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Welcome to TeamWorks Travel & Expense

TeamWorks Travel & Expense (TTE) integrates travel expense reporting with a complete travel booking
solution. This comprehensive Web-based service provides all of the tools traveling State of Georgia
employees need to create and submit Requests, book travel as well as create and submit Expense
Reports. Managers use the service to review and approve expense reports, Cash Advance Requests
and Requests. Back-office employees use the service to produce audit reports, ensure Travel Policy
compliance, and deliver business intelligence to help the State of Georgia manage its costs.

Section 1: Log on to TeamWorks Travel & Expense

1. Log on to TeamWorks Travel & Expense with the
username and password provided by your Local

TeamWorks Travel & Expense Administrator. If you are not sure how to log on, check with your
Local TeamWorks Travel & Expense Administrator or

contact the SAO Customer Service Center.

Your password is case sensitive.

CONCUR

Sign In

User Name
Password

Remember user name on this computer

Forgot your user name?
Forgot your password?

&) Change language

English (US) v

CONCUR

© Copyright 2016 - Concur - All Rights Reserved
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Section 2: Create a Request

Depending on Agency policy, employees may be required to submit a Request to get pre-trip
authorization before incurring travel expenses. Request allows you to create and submit pre-trip
authorization requests as well as attach that information to Expense Reports - all online. If Request
(Request) does not appear as a tab or section accessible from the My Concur page then the Agency
has not elected to use this option. Contact the Local Travel Administrator for additional questions.

1. Click on the Request tab on the menu bar. The Request area opens.
2. Select New Request. A new Request Header opens.
Administration ~ | Help ~
CONCUR Requests Travel Expense App Center T = &
Manage Requests Quick Search
Request [ carcel | save |
Status: Mot Submitted
Request Name:
Purpose:
L smmmi—_— B e —
Note: Required fields are marked with a red bar
3. Complete the required fields on the Request e Request Name - Enter a name for the Request.
Header. e Trip Type — Select In-State, Out-Of-State or
International from the drop down menu.
4. Use the Comment field to enter any e Start Date — Enter the start date for your trip
information your approver will need to approve e End Date — Enter the end date for your trip
the Request. e Purpose — Enter the purpose for the trip

5. Click on the Segments tab.
The Comment field can hold quite a bit of

information.
Administration + | Help ~
CONCUR Requests Travel Expense App Center .
Profile ~
-
Manage Requests New Request Quick Search
Request 6XLM 2 T T T T

Status: Not Submitted
Request Name: Conference 2/1-5/2016

Purpose: Annual Conference and Certification
Request Header || Segments || Approval Flow || Audit Trail

Request Name Trip Type Request Poiicy Start Date

Peace Conference 2/1-5/2018 In-State Travel 02/01/2016

Purpose Comment

Annual Conference and Certific ation
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Section 2: Create a Request (Continued)

The Segments Section opens.

Administration ~ | Help ~

CONCUR Requests Travel Expense App Center .
Profile ~ -

Manage Requests New Request Quick Search

Request 6XLM

Status: Not Submitted
Request Name: Peace Conference 2/1-5/2016
Purpose: Annual Conference and Certification

Request Header || Segments | Approval Flow | Audit Trail

Add Segment

CLICK ICON TO CREATE SEGMENT

O TTT—

Each icon represents a different request type for pre-
trip authorization: airfare, car rental, hotel, meals
and miscellaneous.

3. Click on the icon representing a Request type.

A. Click on the Airfare icon. 9 You can have multiple segment types and multiples
of the same segment type.

The Air Ticket segment opens.

