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Welcome to TeamWorks Travel & Expense (TTE)

TeamWorks Travel & Expense powered by Concur integrates expense reporting with a complete travel
booking solution. This comprehensive Web-based service provides all the tools State of Georgia
travelling employees need to 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 reduce its costs.

Section 1: Log on to TeamWorks Travel & Expense

1. Log on to TeamWorks Travel & Expense with Your password is case sensitive.
the username and password provided by your
Local Travel & Expense Administrator.

If you are not sure how to log on, check with your
Local Travel & Expense Administrator or contact the
SAO Customer Service Center, Option 9.

CONCUR

Sign In

User Name

Password
[

| Remember user name on this computer

Forgot your user name?
Forgot your passwerd?

’.32 Change language

English (US)

CONCUR

Service Status © Copyright 2017 - Concur - All Rights Reserved
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Section 2: Explore the Home Page
The Home page includes several sections that make it easy for you to navigate and find the
information you need.

@ vou are currently logged in as a test user

Help ~

Profile ~ a

£ 00 0 10
New Required Authorization Available Open
H w m Approvals Requests Expenses Reports

TRIP SEARCH ALERTS

+ - e @ @ Tripit creates instant mobile itineraries for business and personal trips.
i connect your Concur account to Triplt Na s
Mult-Segment

Home Requests Travel Expense Approvals App Center

® Round Trip () One Wey

Departure City @ COMPANY NOTES
ATL - Hartsfiekd Intl Arpt - Atianta, GA
P S
Arival Cit
wal Gty @ Teamworks Travel Training Page on SAQ website
PRl | Seemaipe St
Departure @ Please see the link below to access additional training
depart ¥ ||08:00am V| 23 v | ¥
Rt
2 () - Georgia Travel Contacts
depst ¥ |/ 05:00pm V|3 ¥ - - D e i aees
Read more
Pick-up/Drop-off car at airport
Automatically reserve this car MY TASKS
Find a Hote

Required Approvals = Available Expenses = Open Reports >
Specify aifine @

Refundsble only air fares.
Class of Senics: | Economy class ¥ |@ Great! You currently have no 06/13 Southwest Airlines Dallas T... 08/26 Training-NOV-DEC

approvals. 334500
Search flights by @ Price () Schedule
07721 Southwest Airlines Dallas T...

| Fights wi no double connections $218.00
m 07110 Airfare
$342.00

O tellus in your wards what you want to do 07/14 Southwest Airlines Dallas T...

- . < to Paris on Tuesds —
8. from JFK to Paris on Tuesdsy Sea 521800
07/07 Southwest Airlines Dallas T...

5475.00
MY TRIPS (0) =

You currently have no upcoming trips.

FACTS & STATS
You have booked 67 out-of-policy trips so far this
year Did you know?
-
89% of business travelers agree that mobile
67 Out of Policy technology improves their travel experience.

TRIPS

Company Policy

C‘ CON CU R Travel Policy

® Copyright 2014 - Concur - All Rights Reserved Lastlogged in: 11/06/2014 9:09 AM

Additional Information

Locate the page tabs The page tabs provide access to Home, Requests,
Travel, Expenses, Approvals

Locate the Quick Task Bar This section appears just below the system tabs and
provides easy and instant access to all TTE traveler
and Approver documents. Each document type (such
as Approvals, Open Reports, etc.) indicates the

5|]Page TeamWorks Travel & Expense Version Date: 04/17/2017
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Locate Trip Search

Locate the My Trips section

Locate the Alerts section

Locate the Company Notes section.

Locate the My Tasks section

Locate Facts & Stats

Locate Profile

6|Page TeamWorks Travel
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number of open documents. The contents of the
Quick Task Bar vary with the system configuration
and user privileges.

This section allows you to book travel directly from
the Home page. You can also book travel from the
Travel page accessible from the Travel tab.

This section allows you access to add, change or
delete travel already booked. You can also make
these changes from the Travel page accessible from
the Travel tab.

This section provides important traveler information
from the TTE Travel Management Company Travel
Inc.

This section displays information and links provided
by the TTE Global Travel Administrator. Click Read
More to see complete information.

This section provides access to traveler documents
and expenses as well as Approval Queues. These
tasks are available from the Quick Task Bar as well
as the Expense and Approvals tabs at the top of the
page. Each document type (such as Approvals, Open
Reports, etc.) indicates the number of open
documents. Click the arrows by a section to see
more information.

This section provides additional interesting
information about you as a TTE user. Arrows appear
when you place the mouse pointer over the
beginning or end of the section to allow you to view
more information.

Clicking on Profile or the profile icon provides access
to your TTE Profile Settings as well as accessing
people you act as a delegate or travel assistant for.

& Expense Version Date: 04/17/2017
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Section 2: Review and Approve Expense Reports

As an approver, you can approve an expense report “as is”; send an expense report back to the
employee to modify and resubmit; or add another approver to the Work Flow. Remember, as an
approver you will be required to attest to the validity of the expenses submitted on the Expense
Report and that you viewed the attachments to the best of your knowledge.

The TeamWorks Travel & Expense system is configured to the Statewide Travel Policy requirements.
As an approver, you are the second tier of Policy compliance and first tier for any requirements
specific to your Agency. An example of this is receipts. Your Agency may have mandated a receipt be
attached to the expense report, where the State has not. The system will track everything you do, or
do not do, when you electronically handle the Expense Report, Request or Cash Advance Request
forwarded to you as part of the workflow.

Review and Approve an Expense Report

All reports awaiting your review and approval are accessible from the Approvals tab or on the Home
page from the Quick Task Bar or My Tasks.

Home Requests Expense Approvals Reporting App Center

+

06 00 00 00 00

New Required Authorization Available Open Cash
Approvals Requests Expenses Reports Advances

Hello, Leslie

COMPANY NOTES .

Travel Training Portal

Please see the link abova for additional Travel training opportunities.

MY TASKS
m Required Approvals d m Avallable Expenses rd m Open Reports rd
Authorization Requests 01 You currently have no available expenses. You currently have no active reports
Expense Reports 04

Cash Advances f 01

P VY P e N ) e S N U S

7lPage TeamWorks Travel & Expense Version Date: 04/17/2017
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Open an expense report from the Approvals tab,
Quick Start Bar or My Tasks and select Expense
Reports. Click on the Report Name you want to
review for approval.

Help ~

CONCUR Requests Expense Approvals Reporting App Center 0
Profile ~ -

Approvals Home Requests Reports Cash Advances

Approvals
02 04 02
Requests Expense Cash
Reports Advances

Expense Reports
Report Name Employee Report Date Amount Due Employee Requested Amount

NOrmal Travel 10/16 to 31

NOrmal weekly trvl Amold, Sherry 10312014 $300.44 sa0544
H‘O}gﬁg: \T/E‘\{Se‘ 1011 to 31 Amold, Sherry 10/28/2014 $541.47 $791.47
L'g\rfr‘z'a?-\jvéz Q‘; Travel Amnold, Sherry 09/16/2014 $85.12 $835.12
©0 Normal Travel 8/1to 15 Amold, Sherry 08/19/2014 $831.03 $831.03

Normal

Y Y A Y I e e T P Y W L

The Expense Report opens.

You can immediately see if there are exceptions,
allocations and comments contained in an expense
Report by the presence of various icons.

You can also immediately determine if there were
Requests or Cash Advances in the Summary section.
Clicking on the Request name will display the detail.
TO close it, click Close. Cash Advances lists any
advances assigned to this report.

