

The administrator can define (or restrict) attendee types to specific groups. So, when
a user adds, edits, views, or searches for an attendee, only the specified attendee
types for that user's group will be available. For example, perhaps users in a Sales
group can select and manage client attendees where non-Sales users cannot.

This way, different groups of employees can see a restricted - and more appropriate

- set of attendee types.

NOTE: One case may occur rarely - If an attendee is added to an entry and if that
specific attendee type is later made inactive for the user's group and if the
user later opens the entry, that attendee's information will no longer be

editable by the user.

e Procedure: Configuring Attendee Types by User Groups

The configuration includes two parts:

o Attendee setting: One-time process to turn on the feature

e Group configuration: Completed for each group
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P To set the Attendee Setting option:

72. On the Settings tab, select (enable) the Enable attendee type group
management check box.

Attendes Types | Settings

Expense Types to be included in the annual total of cost per
attendes:

Display My Tean inadvanced search options:

Allowy ugers to add sttendees from meetings via email to D
Concur (*ics files):

Displary attendes total for calendar year:

( Enable attencee type oroup management: @

Check for attencee duplicates across attendee types: |:|

Allowy automatic creation of employees 55 attendees
(SYSEMP sttendee type):

Generste an External ID when a nevr attendee is crested by a |:|
Lzer:

Audit Rule Group By Field for Expense Reports:

Audit Rule Group By Field for Authorization Requests:
Audt Rule Group By Field for Requests:

Category Group 1 for Attendee Totals:

Category Group 2 for Attendee Totals:

Expense Type Group 1 for Attendee Totals:

Expense Type Group 2 for Attendes Totals:

73. Click Save. Now a new column - Attendee Types - appears on the Group
Configurations page.

Group Configurations

Expense | Employee | UI Preview

) - [

Group Path » Policies Payment Types Attendee Types
Global (in use) Global Modify Modity Moddify

P To assign attendee types to groups:

74. On the Group Configurations page, click the Modify link in the Attendee
Types column for the group you want to affect. The Configuration for
group window appears.
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Configuration for Group: Global

Afttendee Types Is Active For Group
Business Guest
Employee
Spouse

All attendee types appear except No Shows and This Employee, since they are
system attendee types and cannot be inactive.

75. Select the check box for all attendee types that should be active for the
group.
Note the following - not all types can be activated/inactivated:

+ If an attendee type is set to Active at the parent group level, it will remain
active at the child group level and cannot be changed to Inactive.

+ If the attendee type is set to Inactive at the parent group level, it can be
overridden at the child group level and set to Active.

76. Click Save.

e Step 6: Including All Employees in a Company in the Attendee
Search

You can make every employee at your company available within an attendee search
for ease of selection and addition to the report. When the employee is added, an
attendee record is automatically created if no record already exists.

e Procedure: Part 1 — Confirm Auto-Create Attendee Record is
Enabled

In this step you will verify that the setting to auto-create Attendee records is
enabled.

Before proceeding with changes after initial implementation, ensure that, if the
settings is not selected, why this is the case at your site. It is critical to
understand why the setting is not enabled before altering the setting (it is
selected by default) - there may be a strategic or system reason for inactivating
it and that must be understood before proceeding.

P To verify and enable the Attendee Settings "Allow automatic...” setting:
77. Click the Settings tab in Attendees.
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78. Select the Allow automatic creation of employees as attendees
(SYSEMP attendee type) check box.

Allow automatic creation of employees as attendees (SYSEMP

attendee typelk:

e Procedure: Part 2 — Attendee Types and Employee Attendee
Records

In this step, the existing attendee type Employee is renamed and saved to a more
descriptive naming convention for your users.

P To rename and save the Employee attendee type:

79. On the Attendee Types tab, click Employee and click Modify. The Attendee
Type window appears.

Attendee Type

Attendee Type I Employee
Marme:

Attendee Type I EMPLOYEE
Code:

Expense Attendee I Default Attendee Form na
Form:

Fields for duplicate IAI:Iendee Title, Company, Created By (Private List), Firs ¥
search:

Allowuserstoadd W
attendees of this

type:

Allow usersto edit [
the count for this

type:

80. Rename this attendee type, as each attendee type name must be unique -
suggested changes based on Concur users:

+ All Employees are Concur Users
Rename as "Employees (inactive attendee type)" to clearly show the user
that, on selection of this attendee type, they are now searching across all
employees using an inactive attendee type (see Step 3, next).