Administration ~ | Felp
& concur 2 Travel [ App Canter S ®
“rofile ~
b

Manage Requests Now Request Quick Search

Request 6XLM EIEEE @O I
Staws: Mot Submitted

Request Name: Peace Conference 2/1-5/2016

Purpose: Annual Conference and Cenification

&P Air Ticket

Cutbound

1. Select Round Trip, One Way or Multi-
segment

2. Enter the estimated cost of your airfare in
the Amount field.

3. All the other fields are optional. Enter what
you feel your approver will need to see to
make the approval.

4. Enter any comments regarding the airfare
segment in the Comments field.

5. Click Save.

Comments are not required but may provide
information necessary to have the travel approved.
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Section 2: Create a Request (Continued)

B. Click on the Rental Car icon to request approval for a Rental Car. @

CONCUR Requests Travel Expense App Center

Manage Requests New Request  Quick Search

Request 6XILM

Request Name: Peace Conference 2/1-5/21
Purpose: Annual Conference and Certific atif

Request Header | Segments || Approval Flow

Add Segment
CLICK ICON TO CREATE SEGMENT

@ Car Rental — |m7_7 ust
Pick-up city
Date: At
Detail
Drop-off
City
Date: At
Detail
Comment
- \

Administration ~ | Help ~

Profile ~ &

Print / Email » Delete Request Submit Request

Status: Not Submitted

. 3

1. Enter the estimated amount for a
rental car in the Amount field. This
is a required field.

2. All the other fields are optional.
Scroll down and enter any necessary
comments in the Comments field.

3. Click Save.

C. Click on the Hotel icon to request approval for a

hotel stay. @

& concur Roquosts Travel Exponsc App Conter

——

The Rental Car segment opens.
Enter as much information as necessary in optional

fields to provide your approvers the information they
need to approve the travel.

The Hotel segment opens.

Admirestration « | Help =

Profilc - M

Manage Requests Mew Request Quick Search

Request 6XLM

r: Peace Conference 2/1-5/2016
il Conference and Certihcation

Cheack-Out

I IS G

Status: Mot Submitted

. 3
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Section 2: Create a Request (Continued)

1. Enter the estimated amount for This is a required field.

hotel charges in the Amount field. Provide as much information as you feel your
2. All the other fields are optional. approver will need.
3. Click Save.

The Meals segment opens.
D. Click on the Meals icon if you are required to

request Per Diem or Meals.

Admirestrabion - | Haelp -
R concur Ruquasis Traved Enpohas App Center ®
Profile -
-
Manage Requests MNew Request Quick Search

Request 6XLM [ Aaucronces = Y prv st + ] Dowie foisat JE SRR

Satus: Mot Submitted
Amaount: 5500 00

st Name: Peace Conference

e

@ oinins

Start Date
End -
Comment || .
1) Enter the estimated amount for Per Amount is a required field.
Diem in the Amount field. Comments are optional.
2) Click Save.
E. Click on the Misc icon. 0 The Misc segment opens.
Adminstration = | Felp -
A concur Rerqussts Travel Expunse App Centur Sl
- -
Manage Requests Now Reguest Quick Search
I eI
i s
'] (o]
11 >
1) Enter the estimated amount for any The Amount and Comments fields are required.
miscellaneous expense in the Amount field.
2. Scroll down to the Comments field and
7lPage TeamWorks Travel & Expense Version Date: 04/17/17
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Section 2: Create a Request (Continued)

detail what the request is for.
3) Click Save.

Additional Information

4) Review your Request before submitting for approval.

CONCUR Requests Travel Expense App Center
Manage Requests New Request Quick Search
Request Name: Peace Conference 2/1-5/2016
Purpose: Annual Cenference and Certification
Reguest Header | Segments || Approval Flow || Audit Trail
Request Name Trip Type Regquest Policy
| Peace Conference 2/1-5/2016 ‘ | In-State Travel ‘ - ‘ *S0G Request Policy 1
Purpose Comment
| Annual Conference and Certification |
m— —-—“T

Administration ~ | Help ~
Profile ~ 9
-

. 5

2 £ T D T e

Status: Not Submitted
Amount: $1,560.00

Start Date
A 02012016

End Date
|;_| I 02/05/2016 |_|

Section 3: Submit a Request

1. Open the Request
2. Click Submit Request

3. Click Submit Request in Final Review.

Final Review

Reguest Submit Confirmation

Are you BUle yOU wan 10 submi this reguest?