8|Page TeamWorks Travel & Expense Version Date: 04/17/2017
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L R T - T SR L o P e

NOrmal Travel 10/1 to 31 a0 Bck 10 Emioree 2oorors & Forvera
Summary Details v Receipts v Print / Email * Hide Exceptions
Exceptions =
Expense Date Amount | Exception
MiA ) Please review 1o ensure report should contain both Milkage and Fuel expenses. Mileage amount includes fuel reimbursement. -
Hotel 10/04/2014 £380.00 4\ This expense has no matching travel reservation. Plesse ensure that the comment adequately explains why the expense was not booked using Concur Travel -
Expenses iew v Summary
Transaction Date v Expense Type Vendor Name Business Purp...  City Payment Type Amount | Adjusted Clai...

Report Summary
10/09/2014 Fixed Meals NOrmal Visits Augusta (Single ... Out of Pocket $36.00 $36.00 Report Totals

10/D6/2014 Fixed Meals NOrmal Visits Decatur (Single ... Out of Pocket 335,00 $28.00 Amount Due Company  Amount Due Employee

S0.00 $541.47
10/08/2014 Fersonal Car Mil.. NOrmal Visits Out of Pocket $76.72 S76.72
10/08/2014 Cash Advance . NOrmal Visits Cash Advance .. o o
100412014 Fixed heals NOrmal Visits Savannsh, Geor... Out of Pocket $27.00 $27.00 Reauests (1)

> R t... | R t... | A i... | A t

100412014 Rental Cars Only  Hertz NOrmal Visits Aflants, Georgia  Out of Pocket $120.00 $120.00 S Approve.. 3MJD S26700  S-198.00
10/04/2014 Hotel Oasin Hotel NOrmal Visits Savannsh, Geor... Out of Pocket 5350.00
10/03/2014 Fixed Meals NOrmal Visits Savannah, Geor... Out of Pocket $29.00 525.00 Cash Advances (1)

10/03/2014 Rental Car Fusl Hertz NOrmal \Visits Aflanta, Georgia ‘Out of Pocket $32.00 $32.00 Cash ... Reque.. Amou... Startin... Availa...

10/02/2014 Fixed Meals NOrmal Visits Savannah, Geor... Out of Pocket $28.00 $28.00 prov... 10M4r... -0 OO B30-00,

10/D1/2014 Fixed Meals NOrmal Visits idalia, Georgia Out of Poc ket $15.75

If you click on any Requests attached to the expense report, you will see information like this:

Beoking Business Travel

il = JARND
e Ueln Hfbidnkd

Urmiryes Yo vy B
(RS - - R
0 g Losis

Iisins harngee

WITED SEATEL
Lk
Progrem rmegrry Provaos By
kil dadiai
=A
DT I}

By Ve | iy B

[

i N .

It g Hrsi

oy of Penss TED SEATES

LA T
Rl ]
o © B Reget Boliop 1
Frasmsg
Segmanis
O Aermal
Fomvign Arneans - 352 00
Ao abars 100 0% (5T 0] 1 SO0 1 SO0 00 1 00l 25 RS 1 D0 MO 101 o 01 20 1 8000
Hoied Reseryrbon
Fiagrn Arourg - §175 00
Aot absorry 00 D0, B4 TE 009 & ¥500-4 rR0600 1004 S 500-E-25105050- 108 00- 107 520 1- 301 -4 15004 1300
Expérnss
Bapmean Frpm Heb | Corvas gl Ve Semard [re—
B Caw Dy L EE
AL [ (1] BN
(Praned on 1 0FDESHOTS NS AF
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1. To review the Report Header information, click NOTE: We encourage travelers to include the dates
on the report name or on the Details tab and of travel in parentheses in the expense report
select the Report Header from Report section name.

of the drop-down menu.

Normal Travel 10/7 to 37| ume swem

Summary Details - Receipts - Print / Email =

OR

Nom‘| Travel 10/71 to 371 wmoe sem

Sumimary Dretails Receipts Print / Email

_ Report
CHCE DU g
» Heport Header
Expense
R

Hotel Audit Trail

Totals
o ensure report should contain b

as no matching travel reservatio

Approval Flow

10| Page TeamWorks Travel & Expense Version Date: 04/17/2017
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The Report Header page appears to allow you to
view its contents.

Suteitad & Perating approval Pisk Paict

Regues! Narmae Requent ID Caneeiied

Apprceier Trining 10015 LD Mo

2. To review the Audit Trail of this Expense Report,
click on the Details tab and select the Audit
Trail from the drop-down menu.

. 8
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Any approved Requests assigned to the Expense
report will be listed in the Request section as well as
in the Summary section shown on the previous
page.

Pay attention to the Trip Type as it affects which
General Ledger accounts will be used for this
Expense Report.

Click Cancel when you are done viewing.

Fpsepts Fas i

'wnion 1D

000007 3342

Amoanl Appraved
357,00

Reqiseat Total Amaunt Remaining

527,00 S-155.00

. =

m Sk

The Audit Trail appears allowing you to view the
history of this expense report. A history of every
time the report is “touched” after it is submitted
appears here — including the system “touches” such
as Exception Icons and Expense Report Status
changes.

Travel
State of Georgia

11 |Page TeamWorks

Summary Details - Receipts - Print / Email -
f Report
EXceptiorn Report Header
Expense Totals
A D en
= = Approval Flow :

& Expense

Version Date: 04/17/2017



TTE System: Approvers Handbook

1 i — -1 H
1 Audit Trail
Report Leve
DateTime* Updated By Action Descriplion
TIN2R014 1107 A Leshe Fiekd Edi The field “Report Mame™ was changed

from “HOrmal Travel 1001 12 31" 1o
“Hiormal Traved 1061 1o 317

10312014 0730 &M Sharry Appdory sl SEates Changs Status ¢ hangad from Subimited to

Subamitted & Pending Approval
: Comment. -

10302014 0730 A Shgrry Appeoval Status Changs Stadus ¢ hanged from Mot Submitied fo
Subsmitied
Comement -

] Eniry Level

DateTime = Updated By Action Description

10282014 11:35 AM fmlsh Shesrry Extaphion Enbared Misags B greabss than sysism =
¢ g uiaiec mispge. W

10282014 1135 AM . Sherry Exteption This expense has no madc hing frovel

reseryation, Please ensure thal the
comment adeguately explains why the »

e, i s sl e L b, s e

The Audit Trail is segmented into two detail
sections: Report Level and Entry Level. The Audit
Trail is created automatically and requires no action.
By the Employee, Approvers or Back Office.

Click CLOSE when you are done viewing.

3. To review Allocations made by the employee on
the Expense Report:

e Items displaying the allocation icon @
have allocations entered.

Expenses View -
Transaction Date ' Expense Type Vendor Name Business Purp...
‘ @ 10409/2014 Fixed Meals NOrmal Visits
@ 104062014 Fixed Meals NOrmal \isits
A @.c 10/D6/2014 Personal Car Mil... NOrmal Visits
10v06/2014 Cash Advance ... MNOrmal Visits
@ 10/04/2014 Fixed Meals NOrmal Visits
0 10042014 Rental Cars Only  Hertz NOrmal Visits
> A@.c 10/04/2014 Haotel Qasin Hotel NOrmal \Visits
10403/2014 Fixed Meals NOrmal Visits
10/03/2014 Rental Car Fuel Hertz NOrmal Visits
10/02/2014 Fixed Meals NOrmal Visits

12| Page TeamWorks Travel & Expense Version Date: 04/17/2017
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e You have two options to view the The Allocation details appear with either option.
allocation:
Place your mouse pointer over the Note: Not all agencies are configured for Allocations
allocation icon to display the data to be entered by the Employee submitting the

Expense Report.