¢ Some Users are Concur Users, But You Want to Search Everyone
Rename as "Employees (not using Concur)" - this name instructs the user
they are selecting employees "outside" of Concur users who are not yet
associated with Concur (by way of attendee records in Expense).

81. In the Fields for duplicate search list, ensure that Created By (Private List)
is not selected.
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82. Click Save.

e Procedure: Part 3a — Inactivate the Employee Attendee Type if All
Concur Users

If you know that all employees you want in an attendee search are also Concur
users, then best practice is to inactivate the "Employees (not using Concur)"
attendee type renamed in Step 2 so that it is no longer available for selection by the
user.

If you are making this change after you have been collecting production data for a
period, consider inactivating this attendee type and creating a new one. Doing this
performs a user-wide "fresh start" for their employee attendee records by
inactivating all existing Employee attendee type records.

P To deactivate the Employee attendee type:

83. On the Attendee Types tab, click Employees (not using Concur) and click
Deactivate.

Attendees
Attendee Types Settings

Mew Modify Deactivate
Attendee Type ~ Click here to deactivate an Sttendee Tvpe
Business Guest BLISGUEST
Employees (not using Concuri EMPLOYES

84. Click Yes in the confirmation dialog box that appears.

Deactivate Attendee Type

0 This action deactivates all attendees associated with this Attendee Type, making
them unavailable for use in expenses. Employees will need to use a different
Attendee Type to create a new attendee entry.
Deactrvate selected attenclee typel(s)?

= -

NOTE: It is important to note that inactivating any attendee type will inactivate all
attendees of that type. This will remove these records from every user's
Favorites and Favorite Groups, so prior notice of this change is suggested to
explain the new behavior to your users.

e Benefits of Inactivating - Standardizing Employee Records

The benefit of inactivating all of the existing and many-times duplicated Employee-
Attendee records is to standardize your employees each to a single record. This
allows you "cleaner"” Reporting data, and precision of use for employees in any
attendee role. The disadvantage is that your users will need to rebuild their favorite
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employees list over time as mentioned above, and re-add employee records into
their existing attendee groups.

e Procedure: Part 3b — Add a New Attendee Type

In this step, you will add a new attendee type using the identical name of the
attendee type you deactivated in Step 3a.

NOTE:

Since the attendee type name and code must both be unique in the list, you
are prevented from creating another with the same values. For the purposes
of this exercise, you will simply edit an existing record to change its name
(only) and thus make the old name once again available for use.

For example, if you changed the Employee attendee type to "Employees (not
using Concur)" and then deactivated it in Step 3a, you may now rename this
deactivated attendee type to "Employees (no longer used)", save that
change, and create a new attendee type using the name "Employees (not
using Concur)" which is active and may be immediately put into use.

Page | 8 0

85.

86.

87.

88.

add a new attendee type:

On the Attendee Types tab, click New.

Enter "Employees (not using Concur)" as the new attendee type name, and a
different attendee type code, such as EMPLOYES, not to exceed the limit of 7

characters.

Select the additional fields to meet your company's needs (as described
earlier in this guide) - they make look similar to the figure below:

Attendee Type

Attendee Type I Employvees (nok using Concur)

Mame:

Attendee Type I EMPLOYES

Code:

:Exli"f'l'li'f' Attendee IDeFauIt Employes Attendes Form i
arm:

Fields for duplicate ICDmpany, First Mame, Last Mame RS

search:

Allow users to add
attendees of this
type:

Allow users to edit
the count for this
type:
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e Procedure: Part 4 — Configure SYSEMP Attendee Type

In this step, the SYSEMP attendee type is configured for attendee search.

»

To configure the SYSEMP attendee type for attendee search:

89.

90.

91.

92.

Under Attendees > Attendee Types tab, select SYSEMP under Attendee
Type Code.

Click Modify, and rename the attendee type to Employees or similar name
that best represents those employees who are users of Concur.