Additional Information

| /

The Final Review dialogue box opens.

Once you submit your Request you can only Recall a
Request if your Approver has not started the
Approval Process.

NOTE: If you click Cancel, the Request is not
deleted, it just isn’'t sent for approval at this time.
You can go back and send it later.

4. Click Accept & Submit.

8|Page TeamWorks Travel
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The Approval Flow tab opens. If your assigned
Approver is out on Leave or unavailable, select a
different Approver by typing their last name in the
Manager Approval field or using *and selecting from
the list that appears below the field.
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Section 3: Submit a Request (Continued)

Administration ~ | Help -
CONCUR Requests Travel Expense App Center P &
Manage Requests New Request Quick Search .
Request 6XLM
Status: Not Submitted
Request Name: Peace Conference 2/1-5/2016 Amount: §1,560.00
Purpose: Annual Cenference and Certification
Reguest Header | Segments || Approval Flow || Audit Trail
Manager Approval 1
|Fitz;erak:D;onnaS o o
e I S
5. Click Submit Request again to send for The Request has now been sent to your approver.
Approval. Note: See section 4 for instructions on sending your

Request to an additional Approver

Final Review

Request Submit Co
Are yOu Bure you want

6. You will see a quick onscreen confirmation that your Request was submitted.

Section 4: Submit a Request to an Additional Approver

You have the option of adding a one-time additional Approver to your Request

1. Open the Request from the Concur Home The Request opens to the Request Header.
Page/Quick Task Bar or My Tasks or the

Requests tab.
) The Up arrow adds the approver before the step

Click on the Approval Flow tab. where the arrow appears.

Select the Left + or Right + icon to control

- : The down arrow will add the approver after the step
where the additional approver will be added.

where it appears.

4. A User- Added Approver option will be added. In our example we chose to add the additional
approver after it is routed to the 1%t approver.

9|Page TeamWorks Travel & Expense Version Date: 04/17/17
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Section 4: Submit a Request to an Additional Approver
(Continued)

Administration ~ | Help
CONCUR Requests Travel Expense App Center T o &
Manage Requests New Request Quick Search
Request 6XLM
Status: Sent Back to Employee
Request Name: Peace Conference 2/1-5/2016 Amount: $1,560.00
Purpose: Annual Conference and Certific ation
Request Header || Segments || Approval Flow || Audit Trail
- [ ¢ o
When you click in the new field a drop down arrow
5. Begin typing the last name of the additional appears. Click it to select an option other than the last
approver in the User-Adder Approver field. name to search by.
6. Select the additional approver and click You can type an * in the new field to display a list of
Submit Request. all the approvers in your Agency to select from.

To search for all the names beginning with a specific
letter hold the Ctrl key down and enter a letter. In our
example it was H. You will see approvers in your

Adminstrabion = | Help =
[HAconcur | Requests Traval ®
Profile ~
L
Manage Requests Moo Roquest Quick Search
) - Concel Roowal [ Sibet Riatas
Request 6XLM [ seve v | ectreris = ] P 1t v || Concotioaal [N
Status: Sert Back to Employee
Request Name: Peace Canfersnce 2/1-5/2016 Amount: $1,560.00
Purpose: Annual Conference and Certific ation
approval Fiow
L]
= g ana g gov o o x
[Pope. Tanha G (pope@ent oo pov) |
|
[Last Hame
Furst Hoame
Emad dddress
By wn 10

7. Click Submit Request in the Final Review dialogue box

Final Review

Request Submit Confirmation

Are you sure you want to submit this reguest?

-

Note: A brief confirmation appears on the screen and then automatically clears.
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Section 5: Correct and Resubmit a Returned Request

All Requests whether sent, returned or approved will appear in the My Concur/Active Work tab or in
Request/View Request tab. If an Approver or Back Office Processor has an issue with all or part of your
Request, the entire Request will be returned to you for adjustment. The Request will be marked with an orange

“returned” icon (see below).