® 10/09/2014 Fixed Meals NOrmal Visits Al PotectTotae 7
—
jThisexpense has been allocated.] glixl B
: Percentage Department 7 Program Iy? Fund Source Iy? Fund h? Project 7 Class Activity Code
® a0 Program Integrit..  (1073201) Dept ... (4) Redistribution  (10100) Operati.. (29105050) S/S... 201 -4180602100-10... |
70 Program Integrit... (1071101) Certf... (92051) State E... (10100) Operati.. (29105050) S0/S... 301 -4190602100-10... s
OR
Click on the Details tab and select
Allocations from the Allocation section of
the drop-down menu.
Summanry !ltails = Receipts - Print / Email * i
. - Report
xceptor] Report Header
Expense Totals
M, _ )
Hotel . Audit Trail
L= - - Approval Flow
Expenses Comments
Cash Advances
@ Assigned
@ Allocations
¢
Travel Allowances
Itineraries
Expenses & Adjustments
The allocation window will then display.
13| Page TeamWorks Travel & Expense Version Date: 04/17/2017
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Click on Select Group to select the specific allocation you wish to view.

Allocations for Report: Normal Travel 10/1 to 31 e
Expense List Allocations

[ 0w raocaon ] I |

o Percentage *Department [y | * Program [y7 *Fund Source 7| * Fund jp * Project iy
[] pater Expense Group Amount

[] 10012014  Fixed Meals 1575

[] 10022014  Fixed Meals $20.00

[] 10032014  Ficed Meals $29.00

[] 10042014  Fixed Meals 1 $27.00

[] 10062014 Fixed Meals 1 $36.00

[] 10092014  Fixed Meals 1 $36.00

: 10/04/2014 Rental Car. $120.00

@ Hotel

[] 10012014 HotelTax 2 $12.00

] 10012014 Hotel 2 $85.00

[] 10012014  Ocecupanc... 2 $8.00

: 10d01/2014 Internet Ch 2 $5.00

[] 10022014  HotelTax 2 $15.00

[] 10022014  Hotel 2 $100.00

[] 10022014 Occupanc 2 $10.00

[] 10022014  IntemetCh.. 2 55.00

[] 10032014 HotelTax 2 $15.00

[] 10022014 Hotel 2 $100.00

[] 10032014 Occupanc... 2 $10.00

: 10/0202014 Internet Ch 2 $5.00

[] 10/04/2014  Parking 2 $10.00

[] 10082014  PersonalC.. 1 7672

[] 10062014  Cash Adva. $0.00

[] 10022014  Rental Car ... $32.00 >

Click on Select Group to view specific allocations

Allocations for Report: Normal

Expense List
o st

1 Expense Group Amount

2 14 Fixed Meals
T 4 Fixed Meals
10/03/2014 Fixed Meals
10/04/2014 Fixed Meals 1
1002014 Fixed Meals 1
AD2014 Fixed Meals 1
10042014 Rental Car. ..

oooooE—"

@ Hotel

D 10/01/2014 Hotel Tax

I:‘ 1001/2014 Hotel

] 1012014 Qccupant...
ternet C

[ ISR R ]

Click on Allocate Selected Expenses

Allocations for Report: Normal

Expense List
Allocate Selected Expenses

Clear Selections

14| Page TeamWorks Travel & Expense Version Date: 04/17/2017
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You will be able to view the allocation for the group chosen.
Depending on your agency configuration, you may be able to correct
data in any of the fields.

1

Allocations Total:$390.00  Allocated:$390.00 (100%) Remaining:$0.00 (0%)
| = | |

|:| Percentage * Department [E? * Program [;E? *Fund Source [%? * Fund [E? * Project RE?

|:| &0 Program Integr... (1073201) Dep... (4) Redistribution (10100) Opera... (28105050) 0.

|:| 40 Program Integr... (4580100} ™C... (4} Redistribution (10100) Opera... (29105050) 50/

If you correct data, click on Save at the bottom of the Allocations window. Then Click OK. Then click
Done. If you do not make any changes, simply click Cancel at the bottom of the Allocations window

and then Done.

For more information on creating and editing Allocations please check the following link in the TTE
Training Pages of the SAO website: https://sao.georgia.gov/allocations or see the How To Create
Allocations section of this document.

4. To view any approved Cash Advances assigned
to the Expense Report

e View the Cash Advance item on the
Summary
OR
e Click on the Details tab and select
Assigned from the Cash Advances section.
e Click Cancel when you are done viewing

Summary Delails v Receipts + Print / Email +

f Report
Excepton Report Header
Expense Totals
MiA o
Hetel Audit Trail
- - Approval Flow
Expenses Comments
Cash Advances
®
@ Allocations
2] ; . .
O€  Atocations The Cash Advances Assigned to Report window
7@ Travel Allowances opens and lists the Cash Advances assigned to the
Itineraries open report. It shows the amount of the Cash
Expenses & Adjustments Advance; how much was used in the Expense
Report and any Balance.

Employees must enter a Cash Advance Return
line item in expenses whether there is a balance or
not.

15| Page TeamWorks Travel & Expense Version Date: 04/17/2017
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Click Cancel to exit,

Cash Advances Assigned to Report

Cash Advance Name Foreign Amount

Exchange Ratem m Amount Used in Repd

Approver Training 10/...  5250.00 1.00000000

\\5250.00

/ \sooo _/ \gm0.00 -

5. To review the overall Travel Allowance
Itineraries assigned to this Expense Report, click
on the Details tab and select the Itineraries
from the Travel Allowances section of the drop-
down menu.

In the same window (see red arrow), click on
the Expenses & Adjustments tab to view the
details by meal period for each day.

Travel Allowarg;or Report: Normal Travel

The Assigned ltineraries will display.

Use the Scroll Bars to the right if necessary to
review all the entries.

Note: The system is configured to automatically
determine high or low cost areas based on the last
business location visited that day.

The Expenses & Adjustment tab opens.

10/1 to 31

Assigned Itineraries || Expenses & Adjustments || Reimbursable Allowances Summary

Departure City Date and Time Arrival City

Date and Time Amival Rate Location

@ Itinerary: NOrmal Travel 10/1 to 31

i Atlanta, Georgia 10/01/2014 07:00 AM

fidalia, Georgia

1V01/2014 10:00 AM US-GA, UNITED STATES

EI “idalia, Georgia 10/02/2014 02:00 PM

Savannah, Georgia

10/02/2014 04:00 PM CHATHAM COUNTY, US-GA, US

EI Savannah, Georgia 10/04/2014 09:00 AM

Atlanta, Georgia

10/04/2014 01:00 PM FULTON COUNTY, US-GA, US

@ Itinerary: 10/06/2014 Chamblee (Single Day)

B Roswell | Single Day), Georgia 10/06/2014 07:00 AM

Decatur (Single Day), Georgia

10V/0E/2014 02:00 PM Drecatur (Single Day ), US-GA, US

B Decatur (Single Day), Georgia 10/06/2014 06:00 PM

Roswell (Single Day), Georgia

10V/0E/2014 0730 PM Roswell (Single Day), US-GA, US

@ Itinerary: 10/09/2014 Augusta (Single Day)

EI Atlanta (Single Day ), Georgia 102014 08:00 AM

Augusta (Single Day ), Georgia

102014 10:00 AM Augusta (Single Day ), US-GA, US

EI Augusta (Single Day), Georgia 1VDV2014 08:30 PM

Atlanta (Single Day), Georgia

V092014 08:00 PM Atlanta (Single Day), US-GA, US

16 |Page TeamWorks Travel
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Travel Allowances For Report: Normal Travel 10/1 to 31

Assigned Itineraries | Expenses & Adjustments | Reimbursable Allowances Summary

Show dates from to E

Exclude | ANl [] Date/location « Breakfast Provided

D B '-].'%gl]ii;g:or;ia D

D B éiifla:}':iir(:veargia

- B e ceorse

D B 15: ;iirGeargia D

D B 1D: F“Eln;\e Day), Georgia D

D B .L:‘;L‘l‘é;;l‘;\n;k Day), Georgia D

Lunch Provided

Dinner Provided Allowance

[} $15.75

OooNooO
OooHoHoo

6. To review the Comments History of the Expense
Report, click on the Details tab and select
Comments from the Report section of the
drop-down menu.