Under Expense Attendee Form, select Default Employee Attendee Form to
make this a shared list.

Discussion: This can utilize any attendee form that you have created for this
purpose that is configured as a shared list (that is, Created By is not selected
in the form search attributes under Modify Form). If you have not created a
special Attendee form for Employees, the Default Employee Attendee Form
will correctly set the configuration to allow this to be a shared list for attendee
searches.

Under Fields for duplicate search, adjust Fields for duplicate search for use
with a shared list by selecting and clearing duplicate search field selections:
+ Remove (clear the check box): Created By (Private List)

¢+ Add (select the check box): First Name, Last Name, Company
(Note that an additional field is required in addition to Name fields; the
Company field option meets this requirement)

The dialog box should appear similar to the figure below:

Attendee Type

Attendee Type I Employvess

Mame:

Attendee Type I SYSEMP

Code:

:Exli"f'l'li'f' Attendee IDeFauIt Employes Attendes Form i
arm:

Fields for duplicate ICDmpany, First Mame, Last Mame RS

search:

Allow users to add
attendees of this
type:

Allow users to edit
the count for this
type:
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93. Click Save.
» To finish with Forms and Fields:
94. In the current Ul, click Administration > Expense Admin > Forms and
Fields (left menu)
- Or -

In the enhanced Ul, click Administration > Expense > Forms and Fields.

95. In the Form Type list, click Expense Attendee.

Modify Form

Form Mame: | Default Employee Attendee Form

Attendee Search Form Fields
Field Label

Attendee Type

Last Mame

First Name

Attendee Title

O EEE RO

Created By (Private List)

96. Select the attendee form you assigned to the SYSEMP attendee type and click
Modify Form.

97. Ensure that the Created By (Private List) check box is not selected.

e IMPORTANT: SYSEMP with Non Employees

The Employee (SYSEMP) attendee type is used to automatically add employees to a

client’'s attendee list — so users can quickly find other employee attendees. In some

cases, company requirements drive the creation of user accounts for people who are
not employees of the company, such as contractors.

Due to regulatory and client requirements, there must be a way to clearly define the
precise and correct attendee type for the user who is not an employee. The solution
is to use a profile (employee) field to indicate which users are not employees. Users
who are not employees will:

e Not be automatically added to the Employee Attendee type
e Not be searchable via the Employee attendee type

¢ Not be automatically added as an attendee for an expense type configured to
do so for employees

e Configuration — Client
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Clients interested in using this feature must contact Concur Client Support for
assistance. Concur will add the Is Non Employee field to the profile (employee
form) as described below.

Then, the client can:

e Use its own internal resources to determine which Expense users are non-
employees

e Access User Administration to select (enable) the Is Non Employee field for
each non-employee

NOTE:The Is Non Employee field is not available in the user import.

e Configuration — Concur

Concur will follow the configuration/activation steps noted below. The process is to
add the new Is Non Employee field to the employee form and then make the field
modifiable by the Employee Administrator.

98. In the current Ul, click Administration > Expense Admin > Forms and
Fields (left menu).
- Or -
In the enhanced Ul, click Administration > Expense > Forms and Fields.

99. In the Form Type list, click Employee.
100. Click the Form Fields tab.

101. Click Add Fields.

Add Fields to Forms
Fields

Field Name Site Required Data Type Status

SOOI ST OO YR ~mce
Custom 21 Text Active ;I
Custom 22 Text Active
Default Travel Agency Integer Active
Driver 1D Text Active

Tred TERT ETIE
Is Non Employee ,ﬂ'Th Text Active }
gdle Name a Tent Ttive

Org Unit 4 Text Active
Org Unit 5 Text Active
Org Unité Text Active

Reimbursement Method Text Active
Reporting Group Integer Active

Add Fields Cancel

102. Select the Is Non Employee field.
103. Click Add Fields. The Is Non Employee field now appears on the

employee form.
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104. To ensure that the field is modifiable by the Employee Admin, double-
click the Is Non Employee field. The Modify Form Fields window appears.