[§) concur

All Requests (3)

Beny r
Souseni e Aea1 if \a7e
- @ Tairkg ac V80508 St B 5 Emiyes - S00 L

Toareg

Cormenl dleedm Bl b §oal ¢ dpdror e
Al Corls erg & W12 504 Sert Bath v Emploes - Jahia G
Corfeerse
Lina T ey - i L
e T Fursd Mol
RS pliny CoorramBies MG, COEnert REdnsir§ R0 Dol Tk e [ilie] @] 0 el B89 I Tl

s B e

__-h—‘__

AL TN

1. Open the Request requiring a correction
2. Click on the Segments tab.

2B-AO201E

He ning Macon &

D Hotel Reservation

Additional Information

The Request opens to the Request Header.
Instructions on what you need to correct will be
visible in the comments section.

Use the scroll bar to access the segment or
segments you need to make corrections to.

et

___--___'-'-—____

Click the Modify button for the segment you need
to adjust.

3. Click on the Save.

TeamWorks Travel
State of Georgia

11 |Page

___-‘-‘___'-'--___

You modify each segment separately. To delete a
segment, select the Delete button.

You may also add segments by selecting the
appropriate segment icon and completing the
information.

You must click Save for each segment you modify.
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Section 5: Correct and Resubmit a Returned Request
(Continued)

Help ~
(&) CONCUR Requests Expense App Center ®

Profile ~

Manage Requests New Request Quick Search

Request 6XLX

Status: Sent Back to Employee
Request Name: Training Macon 3/29-30/2016 Amount: $135.00
Purpose: Training

Reguest Header | Segments || Approval Flow || Audit Trail
Add Segment
CLICK ICON TO CREATE SEGMENT
@ Hotel Reservation Ameunt: [ 85,00 st
Check-In Ciy:
Date: At
Destail:
Check-Out
Date: At
Comment:

4. Click the Submit Request button to resubmit
the request for approval.

Help ~
(& CONCUR Requests Expense App Center [}

Profile -

Manage Requests New Request Quick Search

Request 6XLX

Status: Sent Back to Employee
Request Name: Training Macon 3/23-30/2016 Amount: $135.00
Purpose: Training

Request Header | Segments | Approval Flow || Audit Trail
Add Segment
CLICK ICON TO CREATE SEGMENT
lﬁ Amount | 85.00 ust
\

5. Click the Submit Request button in the Final
Review dialogue box.

Final Review

Request Submit Confirmation

Are you sure you want to submit this reguest?

—_ x
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Section 5: Correct and Resubmit a Returned Request
(Continued)

Ripmals Expanas Agp Corlor

v F W F E 5

' PR B G L O

Request 6XLX [ som Vet | rtmctoms + | vttt | Comcuiomnt | e ot |
Stastus: Sent Back o Employes

Raeguest Namss:  Training Macon 323000006 Amasuniz 513500

Purposs: Traseng

L Hirie
aat o0

o

Click the Submit Request button in the
Approval Flow dialogue box.

7. Click Submit Request in the Final Review
dialogue box.

The Request will be resubmitted for approval with
your changes.

A brief confirmation of submission will appear on the
screen and then clear.

Final Review

Request Submit Confirmation

Are you sure you want to submit this reguest?

—_ x

Section 6: Recall a Submitted Request

If you have submitted a Request for approval and it has not been processed you may be able to Recall it and
make changes.

All Requests whether sent, returned or approved will appear in the My Concur/Active Work tab or in
Request/View Request tab

s At
Sutenices L Perorg Approv sl L bk OO0 ] Sl $338 (0 5300 £ 0
wrwteel] Jimdan B0 P D OA] J b P R
Arwusl Cordmwre s 302290040 WLV Sart Baci 0 Dmployes Jerz el t} i 200 0
Corotrerin
Lim 4004 AT DSTATO & DRWTA20 1 & 1243 00 43 00 1343 00
it e Pt g
Stateliz wioe Cormmiies g Corramant Mecear s Bpp o v sa pred e § w5808 A &
P I
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Section 6: Recall a Submitted Request (Continued)

1. Select the Request to be recalled by
clicking on the Request Name.

Click on the Recall button.