17| Page
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Use the Scroll Bars to the right if necessary to
review all the entries.

A checkbox next to a meal indicates that the
employee did not claim that meal and the amount of
the total reimbursement claimed for that day was
reduced by that specific meal allowance in the
Amount column.

Note that per the Travel Policy for any single day
travel not requiring an overnight stay, the employee
must be in Travel Status for at least 12 or more
hours to qualify for a Travel (Meals Per Diem)
Allowance. Location names for Single Day Per Diem
must have (Single Day) in the location name to
calculate correctly. If there is an error, you cannot
correct it. The expense report must be returned to
the employee for correction.

Click DONE when you are finished viewing the
details.

You may add comments in the comments section.

Click Save to save your comments or Cancel to exit
without adding any comments.

Version Date: 04/17/2017



TTE System: Approvers Handbook

Comment History %

Date~ Entered By Comment Text

If you would like to add a comment te this report, type it in the text box below and then click Save.

Comment

7. To review individual Expenses in the expense
report, click on the expense item to display the

Expense detail to the right. i
Details of the expense as entered by the employee

will display.

Pay attention to the information in any Comment
boxes. Important information from the employee is
contained in the comments and may be necessary
for you to accept the expense.

Note: Hover the cursor over any icons appearing
with any expense item to quickly view the
information for comments, allocations, etc.

18| Page TeamWorks Travel & Expense Version Date: 04/17/2017
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$791.47 §791.47

8. To Review Personal Car Mileage: Additional
information may need to be reviewed for some
expense types.

E}“‘i Mileage Calculator

b

Save Aftach Receipt

19| Page TeamWorks Travel
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Use the scroll bars to the right of the Expense detail
to view all the information.

Pay attention to Trip Type and Payment Type.
Payment Type determines whether an employee
receives reimbursement or not.

To verify that the mileage claimed matches the
mileage calculated click on Mileage Calculator at
the bottom of the expense detail to the right.

The Mileage Calculator entry window will appear.

& Expense Version Date: 04/17/2017



TTE System: Approvers Handbook

P L £l il =1IE
Mileage Calculator
oy
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You can view the Waypoints, commute mileage,
total personal miles and total business miles for each
day claimed individually. Use the scroll bars as
necessary to view complete data for the day you
have selected.

Odometer readings have been replaced with the
waypoints.

Note: Employees are reimbursed for Personal Car
Mileage more than what they would drive from
home to their normal assigned work station and
back on a normal work day.

There are several factors you must take into
consideration with regard to the Deduct Commute
and Deduct Round Trip elections. If the travel was
made on a weekend and it is not a normal work day,
travel on a state holiday or if the employees
assigned Primary Work Station is his or her home
the normal commute mileage deduction is not
required. Teleworking does not exempt the normal
commute miles on a telework day. Additionally,
employees are only required to deduct normal round
trip commute mileage ONCE on trips with overnight
stays. They have the option to enter it in multiple
ways: all on one day, the first half on day one and

20 Page TeamWorks Travel & Expense Version Date: 04/17/2017
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the last half on the last day. Pay attention to all the
areas marked with arrows (see previous page).

You cannot make any corrections to this expense.
The expense report would have to be returned to
the employee for adjustment.

Click Close when you are done viewing the
waypoints and return to the Expense detail.

Compare the Total Business miles from the Mileage
Calculator with the Distance miles on the Expense
detail. If there is a discrepancy, there should be an
explanation in the Comments box. You should also
see a note in the exceptions box advising you of the
difference between the calculated and claimed
mileage if no entry was made in the Comments box.

Exceptions happen! Sometimes there are valid exceptions. Employees
are required to provide you with information why

they made an exception (such as override the mileage from
the Mileage Calculator due to detours or locations with no street
address, using a personal vehicle when normally a rented vehicle

would be more economical, etc.) in the Comments box in
the Expense detail area.

Comment

The box can hold much more information than it
appears! Notice the up and down arrows.

Any discrepancies without an explanation in the
Comments box should qualify the Expense Report to
be returned to the employee for correction.

Things to look for:
e Does the total mileage calculated by the Mileage
Calculator = the total miles claimed?

e Comments explaining exceptions to policy
entered in the Comments box?

e DOAS Car Cost Comparison or other approval
attached if necessary

9. View Receipts attached to the Expense Report You can choose how you will view receipts by
selecting View Receipts in New Window or View
Receipts in Current Window from the Receipts
tab drop down menu.

These options display all receipts attached to the
Expense Report.

21 | Page TeamWorks Travel & Expense Version Date: 04/17/2017
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Normal

Sumimary Details -

Travelgd 0/1 to 31

Receipts -

Sherry]

! Email -

Exceptions
Expense

Hotel

Date

10/04/3

Receipts Required
View Receipts in new window
View Receipts in current window

Attach Receipt Images fching travel rese

-

|_'. hittps:/fimagingupload.concursolutions.com/file/(]

View in New Window Option

|
|:IDZBC3B109FOA66383?1911CBFBD43558\2A9682E38...l = | &l ﬁ1

& https://imagingupload.concursalution’

T TSy T

ra

TIoOOUTOg 77

<’:

C

OCEAN _

BEACHY Rpes oRrT

09/16/11
09/16/11
09/16/11
09/17/11
09/17/11
09/17/11
09/18/11
09/18/11

\
PLAZA

STATEMENT OF ACCOUNT

PO Box 2880
1401 Strand Avenue ~ Tybee kland, GA 31328
Ph: 912-786-7777 * Fax: 912-786-4531
www.OceanPlaza.com

accountno:  10385T
pooMANITNO: 1250 cierk:  AH
aprive; 09/16/11
pEpART: 09/18/11
RATE PLAN/PACKAGE: 170.10
AARP

RATEPACKAGE DESCRIPTION:
WO TN PARTY: 2
ADVANCE DEPOSIT REC'D.:
DEPOSIT REFUNDED:

CHARGES

DESCRIPTION

Transient Discounts 170.10

State Salea Tax 11.91

Room Tax 10.21

Transient Discounts 170.10

State Sales Tax 11.91

Room Tax 10.21 s

KHXAO3LT oo N 2

Xxxxd6iz  aeeee== smummesnEso e
Subtotals -] 384 .44 384 .4

PAID IN FULL --- THANK YOU!
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Click on the red X to close the new window.
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View in Current Window Option