Modify Form Fields

Field Mame: | Is Mon Employee
Field Label: |Is Non Employee
Data Type: [Text
Tool Tip:

I~ Required
Control Type: | checkbox
Max Length [charsk: |1
Default Value Type: |None

Access Rights

Employee Fole: Hidden

Employee Administratar Role: |Hidden

C4mpany Bill Statement Wser Role; :Modify [,
Read-only pu
lompany Bill Statement Approver
Role: Hidden

Company Bl atement Processor
Role:

Company Bill Statement Processor
Manager Raole:

105. In the Employee Administrator Role list, click Modify.
106. Click Save.
e Step 7: Create Attendee Audit Rules

You can create audit rules that allow you to flag attendees, for example, for:

e The total amount spent, per expense type, on any attendee, totaled either
company-wide or by the current employee

e The frequency (per month, quarter, or year) at which any individual has been
named an attendee, either company-wide or by the current employee

Amount and frequency totals that apply to the current employee are stored with the

expense entry. Amount and frequency totals that apply to the entire company are
stored with the expense entry and the attendee record.

[L]  Refer to the Expense: Audit Rules Setup Guide.

e Step 8: Configure for Personal Attendee Import

In order to activate this feature (and configure the required template), the
administrator must have the Expense Configuration Administrator (Restricted) or the
unrestricted Expense Configuration Administrator role assigned in Expense.

e Overview: Personal Import
These are the steps in the configuration process:

Part 1: Initiate the process to generate a basic template worksheet.
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Part 2: Edit the template, for example, to account for list data.
Part 3: Upload the completed worksheet.

Once the completed worksheet is uploaded, the Import button appears in the
Attendees section of the New Expense (or Expense) tab, ready to be used.

e Procedure: Part 1 — Generate the Basic Template
P To generate the base template:

107. Click Administration > Expense (on the sub-menu).

NOTE: Depending on your permissions, the page may appear immediately
after you click Administration.

108. Click Attendee Import Templates. The Excel Templates For
Attendee Import page appears.

CONCUR Requests Travel Expense Invoice Approvals Reporting ~ App Center

Company « Request Travel Admin Locate « Expense Invoice
E: Admi
roonse Admin Excel Templates For Attendee Import
Expemse Admln Attendee Import Templates
Select Language:
English Generate Base Template  Upload Template  View Templates
Attendee Import Templates
Aftendees
Audit Rules
109. Select the desired language (the language in which the template will

be generated), and click Generate Base Template.

110. Take the necessary steps (depending on browser) to save the template
to your local computer or network.

111. Repeat this process for each required language.

e Review the Template Worksheet
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Open the worksheet file.

attendees enxls [Com patibility Mode] - Microsoft Excel =& B

[“ Home  Inserl  Pagelayoul  Fosmulas  Dala Review  View (.\@ﬁ el 23

(X o kc meige (5 ooee - [ T 2 A @
=1 e =2 — -2 o Delete - j] B
Paste B I o| | M- A BEE M GE K S B T S R Conditional Format as  Cell : _ Sort & Find &
- = ) u — — T AR ° O ormatting - Table = Styles- ,‘__|Immat " Filter = Select -
Clipboard Font Alignment Num ber - Styles Cells Edliting
& uﬂ' | @-O -
- fe  AtnTypeKeay v
E < [+] E -
AtnType Key IL Firsthame Title Company |
Attendee Type Last Name First Name Attendee Title Company
4
2
6
7
B
)
10
11
12
13
14 i
< 4 v bl Attersess RRTypeey fa 4 | r
Ready NE—— B[O [0 100% (= [] (+] 4

Each Excel file has at least one worksheet (tab). The first sheet is named Attendees.
Any other sheets that may appear contain drop-list data.

On the Attendees sheet:
¢ Row 1 shows the field codes
e Row 2 shows the client-defined field names

e Row 3 - 65,536 are the rows in which the user will type
e Procedure: Part 2 — Edit the Worksheet

e Row 1 (Field Codes)

Do not edit any of these cells. If any of these cells are changed, the import will
fail. During the configuration process, you will use these field codes and any
additional worksheets to create the drop-list fields.

e Row 2 (Field Names)

These are the field names (column headers) that will display to the user. The main
editing task involves required fields.

P To work with row 2 (field names):
You must:

112. Access Expense and view the Attendees section of the New Expense
(or Expense) tab to see which of the attendee fields are required.