The Request opens and a Confirmation
dialogue box opens.

4. Click Yes to confirm recalling the Request.

Additional Information

The Request opens.

You can only Recall a Request if it has not yet been
approved.

Maorags Hegusi Faw Flosgesni Chsch Smwrh

Request BXLX

Frguest Nama: Training Macon 32930020 58
Purpoes: Trasning

3 T3 ETTY ETIET S

Stetuac ot DBack o Employes
Ampunts 511500

Please Confirm

e Are you sure you want to recall this request?

5. The Request is now out of the approval
flow and you may make any necessary
changes to the header, segments or
approval flow necessary..

ﬂ-:cm-:uu Hospmin 1 xpemrma A Camrbe

Maroge Hequeis Piwrwy Flncgussi
[} . g
Request 61X
Reguesi Nama: Trassng Macon 2203000 0
Purpoes:  Traenersg
e n ¢l
Enbgrad By Lias plogees Qi B ool Companon fomm
ayd P F T L ari Cotm [
[rrarnnne : [ .
— D —

You may correct any date in the Request Header.
To, add or delete segments, click on Segments.

e Send Dack 1o Fengloy s
Arsgmintl §15 00

6. When you are ready you may submit the
Request as you did originally.

TeamWorks Travel
State of Georgia
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Section 7: Link Requests to an Expense Report

Requests are not linked to an Expense Report during the approval process because you control the Expense
Report name. One of the following actions must be taken to link an approved Request to the Expense Report

containing the actual expenses for that Request.

1. Select the Expense Report you want to link a
Request to from the Expense tab in the Active
Reports section or Expense Report section
of the My Concur Page.

Expense App Cantar

A concur

Requests
Cash Advances -

Manage Expenses

Manage Expenses

q ACTIVE REPORTS

T T : [ or summrro =
'
1 ! Peace Conferance 2/1-5/2016 Copy of Savannah 2/15- Macon 2/8-10/2016
1
: ' 021192016 19/2016
3 02/01/2016
1
' + vl .
i Create New Report ! |~ 546.00 #687.30 $70.00
: ! ) Exceptions Submitted & Pending Agpraval
' | Shekell, Lisa M
1
: 1

Click on the Expense Report to open it.

Help =

Profile -

Report Library =

2. Click on the Details tab.

CONCUR Requests Expense App Center

Manage Expenses Cash Advances ~

Peace Conference 2/1-5/2016

e : Receipts v Print / Email v

Expenses View * & | New Expense
[} Date v Expense Type Amount Requested
| Adding New Expense Expense Type
[] > 02052016 Hotel $420.00 $420.00

Marriott Hotels, Macon, Georgia
O 02/05/2016 Fixed Meals $21.00 $21.00

Macon_Georgia

528.00

The Details tab options will appear.

Help +

Profile ~

Avallable Receipts

= type below or type the expense type in the fieid above. To edit an existing

528.00

3. Select Report Header from the list that
appears.

CONCUR Requests Expense App Center

Manage Expenses Cash Advances

Peace Conference 2/1-5/2016

Details ~ Receipts ~ Print / Email *
_ o Report .
Expenses Viewr € | New Expense
Report Header
O Date v nt Requested
Totals
| Adding New Expen i . Expense Type
] » 02052018 ] 242000

Approval Flow

Help ~

Profile ~

Available Receipts

& below or type the expense type in the field above. To edit an existing

$21.00 ﬁ:*’

TeamWorks Travel
State of Georgia
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Section 7: Link Requests to an Expense Report (Continued)

The Report Header opens.

4. Click on Add in the Requests section of the

A list of available Requests appears.
Report Header.