Agapitrs sl Hormes

Fiscquerln Raporti Cah Asvancem

Normal Travel 10/1 to 31,
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[ o R N et e O S R S
= o Bsmirih | Epiegd Deuge | Suredny SR
[T S we— [FrerrrT— = - =
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& WAz Frond Wt == o £ _;""l" ""“"'."';_.'I.:.L::'nl:::l;-m
LOBC W= Feice fer OCEAN /PLAZA  wrwmrn fo0
— LaEST
[otess ifadss & s e 2ritie Ak it mnss i
WROETI Cmnt dvprir =
& 1BATT et Maain r.-.L--I.Ih-. .
GQ viwcadna Foral Cort Coly  Hom c_.m:_ .
» JCAG“C (=Tl o [RTE R :
004 Fead iean
D I Psrtsd Lot Fid ey 3
o s Ugain E:.';].-,':E
[T [r— ol omanar
e w [ YEE TRN KNIR&R13
- fail oA 18
s of Paaaargen FaD 38 FRL --- TRGE P
TOTAL SuCmT TOTAL RECURSTED ~ *
$701.47 §701.47 Bl e |
Click on the double arrow to close the Receipts
window
You can also view the receipt images attached
directly to an expense line item by placing the
mouse point over the Receipt icon in the body of
the Expense report on the left.
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Receipt

eOIC
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Summary .
STATEMENT OF ACCOUNT
L B A
Except o strand e bl Hind G S1en
EXCEPHC i
gl

Expense

Hotel

Personal C

Expensg

28714411

@ 02716410
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@ s ©g 1
T
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Tax
ES
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>
—[ Receipt Image Available ]

el et
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10. View allocations made by the employee. To view the allocation of an individual expense item,

@

hover over the allocation icon - = to display the
details of the Allocation.

—2
Expenses View v [« | Expense || R{
Transaction Date ' Expense Type Vendor Name Business Purp... | City Payment Type Amount Adjusted Clai...
@ 10/09/2014 Fixed Mesls MNOrmal Visits 1a (Sinale Out of Pocket 536.00 536.00 View Reirng
{This expense has been allocated. ] (=]
[ Percentage Department [y Program [y Fund Source [yz | Fund [y Project [y Class Activity Code
a0 Program Integrit...  (1072201) Dept ... (4) Redistribution  {10100) Operati_. (29105050 50/5... 201 -4190602100-10...
70 Program Integrit... (1071101) Certif... (92051) State E... (10100 Operati.. (28105050 50/5... 201 -4190502100-10...
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11. View details for Fixed Meals. Fixed Meals is the expense type for Meals Per Diem

or Travel Allowance.
To view ALL of the Travel Allowances for an

Summary Details - Receipts Print / Email *
Report expense report, click on Details then Expenses &
EXCeption " paport Header Adjustments under Travel Allowances.
Expense Totals
Hotel | Audit Trail =

Personal Car

Approval Flow OR
Expenses Comments

Cash Advances

@ ssigne
® . . ‘.g d Fixed allowances for XX/XX/XXXX
Q Allecations

Travel Allowances
Itinerares

Rej r e Allgwances Summary

> L6¢

Single Day Fixed Meals

Travel Allowances For Report: Normal Travel 10/1 to 31

To view a Travel Allowance, click on the individual
Fixed Meals expense type and then click on Show

Assigned Itineraries || Expenses & Adjustments || Reimbursable Allowances Summary

Show dates from| 10/08/2014 |_| to| 1010812014 |*
Exclude | All O Date/Location Breakfast Provided Lunch Provided Dinner Provided Allowance
[} g 10092014 & B & 25,00

Augusta (Single Day), Georgia

Multiple Day Fixed Meals

Travel Allowances For Report: Normal Travel 10/1 to 31

Assigned Itineraries || Expenses & Adjustments || Reimbursable Allowances Summary

Shnwdatesfrnml |_| tn| |_|

Exclude | All (| Date/Location « Breakfast Provided Lunch Provided Dinner Provided Allowance
o & N gﬂ;ﬂg:nrgia o = 51575
D EI ;gvngﬁgrseorgia D D 525.00
r é ;gvnaynﬁg;‘t(}&urgia = = $29.00
D E‘ ;gvngéﬁgrseorgla ] [l = S27.00
t é Elgr?gu:?gingb Day), Georgia o = = $36.00
= Ly 10/09/2014 = = B cs00

Augusta (Single Day ), Georgia

REMEMBER: Single and Multiple Day Travel Allowances cannot be entered on the same expense

report.

25 Page TeamWorks Travel & Expense Version Date: 04/17/2017
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12. To approve an Expense Report: after you are
satisfied with all the entries, comments and
receipts attached, click on Approve.

Approvals Home Requests Reports Cash Advances

Normal Travel 10/7 to 37 e s

Surgghary Details + Receipar

Send Back to Employes | Approve [l Approve & Forward

Erint / Emailz

Click Accept to acknowledge the Final
Confirmation

Final Confirmation

Approver Confirmation

By clicking on the 'Accept’ button, 1 certify that this report is in compliance with the State of Georgia Travel Policy
and therefore approved for expense processing

Click Approve to accept the Approval Flow and send
the Expense Report to the next level of approval.

Note: The training test agency only has one level of

approval. Each level of approval configured for your
agency will display.

26 |Page TeamWorks Travel & Expense Version Date: 04/17/2017
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How to Allocate Expenses

The Allocations feature allows you to allocate single or multiple expenses to different chart fields
(projects, departments, funds, etc.). Your Agency may not be configured to have the Approver enter
Allocations.

1. Open an expense report from the Approvals The Expense Report opens.
tab, Quick Start Bar or My Tasks.

2. Click the Details tab and select Allocations
from the Allocations section of the drop-down
menu.

Summary Dietails ~ Receipts * Print / Email ~

(=, . Report
Exception Report Header
Expense

M o
Audit Trail

Hotel
L= -=- Approval Flow
Xpenses Comments

Totals

m
]
|
|
L
M
(%]

- Cash Advances

@ | Assigned
@

. Allocations

" Travel Allowances

Itineraries
Expenses & Adjustments
i b

The Allocations for Report window appears.

Allocations for Report: Normal Travel 10/1 to 31

1 | IR | | |

Temarieoe Department Program Fund Source Fund Project

Expense Group Amount

$15.75

Ficed Meals 1
Fixed Meals 1

Rental Car

@ Hotel

10/01/201

4 Hotel Tax
4 Hotel

4 Occupanc

4 Internet Ch

4 Hotel Tax

4 Hotel

4 Occupanc.. 2
4 Internet Ch

4 Hotel Tax

4 Hotel

4  Occupanc.. 2
4 Internet Ch

4 Parking

4 PersonalC.. 1
4

4

Cash Adva

Rental Car ...

Done
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Select one, multiple or all the expenses listed in the

listed in the Expense List that you want to left-hand column.

allocate or click in the _check box next to Date to If you have already entered some allocations, you
select all the expense items.

will see group numbers. Click on Select Group to
choose an entire group of expenses. Click Clear
Selections to start the selection process over.