113. Mark the required fields. You can solve the problem as simply or as
intricately as you want. Two suggestions are:

+ If you are not concerned about users using the optional fields, then hide
the optional columns so only the required columns appear. Instruct users
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to complete all fields.
- Or -

+ Edit the labels of the required fields to include "REQUIRED"
Example: REQUIRED Last Name

e Row 3through 65536 (Data)

These are the cells in which the user will type or select (drop-list) attendee data. The
editing tasks involve list data and other field formatting.

NOTE: Any change/edit you make in any column must apply to each row
from Row 3 to Row 65536. This ensures that — no matter how many rows
the user wants to use — he/she is always using a formatted row.

» To manage the list data:

114. Review the list data shown on the other worksheets (tabs), if any. The
name on the worksheet tab matches the field code (Row 1).

This template worksheet provides only the first 100 items for each list. So:

¢+ If less than 100 items appear for a list, then assume that all available list
items are provided for that list.

¢+ If exactly 100 items appear, then assume that there are more list items.
You can:

e Add the remaining list items by typing them into the Excel sheet
manually, or

e Submit a service request to Concur Client Support to obtain a full
copy of the list. The information you receive can then be copied
and pasted into Excel.

NOTE: If you change attendee-related list data frequently in Expense, you
must also update this worksheet for each change. Another option is
to set this field as a text field, with a comment instructing users
how to correctly enter the appropriate option.

115. Configure these rows with drop-lists. Instructions are provided in
Create Drop Lists in Excel.

P To deal with other formatting:

It is not likely that the template will require other formatting (such as numeric only
or field length restrictions) in the attendee fields. However, to be sure:

116. Access Expense to identify any other applicable field formatting.
117. Format the worksheet to match those formatting requirements.
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intricately as you want but do not enter text in these cells.

:  IMPORTANT: For these fields, you can solve the problem as simply or as

e Final Editing Step
P To hide the field codes and "list” sheets:

When all formatting is complete, hide — do not remove — the field codes
the sheets (tabs) that contain the list data.

118. To hide the field codes (Row 1):

(Row 1) and

=3 attendees enxls [Com patibility Mode] - Microsoft Excel 3
“ lome  [nsd Pogelayout formulas Dats  Review  View o 7 =]
3 Tl i bLl) fremf) XL e 3
‘; ' Arial 0 AW = omlgl # | SwiapTed General Eﬂ e B ™ :?‘ |E__| & i [}a
B 1 C e M A B =R F R EMoageLConters § - % 3 | %8 i Conditional Formatas Cell  Insert Delete format _ Sort& find &
¥ U= — = IR £ AT % fomatting - Table - Styles - - Filter = Select -
Cliphoard Font Abgnment Humber Styles Cells  coll Slze 1]
S@le-c- AR = 1L Fow Helght
Al - £ AtrTypekey Aokl Rew Hesight
|- A B C [¥] e il
Iy, [An TypeKey Losthams Firstharme Title Company | 1 Columnidth., B
5L.J’Allza'n‘lee Type-REQ Last Name-REQ First Mame Attendee Title Company Autolit Column Width
4 Detault Width
: Visibllity
i Hide Rows ] Hide & Linhide v
: Hide Cobumns Organize Sheets
10 Hidle $hast Eename Sheet
1
jove or Copy Sheet.,,
Unhide Fows hipye.on Comyahe
Unhide Capumns Rab Cofor £
2 Protection
Unhide Sheet.. .
) Protect Sheet.
&) lock Cell
. .
- 2 e % format Celis z
Count: 5 | B8O E s — s Wt

¢+ Select the first row.

*

119. To hide the worksheet(s) with the list data:

On the Home tab, click Format > Hide & Unhide > Hide Rows.