Report header for: Peace Conference 2/1-5/2016

Report Date Report Name Trip Type Policy -
\EEEEE E I Peace Conference 2/1-52016 | I In-State Travel | v | State of Georgia Expense Policy | v ‘

Trip Start Date Trip End Date Purpose of Trip Comment
I 0210112016 = I 0210512016 |_| Annual Conference | |

Report Key Report Currency Approval Status Payment Status
335348 US, Dollar Not Submitted Not Paid

\endor 1D Special Activity
0000020265

Requests 1

D Request Name Request ID Cancelled Request Total Amount Approved | Amount Remaining |

5. Select the appropriate Request by clicking on
the check box next to the Request name.

Avaliable Reqguasts

Rquest Name | Begaust i Canceied Beguent Tatal | Amoant Appim.. | Amowst Rems
L Lo L b F Al bl fam
& Pwicw Corfenin ELY s $50.00 okl Mo
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Section 7: Link Requests to an Expense Report (Continued)

Addional Informatior

6. Click on Add.

The Request now appears in the Request section of
the Report Header.

7. Click on Save. The Request is now attached to the Expense Report.

You may continue to add expenses and any
additional expense information you need to this
expense report.

If you have multiple Requests attached to an
expense Report you will have to select which
Request goes to which item. The option only
appears if multiple Requests are attached.

Keep in mind that each expense report can only
contain one travel type: In-state Travel, Out of State
Travel or International Travel.

Report header for: Peace Conference 2/1-5/2016

Report Date Report Name Trip Type Policy

‘ 02/18/2016 |_| I Peace Conference 21-52016 I In-State Travel | v | State of Georgia &

Trip Start Date Trip End Date Purpose of Trip Comment
0200172016 & [ozosoos = | Annual conterence | |

Report Key Report Currency Approval Status Payment Status
235348 US, Dollar Mot Submitted Mot Paid

vendor |D Special Activity
0000020265

Reguests

D Request Name Request ID Cancelled Request Total AmountAppmved| Amount Remaimng|
[] Peace Conference 21- BALY Mo $420.00 $420.00 $420.00

Save Cancel

17| Page TeamWorks Travel & Expense Version Date: 04/17/17
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Section 8: Detach Requests Linked to an Expense Report

The following process is used if you attach a Request to the wrong Expense Report and need to
remove it.

1. Access the Expense Report you wish to remove You can access the Expense Report from the Active
a Request from. Reports section of the Expense Tab page by
clicking on it to open it.

2. Click on the Details Tab and select Report
Header from the Report section of the drop

down menu.

coNcu lnquasts Expanse App Cantor

Manage Ex Mash Advances -
Peace Conference 2/1-5/2016 ki FagaA

= tin 1 Dielamils = Recwipls * Paint / Fanadl »

Expenses R lew % | MowExponan Avnlable Roceipts

Date * nt | Requested |

Totals
Adding New E. T
S 2R Audit Trail 3

T > ocosmoie | oo 232000
Approval Flow

The Report Header opens. .
2. Click the check box next to the Request(s) you You may attach multiple Requests to an Expense

Report and you may detatch one or multiple

wish to detach from the Expense Report.
Requests from an Expense Report.

3. Click Remove.

Report header for: Peace Conference 2/1-5/2016

Report Date Report Name Trip Type Policy -
[02r19r2018 | Peace Conference 21-5/2018 | IIn-SIaleTraWEI | v| State of Georgia Expense Policy

Trip Start Date Trip End Date Purpose of Trip Comment
02/0172018 5 02/05/2018 = Annual Conference | |

Report Key Report Currency Approval Status Payment Status
335346 s, Dollar Mot Submitted Not Paid

‘endor ID Special Activity
0000020265

equests

o |

Request Name Request 1D Cancelled Request Total Amount Approved | Amount Remaining |
Peace Conference 2/1-...  8XLY No 5420.00 5420.00 5420.00

Save Cancel
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Section 8: Detach Requests Linked to an Expense Report
(Continued)

5. Click Yes in the confirmation box that appears.

Remove selected request(s)

0 Do you want to remove the selected request(s)?

The Expense Report Header opens and the
Requests selected for removal from the Expense
Report no longer appear in the Requests section.
NOTE: Detaching a Request from an Expense
Report does NOT delete the Request from the
system.