1 . - ) [=[|E
Alloions for Report: Normal Travel 10/1 to 31
D=t Allocations
Allocate Selected Expenses Clear Selections Add New Alocation
Select Group Percentage Department [y Program [y Fund Source [yz | * Fund 7 Project [y
D Date~ Expense Group Amount
[ 100112014 Fixed Meals 51575
I:‘ 100272014 Fixed Meals 529.00
I:‘ 10/03/2014 Fixed Meals 52500
I:‘ 10/04/2014 Ficed Meals 1 527.00
I:‘ 10/06/2014 Ficed Meals 1 $38.00
I:‘ 10/092014 Ficed Meals 1 536.00
I:‘ 10/04/2014 Rental Car. .. $120.00
@ Hotel
I:‘ 10/01/2014 Hotel Tax 2 £12.00
[] 1oio1/2014 Hotel 2 585.00
[ 1oo12014 Occupanc... 2 $8.00
[] 10012014 Internet Ch... 2 $5.00
I:‘ 10/02/2014 Hotel Tax 2 5$15.00
[ 100202014 Hotel 2 5100.00
[ 1ooz22014 Occupanc... 2 $10.00
[ 100202014 Internet Ch... 2 $5.00
I:‘ 10032014 Hotel Tax 2 515.00
I:‘ 10/03/2014 Hotel 2 $100.00
I:‘ 10/03/2014 Occupanc... 2 51000
I:‘ 10/03/2014 Internet Ch 2 $5.00
I:‘ 10/04/2014 Parking 2 31000
I:‘ 10/06/2014 PersonalC... 3 57872
[ 1o/ms2014 Cash Adva... $0.00
10/03/2014 Rental Car ... £32.00 b
| Done |

4. Click Allocate Selected Expenses.

The Allocations window to the right is now
available.

[] Dater

Alloiii'ons for Report: Normal Travel 10/1 to 31 =

Exp = Allocations
Allocate Selected Expenses Clear Selections T P .
Select Group ~

Amount

Percentage Department [y Program [y Fund Source jy7 *Fund 2 Project [y

Expense

5. Click Allocate By and select Percentages or The system defaults to percentages.

Amount. (see above)
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6. Click Add New Allocation to add an additional
line to split the allocation to two or more
different allocations.

7. Click in the field representing the chart field you
want to change.

TTE System: Approvers Handbook

You can allocate the expenses by a percentage of
the total or by a specific amount

Initially one line allocated per the default settings for
the user as coded in the HCM system with the entire
amount of the expenses to be allocated as dollars or
%.

A new line appears to allow you to split the
expenses between two different sets of GL entries.

Each time you click Add New Allocation a new line
appears and each line has equal distribution (50/50,
etc.).

Select the correct entry for the chart field. Once you

click on a field, a list of available choices appears.

If you know the information for the chart field you
may type it in

Allocations

Total:$32.00  Alloc ated:$32.00 (100%)

Add New Alloc ation Delete Selected Allocations [ ] [ ]

Remaining: $0.00 (0%)

N Percentage * Department [z | " Program [y *Fund Source [z | " Fund [y7 * Project [z

50 Program Integr... (1073201) Dep... | |[EENCRemaas | » | | (10100) Opera... (259102050) 500..
F

|:| S0 Program Integr... (1073201) Dep...

Type to search by:

8. Enter the % or the dollar amount in the
Amount/Percentage field you wish to
allocate.

29 | Page TeamWorks
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Text '® Code
(Code) Text
{21112) CHIP - ADMIN AND TRAINING
{21121) CHIP-BENEFITS
{21122) CHIP ADMIN & TRAINING
{21131) CHIP-BENEFITS
{21132) CHIP ADMIN & TRAINING
{21141) CHIP - BENEFITS
{21142) CHIP ADMIN & TRAINING
(21188) CHIPRA OUTREACH GRANT
{4) Redistribution

Notice where the scroll bar is. The goes to the point
in the list that reflects the default coding. Use the
scroll bars to navigate up or down through the lists
in the chart fields.

Also, notice than the default search is by code. You
can change the search to text by clicking the Text
radio button.

Click on any additional chart fields you need to
correct for this allocation.

Percentage appears if you chose to allocate by
percentage; Amount appears if you chose to
allocate by Amount.

& Expense Version Date: 04/17/2017
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9. Click Add New Allocation for each additional Add as many allocations as necessary. You can
line of allocation you require. Then repeat steps adjust the amounts or percentages.
7 & 8 for each line of allocation you add. To remove unwanted lines, click on the checkbox

next to the unnecessary line and select Delete
Selected Allocations then click Yes to confirm the

deletion.
Allocations Total:$32.00 Allocated $32.00 (100%) Remaining: $0.00 (0%)
Alocate By: ~ [l Add New Allocation Delete Selected Allocations Add to Favorites
| Percentage * Department [z | * Program [z “Fund Source [z | * Fund 7 * Project [y7
r
D 20 Program Integr... | | (1073201) Dep... | | (4) Redistribution | | (10100) Opera... | | (28105050) S0/..
F
D a0 Program Integr... | | (1073201) Dep... | | (4) Redigtribution | | (10100) Opera... | | (28105050) 50/..
[#] D Program Integr... | | (1073201) Dep... | | (4) Redistribution | | (10100) Opera... | | {23105050) S0/..
Allocations for Report: Normal Travel 10/1 to 31 Bl
Expense List Allocations Total:$32.00  Allocated:$32.00 (100%) Remaining:$0.00 (0%)
O Percentage “ Department [y7  * Program [y *Fund Source [y7 | “ Fund 7 * Project [y
D Date~ Expense Group Amount D T 20 Program Integr. (1073201) Dep. (4) Redistribution (10100) Opera. (28105050) 50/
[[] 10/01/2014  Fixed Meals $15.75 o Tao Program Integr (1073201) Dep. (4) Redistribution | | (10100} Opera. (25105050) 500
|:| 10/02/2014 Fixed Meals $25.00
-+ I T R y Sy R S
Tj' m Casnm -:-\-w"-;nnn o 4 h ot hadhesdiianden el il
10/03/2014  Rental Car $32.00 4 | »
Save Cancel
10. Click Save and then OK in the Success box. @

The allocation icon now appears to the left of
the expense items that have allocations.

11. In the Allocate Report window, click Done.

Expenses View = |
Transaction Date+ Expense Type Vendor Name Business Purp... C
@ 10/08/2014 Fixed Meals MOrmal Visits A
@ 100872014 Fixed Meals MOrmal Visits O
30]Page TeamWorks Travel & Expense Version Date: 04/17/2017
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Send an Expense Report Back to the Employee

All reports awaiting your review and approval appear in the Approval Queue section of the My
Concur page.

1. Open an expense report from the Approvals The Expense Report page appears.
tab, Quick Start Bar or My Tasks.

2. Click the report name (link) to open the report.

3. Click Send Back to Employee. The Send Back Report box appears.
4. Enter a comment to explain to the employee The report is returned to the employee.
why the report is being returned, and then click
OK.
Normal Travel 10/1 10 37 wmesem
#

Send Back Report

Comment History
Date Entered By Comment Text

Add a comment to explain why you are returning the report. Then click OK to return the report to the employee.

Comment
I
Cancel
3l1|Page TeamWorks Travel & Expense Version Date: 04/17/2017
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Add an Additional Review Step for an Expense Report

Depending on your Agency configuration, you can add a one-time additional approval step for an
expense report, as needed. For example, if the expense report has an allocation to a cost center that
is not within your approval authorization, or some expenses require Budget approval, you can
manually add the appropriate additional approver for the report.

1. Access the expense report from the Approvals The Expense Report page appears.
tab, Quick Start Bar or My Tasks.

2. Open the expense report by clicking on the
report name.

3. Click Approve & Forward. The Approval Flow for Report window appears.
4. Enter the last name of the approver you want to The system will display a list of matches. Select the
add in the User-Added Approver field. appropriate approver.
-OR-
Click the User Added Approver field and type in A list of search options appears.

the name of the additional prover or enter an *
to see a list of all approvers in your Agency. Use
Search Approvers By dropdown arrow to
change the search criteria.