5 attendees enxds [Com patibility Mode] - Microsoft Excel oo
“ Fome Imert Pagelayoul Formulas  Dala  Review  View al@ = gl 52
2aa Sanpi ="l == (L) [pesssel| o a
B : Arial A g ® | EwepTet Gereral -Egi _@ _‘!- I:EI = | | ] E }( }&
Paste B I U- o B A EOE S|P |aMegesContorr $ v % o | 38 2@ Conditional fomatas Cell | Insert Delete [Format . Sort& Find &
S £ - Gt : = Fommatting < Tabie - Stybes - E . Filer = Sedect -
Cliplxsd Fonl Aligrment Ml Styles Cells  co Size
G- dB-J = A0 Rowbeight..
AL - F Code Autofit Row Height
A B ¢ 1] E F G L =
1 |Code [Name 7 Cotumn Widih F
2 BUSGUEST Businest Guast LIEOF [ Co
3 EMPLOYEE Empioyeo AU Codumn Width
4 SPOUSE Spouse Detault ‘Width.,
g Vistbility
T Hidi* Bows Hidde £ Uinhide »
: Hide Columns Organize Shests
10 Hidbe Shest [ Rename Sheet
1 3 R
15 R Meve o Cogy Sheet..
13 Tah Cobor ¥
14 Unhide Columns
Protection
15 Unhide Sheet.,
16 iy Protect Sheet..
:; &) Lock cen
o e ] Ay A 1 ~ = Format Cells 2
e Cells. :
FReady. | ¥ S’ g;_@{gl Fre v o)
¢+ Select all sheets except the first one (Attendees).
¢+ On the Home tab, click Format > Hide & Unhide > Hide Sheet.
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Tip: Just before saving for the last time, click in cell A3 and then save. The next
time the worksheet is opened, A3 will be |

A
selected. Since A3 is likely a list, the down 2 Attendee Type-REQ |Last N3
pointing arrow appears, making it easy for 3 | .
the user to identify this field as a drop-list. 4
e Procedure: Part 3 —
Upload the Customized Worksheet
P To upload the sheet:
120. Return to the Excel Templates For Attendee Import page as

described previously.

121. Click Upload Template.

Excel Templates For Attendee Import

Attendee Import Templates

Select Language:
English Generate Base Template | Upload Template | View Templates

122. Click Browse (or Choose File depending on browser) and locate the
customized worksheet.

NOTE: If you have multiple languages, you must first select the language in
the drop list and then upload the template for that language.

Excel Templates For Attendee Import

Attendee Import Templates

Select Language:
English Generate Base Template Upload Template View Templates

§|C.\_sally\atlendees_en.xls Browse. .

Upload Template

123. Click Upload Template. The new template appears.
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Excel Templates For Attendee Import

Attendee Import Templates
Select Language:
English Generate Base Template ~ Upload Template  View Templates

AVAILABLE TEMPLATES

Action Language

View Delete English

At this point, the Import button will be available for users in the Attendees section
of the New Expense (or Expense) tab for that language.

Attendees

Agvanced Search | Favorites: dearch Recently Used

O Attendee Name

Q Attendees: 1 | Attendee Total: $0.00 | Remaining: $0.00

Title | Company Type Amount

O Collins, Chris L. This Employee $0.00

Follow these same steps for all templates for all desired languages.

e Procedure: Create Drop Lists in Excel

This information applies to Microsoft Excel 2010. If you have a different version of
Excel, search for "drop-down list" in Excel's online help.

P To add the drop-list for the list data:

124. Click the sheet (tab) that contains the list data, in this case,
AtnTypeKey.
125. Select the list data.
B2 - J= Business Guest
A | B
1 Code Name
2 BUSGUEST Business Guest
3 |[EMPLOYEE Employee
4 |SPOUSE Spouse
5
6
7 7/ N
M 4 » b Affendees | AtnTypeKey /F37 ) 4] ]
h - - [._'_'_‘]._| = o
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126. In the name box, type a range name, such as AttType, and press

Enter.
(AttType\ ) - Je| Business Guest
A | B
1 Code Name
2 BUSGUEST Business Guest
3 |[EMPLOYEE Employee
4 |SPOUSE Spouse
5
6
7
M 4 » W[ Allendess | AlnTypeKey /%2 4] w
T T —
127. On the Attendees tab, click cell A3.
128. On the menu, select Data > Data Validation. The Data Validation

dialog box appears.

el - PP " =
=3 attendees_enxls [Com patibility Mode] - Microsoft Excel o @8R’