Report header for: Peace Conference 2/1-5/2016

Report Date. Report Name Trip Type Policy
‘ 0211942016 |_| I Peace Conference 2/1-5/2016 | I In-State Travel | - | State of Georgia Expense Policy | ™

Trip Start Date Trip End Date Purpose of Trip Comment
I 02/01/2016 |_| I 02/05/2016 |_| I Annual Conference |

Report Key Report Currency Approval Status Payment Status
335346 US, Dollar Not Submitted Not Paid

“endor ID Special Activity
0000020265

Requests

Request Name Request ID Cancelled Request Total Amount Approved | Amount Remaining |

6. Click Save. NOTE: The selected Request is no longer attached
to the Expense Report. Detaching a Request from
an Expense Report does NOT delete the Request
from the system.

7. The Expense Report opens. You can add expense items, edit the expense report
or exit the system.

19| Page TeamWorks Travel & Expense Version Date: 04/17/17
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Section 9: Cancel a Request

The following process is used if you need to cancel a Request. For example, you submitted a Request
and it was denied or you had a request with a small balance on it that you could not use. Cancelling a
request does not affect any Expense Reports the Request was already attached to. If you don't cancel

it, it will remain in your open Requests.

1. Select an unapproved Request from the
Request tab on the Active Work section of the
My Concur page.

Additional Information

If you have already submitted a request at least
once your only option to remove it is Cancel
Request. If it has never been submitted the Delete
option will appear.

The Request opens.
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2. Click on the Request.

3. Click on Cancel Request

CONCUR

Requasts Exponse App Conter

The Request opens.

Manage Requests Mew Request Quick Search

Request 6XLY

Request Name: Peace Conforence 2/1-5/2018
Purpose: Annual Conference

Recuest Header | Segments || Approval Flow | Sudk Tras

Ragusst Plame Trms Typs Raguast Baley

Furpase Comment

Sinrt Dats Tnd Dsta

__Eh__
4. Enter the reason for cancelling the Request

Cancel RegLesst
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Section 9: Cancel a Request (Continued)

5. Click on OK on the Cancel Request

[Bconcur | Fegests Epese A Genter
Warage Aesguests  Mew Flequest  Cusch Search
Request 6XLX 0 T =TT
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6. Click on Close/Inactivate Request

Closa/naclivate Request =x
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7. Click on OK to close the request and remove any amounts available on the Request from the system and
from appearing in the open Requests.
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Appendix A: Buttons and Icons

Button/Icon Description

General:

CONCUR | Home Tabs: Click to return to the Home page

Tabs: To access specific functions
Tabs: To access traveler profile settings or administer for another user
il (delegate/travel assistant)
Approver:
Approve: Approve for processing
T;ﬁ & Forward: Add additional review steps for an expense
I

Sl Bk & i Send Back to Employee: fteturn the Report or Cash Advance to the
employee unapproved; requires Comments from the Approver

Request:

Aiir Ticket: Indicates Air Reservation on Request

Car Rental: Indicates Car Rental on Request

Dining: Indicates Per Diem/ Meals on a Request.

Lodging: Indicates Hotel/Lodging on Request.

Misc: Indicates Miscellaneous Expenses on a Request

Calendar: Brings up a calendar to select transaction date

Attachments: Check or add attachments to a Request

Print/ Email * PrintfEmail: Print or email the Request

Send Back Request: Return the Request to the employee
unapproved; requires Comments from the Approver

Delete, Modify, Allocate: Select to delete, modify or allocate a saved
Delete Modify Allocale ’ ’ '
[ Deee 23 | cien comen

Resubmitted: This icon indicates a Request was returned to the
B traveler by an approver at least once and remains with the report from
that point forward.