Select the desired search option from the Search by First Name, Last name, Email Address,
dropdown list. Login ID

In the User-Added Approver field, type the The system displays all matches for the search
last name of the approver you want to add. criteria that you entered.

From the list of matches displayed by the
search, select the appropriate approver.

5. Enter any comments necessary for the added

Approver in the Comment box. The expense report is forwarded to the additional
6. Click Approve & Forward approver.
ﬂ\i_::_, | '__' 5“' FII-I -|I 1 il @l 1 T_ [“"‘HI ::.-' | ¥
Travel 10/1 to 31
[rumsi
Austin,

Search Approvers By

Approve & Forward
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7. Click on Accept in the Approver The report continues the approval hierarchy and the
Confirmation dialogue box. Employee status for this report is updated.

Final Confirmation

Approver Confirmation
By clicking on the ‘Accept’ button, T certify that this report is in compliance with the State of Georgia Travel Policy
and thersfors approved for expense processing

Review a Resubmitted Expense Report

Any resubmitted Expense Reports waiting for your review and approval are accessible from the
Approvals tab or on the Home page from the Quick Task Bar or My Tasks and are indicated by

the @ icon.

Approvals
02 04 02

Expaa

Expansae Repors
i poaitl Mama F ey i Ripoat Diate Amur] Dues Employes Ryt Dl fi sl

kil " e w1204 305 4 2y
NOrmeal weekly i SMETY am 5305 44 5305 44

20 o eyl Sharry 102R2014 5541 47 §791 47

MM

You may view the comment before opening the
report or after you open the report. (see step 3)

1. Place mouse pointer over the comments icon o
to view the comments you entered when
returning the expense report

2. Click the report name (link) of the report with The expense report appears.

This icon indicates the report was returned to the

the Resubmitted icon ® to open the report. _
user, corrected and resubmitted for Approval.
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2. Click on the Details tab and select Comments The Report Level comments will appear. The
from the Report section.

Expenses

Cash Advances

Itineraries

Summary Details » Receipts + Print / Email »

— Report

cxcepuor

Excepuorn Report Header

E

rpense Totals

NI o

Hotel Audit Trail
= - Approval Flow

Expenses & Adjustments

comments you entered to instruct the employee
what to correct appear here as well as any
comments the employee sent back to you.

Comment source is indicated in Entered By.
Click Cancel to exit the Comments.

i X
Comment History
Date~ Entered By Comment Text
1113/2014 Austin, Leslie Mileage on 10/6 is more than what the mileage calcultor creaated

with no explanation. Please correct and resubmit.

If you would like to add a comment to this report, type it in the text box below and then click Save.

Comment

@ Assigned !
i Allocations
@ Allocations
@ Travel Allowances

m Cancel
3. Review the item that was corrected.
4. Click Approve. The prompts will be the same as The report moves to the next step in the workflow.
when you first approved the Expense Report.
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Section 3: Review & Approve (Authorization) Requests

Depending on your Agency policy, employees may be required to submit a Request to get pre-trip
authorization before incurring travel expenses under certain Agency specified conditions. Once
submitted, the request is routed to the Request Approver. Request Approval hierarchy is determined
by each Agency. Request will not appear if it is not configured for your Agency or if you do not have
approval authority.

Requests waiting for your review and approval can be accessed from the Approvals tab, Quick
Start Bar or My Tasks.

1. Access a Request from the Approvals tab, The Request opens showing summary detail by
Quick Start Bar or My Tasks. Click on the segment type.

Request name to open it.

2. Review the Summary Request Header The Request Summary opens automatically when
information. you open the Request.

To view segment details, click on View Segment
Detail or the Segments tab.

If you see the delegate icon i'i it indicates this
report was submitted by a delegate and not the
employee.

Z'_{ECJ__JE‘Eiix-ﬁ.J"-’ ., T T ST o
3 Samhin: Subminied & Pending Apgsoval
Hivpirst N g 5 B I a0
| Trawel

TICNI0 Pawicsl Ty Doy 4802 0D el 3

3. Review the Segments information: click on the

h ' Segment information can contain specific airline
Segments tab to view the details.

ticket costs, car rental costs, hotel costs,
miscellaneous costs and dining (Meals Per

35]Page TeamWorks Travel & Expense Version Date: 04/17/2017
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Diem/Travel Allowances) estimated by the employee
for the requested travel.

Using the Scroll Bars on the right, scroll through and
review each segment.

Air Ticket Segment

e Air Ticket Round Trip One Way Multi-Segment Amount : 5275.00
Qutbound Fiom
To:
Date:
Comment
Return
Date:
Comment: 41,26 to 27
=3
Car Rental Amount : 565.00 Car Rental Segment
Pick-up City:
Date:
Detail
Drop-off
City:
Date:
Detail:
Comment: 1126 to 27
=
@ Hotel Reservation Amount : $175.00 HOteI Segment
Check-In city:
Date:
Detail:
Check-Out
Date:
Comment: {1/20-23
36|Page TeamWorks Travel & Expense Version Date: 04/17/2017
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e Miscellaneous Amount: 525.00

Miscellaneous Segment

Departure City:
Arrival Date:

Detail:

Arrival City:
Departure Date:

Detail:

Comment s> Bridge Pass

4. To review any documents attached to the
Request, click on Attachments.

Approval Herme Foissiri 15 Riispeati

Reqguest 3MJY v ssum
Hequesi Hame: Hormal Traeed 11020:27
Purpoas: Komal Trawed

Baguert mader | Segrewtn | Espenss Tomemary  Agprossl P

fiate [T

Frss) Fpiriting

T~ 7] Famtsl Carn Doy 8200 HOM
] Laagrg [T 1SN
112 Pt s ooy 4500 80

TOTAL AT

$330,00

FOTaL REGUESTED

$330,00

5. Select View Documents in new window to
display the attachments.

= T T e T

Saghin: Subsrited L Pescieg Appsoval
Amosnt: $10 00

e e

Aftachments ~
View Documents in a new window

Attach Documents

Print / Email »
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Approve & Forward

Status: Submitted & Pending Approval
Amount: $330.00

Notice that comments were entered for the

Miscellaneous request. It is a required field for the
traveler.

There is also a segment available for entering Dining
(Meals Per Diem).
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6. To approve the Request, click on Approve
OR

TTE System: Approvers Handbook

An approval confirmation acknowledgement will

Request SMJY mswm

Higarmst Harme: Mol Tarrsd 180027
Purposs; Mormal Trsvel

appear briefly.

Sestoy: Submilled & Panding Approval
Amoan 53 D)

7. To return the Request to the employee, click on

Send Back Request.

Regqerty Rapti Cash Advaee

Request 3MJY

Hisguest Hame: Nomal Tersd 182027
Purposs; Mormal Trsvel

Send Back Request

= O T 0 D

Sestoy: Submilled & Panding Approval
Ampant B530 03

Clicking on Send Back Request opens the Send
Back Request dialogue box. In the Comments
box enter exactly what you want the employee to do
before he re-submits this same Request.

Click on OK to send the Request with your
comments back to the employee.

Creaisn daie = b Enteded By
1032014 Lotk

Comment Text

Vihede i e requesi for
thelr BaSR pass we
dmcunsed”

Al & omment 4o suplin whty you ane relurmng e reques!. Thes chek OK 16 refurn the

reguesl 1o the erpicres

il

8. To add an additional review step for the
Request, click on Approve & Forward.
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. !

Request 3MJY - T e O
(1 mial Tawesl 1R00-27 . mm

w: Submifted & Pendieg Approvsl

el Hame: Metmial b2 Amosnt 530,00
5 M Tim

S P . e P il e e o e

The Approval Flow tab opens.