“ Home Insert  Page layout Formulas  Data  Review  View

b Al :_:EJC”“"E““"'“ 4| [A|Z , 4 Clear ,_; _-'E =] Data Validation -
Et 'Wt |z

= Properties
Get External Refresh — z| Sort Filter
A

Data - All~ &= Edil Links : Selmgs_l Input Message | Erver dlert |
Connections Sort & Filtr vagdaton eritevia

Smlo-c [dR-d - |

i A3 m f oy yae | R |

| A il D
1 AmTypeKey LastMame I j"

2 Attendee Type-REQ Last Name-REQ Title
|

= Group -

@ B
Lald Bl e
J

&

>

= I e 4

44 b ] Attendees “AtnTypekey B 7 g | 4

Ready | 3 | EE5|[C] [ 200% (= [ () 8

¢+ In Allow, select List.

¢+ In Source, type =<range name=>. In this case, =AttType.
Hint: Don't forget. The range name starts with =

+ Click OK.
129. Copy A3 to cell A4 through A65536.

Tip: To copy from A3 to the end of the column:
e Clickin A3

« Copy
e Clickin A4
e Press CTRL + SHIFT + down arrow

e Paste

130. Complete these same steps for all lists.
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e Step 9: Import a List of Attendees

You can import a list of attendees for your company, for example, your company's
client list or list of employees. This way, they appear in the Attendees list so users do
not have to enter them manually (and perhaps inconsistently). You can also use the
import feature to change attendee information or delete attendees.

| To import a list of attendees, refer to the Attendee Import chapter in the
Expense — Import and Extract File Specifications.

e [IMPORTANT! Using the Attendee Import on an Existing System

If you are planning to use the attendee import on an existing system (already has
attendees), refer to Implementing the Attendee Import on an Existing System - Tips
and Hints.

e External ID - Required for Imported Changes and Deletions

The External ID is required in order to make changes to attendees (edit or delete)
via the import. In most cases, the External ID is a company-generated unique
identifier, which is imported with the initial import of attendees. However, for
attendees who are manually entered by Expense users, there likely is no External ID.
Without that information, you cannot change or remove those attendees via the
import.

To solve this problem, you can have the system auto-generate an External ID for
each attendee so that the External ID will never be blank.

e Configuration

To activate this feature, select Generate an External ID when a new attendee is
created by a user on the Settings tab of the Attendees page.

Attendees
Attendee Types Settings

Save

Expense Types to be included in the annual total of cost | Gifts w
perattendes:

Display attendee total for calendar year:
Enable attendee type group management: |:|
[v]

Allowe autaomatic creation of employees as attendees
[>TSEMF attendes Typeft

Generate an External ID when a new attendee is created [
by a user:

Audit Bule Group By Field for Expense Reports:

Audit Rule Group By Field for Authorization Requests: w
Categary Group 1 for Attendee Totals: ¥
Category Group 2 for Attendee Totals: LY

e Extract the External IDs
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Section

Then, to obtain the External IDs for all attendees (so you can use them in an
import), collect them from the Standard Attendee Detail Extract:

e If the Standard Attendee Detail Extract is already turned on for your
company, the file will be available with your other extract files.

e If not, contact Concur Client Support to have it turned on.

L] Refer to the Standard Attendee Detail Extract chapter in the Expense —
Import and Extract File Specifications.

7: Retain Attendee History with the Associated Expense

Entry
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e Overview

By default, historical attendee information is not captured; only the current attendee
information (master record) is available. Using the configuration steps described
here, the point-in-time attendee information can be saved with the associated
expense entry.

Attendee information (such as name or title) can change over time. With this
feature, once the attendee is attached to an expense entry, that attendee
information is stored and not allowed to be changed when the master record
changes.

e Procedure

To enable this feature (This process is completed by Concur):

131. Access the entity in HMC.
132. On the Settings page, set Enable attendee history to Yes.
n HMC Welcome Sally Larson
Console Central = Entity Management > Entity Configuration
Configuration Settings Status Director Services Extract Copy  Customizations  Travel I
Sy e L L gz 1Nall e rigils TEs v
Enable attendee history Mo |«
Enable billing extract Mo E!
Enable personal card charge import? MNo | v
Expense Pay EMEA Support Moo v
Expense Pay Engine Test/QA v
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Section 8: Implementing the Attendee Import on an Existing
System - Tips and Hints

e Changing from a User-Entered List to a Managed List of
Attendees

In existing systems (not yet using the import), it is likely that each Expense user
entered a record for every attendee the user wanted to use, including
himself/herself. This means that it is highly likely that many of the attendees you
want to import from another application already exist within the system — and many
will exist multiple times.