&
I IE T -

Send Back Request
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Button/Icon Description

Submit Request: Submit the Request for approval
Recall: Allows you to recall a submitted Request if it has not been
approved.
New Expense: Add a new expense entry to an Expense Report.
i + G
C-';-;';-cr:;w ' + Create New Expense Report: Create a new expense report
+ + New: Access to Start a Request, Start a Report, New Cash Advance
New or Upload Receipts from the Quick Task Bar
ol Upload:
P Rest + Upload New Receipt: Upload a new receipt (support document or
=y |
[ Aftach Receipt ] Aitach Receipt: Attach a receipt to an expense item
Receipts * Receipts: Access to attach receipt images or view previously attached
receipts.
Receipt Required: Statewide Travel Policy requires a receipt for this
item
O Receipt: Statewide Travel Policy requires a receipt for this item and it
- is attached to the expense line item
Add New Allocation Add New Allocation: Add a new allocation row.
Allocale By: Allocate By: Select between allocating by percentage or amount.
Allocate Selected Expenses: To open the allocation window
Clear Selectons Clear Selections: Clear the items selected for allocation
Delete Selecled Alloc atons Delete Selected Allocations: Delete on or more allocation rows
Select Group: To select a group of allocations previously entered to
m review or edit
@ Allocations: Indicates that an expense entry has been allocated.
New Allendee New Attendee: Add a new attendee to an expense report.
0 Attendees: Indicates that an expense entry has associated attendees.
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Button/Icon Description
<< Previous
| <<revous S PO

m <<Previous: Navigate to next or previous step in the process
Save Itineraries: Save Single Day Itineraries entry
Create Expenses Create Expenses: Creates Fixed Meal Expenses on an expense report
Update Expenses: Add new or corrected Meals Per Diem to an
LRI — expense report with existing Fixed Meal entries
@ Mobile Expense: Indicates that the expense was entered in Concur
Mobile
» Multiply: Reverses the exchange rate when working with foreign out

of pocket transactions

Print/Email: Access the fax cover page or detail report for the current
expense report

Resubmitted: This icon indicates the expense report was retumed to
@ the traveler by an approver at least once and remains with the report
from that point forward.

S Notify Employee: Used by Delegate to notify an employee of a
—— change made to an expense report

m Save: Save an expense item

Submit Report: Submit the Report for approval

Print / Email ~

Recall: Allows you to recall a submitted Expense Report if it has not

Recall been approved.
Travel:
Select: Selects the selected travel item for booking. A green reserve
indicates the reservation is within Policy, Yellow indicates out of policy
but you can book it. Red indicates out of policy and you will not be
allowed to make the reservation.
m Search: Search in Trip Search
Search Search: Search for an off-airport rental car location
E Seat map: Click to view the flight seat map
ﬂ Travel Search Air Fare Legend: Flight has least cost logical airfare
R Travel Search Air Fare Legend: Refundable Fare
D Travel Search Air Fare Legend: Arrives on a different day than
departure
@ Travel Search Air Fare Legend: Short or long connection time
";‘ Travel Search Air Fare Legend: Turboprop aircraft used
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Button/Icon Description

e Travel Search Air Fare Legend: Flight is Fly America Act compliant
= Travel Search Air Fare Legend: Flight has 50-90% Go-Go Wi-Fi
coverage
== Travel Search Air Fare Legend: Flight has 100% Go-Go Wi-Fi
o coverage
o Check Flight Status: Click to check the current status of a booked
\D flight.
Peaches: Preferred Vendor with spedal pricing for State of Georgia
Yellow Diamond(s): Morthstar Travel Rating for hotels
choose room » Choose Room: Select to view hotel rooms and rates available a the
R selected hotel
View Rates: Click to view lowest hotel room rate and make the
choose room option available
. More Info: Click to view hotel detail information such as cancellation,
amenities, etc.
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