To start fresh with a new list of attendees from the imported list, follow these steps:

Where to find
H more
information

Step Description

1 Define the name of the attendee type for this list. Attendee Procedure:
type names must be unique. Configuring
Tip: If you want the same name as the existing attendee Attendee Types in
type, we recommend that you rename the existing attendee | this guide
type and then create a new attendee type with the desired
name.
2 Determine if users will be allowed to add new attendees to
the attendee type list. If you want to control this list, you
may wish to turn off the users' ability to add new attendees.
3 Create the import file and import the list of attendees. Attendee Import
chapter of
Expense — Import
and Extract File
Specifications
4 Inactivate the old attendee type. This will remove all Procedure:
attendees of this type from all users' lists of attendees, Configuring
though the information will still be viewable on expenses Attendee Types in
using those attendees. this guide

¢ Changing Employees as Attendees to a Managed List of

Attendees

There are two employee-related attendee types:

o Employee: In older versions, each Expense user had to enter a record for
every employee attendee the user wanted to use, including himself/herself.
This means that it is highly likely that many of the employee attendees
already exist multiple times within the system.

e This Employee: The system will automatically generate a record for each
Expense user but only once the employee takes one of these actions:

+ The employee opens a new expense form where the employee is required
to be added by default.
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+ The employee completes a 'This employee' attendee type search from the
Attendee section of the New Expense (or Expense) tab or from profile.

¢+ The employee completes a quick search or a favorite search from the
Attendee section of the New Expense (or Expense) tab or from profile.

To make this list a comprehensive and usable list of employees that can be shared
by all for use on expenses, follow these steps:

Where to find
+H more

Step Description

Page | 95

Create an import file containing data for the employee
attendee records and import the list. This will provide
records for those employees who have not yet accessed the
Attendee section as well as provide additional details in
each employee attendee record.

When creating the import file:

¢ The External ID for these records must be the Employee
ID that appears in Expense.

¢ The Attendee Type Code must be SYSEMP.

NOTE: Consider importing all employees who will be used
as attendees — not only those who use Expense. This will
provide a comprehensive list of employee attendees for your
Expense users to search and select from. Then, if the
imported employees who are not yet Expense users become
users in the future, the Employee ID will be used to link the
attendee-related information to the correct user.

information

Attendee Import
chapter of
Expense — Import
and Extract File
Specifications

Configure the This Employee attendee type:

¢ Change the name if desired. Procedure:
Attendee type names must be unique. If you want the Configuring .
same name as the existing Employee attendee type, Attendee Types in
this guide

then you must rename the existing Employee attendee
type first and then change This Employee to Employee.

e Configure the This Employee attendee type as a shared
list by removing the Created By field in the duplicate
check field.

Private vs. Shared
Attendee Lists and
Procedure:
Configuring
Attendee Forms
and Fields in this
guide

Inactivate the old Employee attendee type. This will remove Procedure:

all attendees of this type from all users' lists of attendees, Configuring
though the information will still be viewable on expenses Attendee Types in
using those attendees. Users creating new expenses will this guide

search for and use employee attendee records under the
new This Employee attendee type.
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Step Description Where to find
# more

information

4 Change the new Employee attendee type to a shared list. Private vs. Shared

¢ Change the form fields for search - clear the Created By At_tend(_ee Lists in
(Private List) check box this guide

Modify Form

ame: | Default Attendee Form

Attendee Search Form Fields
Field Label
Attendee Type
Last Name
First Name
Attendee Title
Company
Created By (Private List)

o Edit the duplicate check - clear the Created By
(Private List) check box

Attendee Type

e Type | Employes

Name, Last Mame

Attendee Title

| Company
| Created By (Private List}
/| First Name

Last Name

“ oy
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