Reqguest 3M]Y : . I B0 | v—l I.J —‘:If!::l
e - ]

Click in the User Added Approver field and type The system will display the best matches it can find

the last name of the approver you want to add to as you type.

the Workflqw or enter an asterisk (*_) to view all the Select the appropriate approver from the approver

approvers in the Agency or to use different search list.

criteria to locate the added authorized approver.

Click on the drop-down arrow in the User-Added The Search Approvers By box appears

Approver box

Click Approve A brief confirmation box appears and will auto clear.

Section 4: Review & Approve Cash Advance Requests

Employees may be able to request a Cash Advance in TeamWorks Travel & Expense before incurring
travel expenses. Once submitted, the request is routed to the Cash Advance Approver. Cash Advance
Requests waiting for your review and approval can be accessed report from the Approvals tab,
Quick Start Bar or My Tasks.

Cash Advance will not appear in the Approvals tab, the Quick Start Bar or My Tasks if it is not
configured for your Agency or if you do not have Cash Advance approval authority.

1. Access a Cash Advance Request from the The Cash Advance Approval List opens.
Approvals tab, Quick Start Bar or My Tasks and

clicking on the Report Name. Select one to review for approval by clicking on it.
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Requests Expense Approvals Reporting

Approvals Home Requests Reports Cash Advances

Approvals
02

Requests

04

Expense
Reports

02

Cash
Advances
Cash Advances

Cash Advance Name Employee
Travel 11/20-23

State Convention 11/17-20

~

Amold, Sherry

Amold, Sherry

Lo WY S SRRV s e S P IR e i

TTE System: Approvers Handbook

Help ~

App Center .

Profile -

Request Date Amount Requested

11/04/2014 $300.00

11/06/2014 $500.00

NN
“adl

.Ah

2. Review the submitted data.

You may change the amount of the Cash Advance
and add a Cash Advance Comment to explain why.

There are only a few fields in the Cash Advance
Request. You can see all of them. However, only
the Name, Amount, the Travel Start Date and
the Travel End Date are required of the employee.

If the employee has entered a Requested
Disbursement Date, please pay attention that the
disbursement can be made by this date. Employees
are instructed to request manual disbursement if
there are five business days or less between the
request date and the required disbursement date.

3. Review Attachments.

To review any attachments, click on Attachments
and then select View documents in a new
window.

4. Approve the Cash Advance.

To Approve the Cash Advance, click on Approve.
There are only a couple of fields in the Cash
Advance Request. You can see all of them.

Click on Accept in the Final Confirmation box that
appears.

Enter any optional comments in the Approve Cash
Advance comment box appears.

Click OK.

Upon approval, the Cash Advance Request will be
routed to the Cash Advance Administrator for final
approval and release to the accounting system for
disbursement.

TeamWorks Travel
State of Georgia
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5. Reject the Cash Advance

Cash Advance Details: State Convention 11/17-20

TTE System: Approvers Handbook

To Reject the Cash Advance, click on Send Back to
Employee.

A Send Back to Employee comment box appears.
You are required to enter a reason for rejecting the
Cash Advance Request.

Click on OK.

The rejected Cash Advance Request is routed
back to the employee.

Mame Cash Advance Amount Purpose
State Convention 11/17-20 500.00) |U5|3 v

Travel Start Date Travel End Date Requested Disbursement Date
TINTI2014 TUZ02014

Comments History || Expenses | Audit Trail

Date Entered By Comment Text

Cash Advance Comment

City

:] Send Back o Employee Cancel

Final Confirmation

Approver Confirmation

therefore, this Cash Advance Request is approved for processing.

By clicking on the "Accept” button, I certify that this Cash Advance Request for this traveler is in compliance with
the State of Georgia Travel Policy and the Office of Planning & Budget's Policy governing Travel Advances;

41| Page TeamWorks Travel
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Approve Cash Advance :

Comment

m Cance'

Send Back to Employee *

Comment

m Cancel

Section 5: View Previously Approved Requests or Reports

Previously approved Requests or Expense Reports no longer appearing in Reports Pending Approval
may be accessed from the Approvals tab, Quick Start Bar or My Tasks.

Home tab View:

Take a Tour v Help

Home Requests Expense Approvals Reporting ~ App Center

Profile ~ &

07 00 00 00 00

New Required Autnorization Available Open Cash
Hello, Leslie Approvals Requests Expenses Reporis Advances

COMPANY NOTES

Travel Training Portal

Plaasa sas the link abova for additional Traval training opportunitias.

MY TASKS
m Required Approvals > m Available Expenses > m Open Reports f
Authorization Requests 02 You currently have no available expenses You currently have no active reports.
42 Page TeamWorks Travel & Expense Version Date: 04/17/2017
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How to view previously approved Expense Reports (continued)

From the Approvals Home select Requests or Reports.

Help ~
CONCUR Requests Expense Approvals Reporting ~ App Center ()
Profile ~ -

Approvals Home Requests Cash Advances

Approvals

02 04 01

Requests Expense Cash
Reports Advances

Expense Reports

Report Name Employee Report Date Amount Due Employee Requested Amount

NOrmal Travel 10/16 to 31

NOmal weekly i Amold, Sherry 10/31/2014 $305.44 $305.44
®0 Hgm}g: \an;\tf‘ 107t 31 Armold, Sherry 10/28/2014 $541.47 §791.47
Lgﬁ;la?\,l,é%;é Travel Amold, Sherry 0911612014 58512 83512
®0 Normal Travel 8/1 to 15 Amold, Sherry 0B19/2014 $831.03 533103

Normal

The Approval tab offers additional options for viewing Request or Expense Reports pending and/or
already approved.

Approve Reports View:

Reports Pending your Approval({d)

[ g Fr— [T ey w— (IR, Sy SN ——
E— i P 8 b 10 warE a i 130k i 13084
et
i TP it s ikl o ol s kool s B o 0 e g o N W ] Ay i B s P i
[ttt g sty
8 Vg T S B S B e e TR 0 e 1 ar Ly
e S et

S

e ey S [ g S e ey e B e e b sy B s b

v Tz i i i 1

“ L W “ el B8 T
"

..... sl by e e Wt e B L 8 Fr by b ey |
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How to view previously approved Expense Reports (continued)

Select the Approvals tab, or select Required
Approvals from the Quick Start Bar or My Tasks The Approvals Home opens

I Hmn - Help

Home Requests Expense Ay H Reporting ~ App Center .
Profile ~

07 00 00 00 00

New Required Authorization Available Open Cash

Hello, Leslie Approvals Requests Expenses Reports Advances
COMPANY NOTES

Travel Training Portal

Please see the link above for additional Travel training opportunities.
MY TASKS l

m Required Approvals > m Available Expenses > m Open Reports

Authorization Requests 02 You currently have no available expenses. You currently have no active reports

CONCUR Requests Expense Approvals Reporting App Center

Approvals Home Requests Cash Advances
Approvals

02 04 01
Requests Expense Cash
Reparts Advances

Expense Reports

Report Hame Employes Report Date Amount Due Cmployes Requested Amount

The Reports Pending your Approval window opens
Select Reports
Select View

44 Page TeamWorks Travel & Expense Version Date: 04/17/2017
State of Georgia



TTE System: Approvers Handbook

How to view previously approved Expense Reports (continued)

Select the filter that serves your needs For our example, we selected Reports you approved

last Quarter to filter the information
|~

@ Reports Pending your Approval -

Reports you Approved this Month
Reports you Approved last Month

T—

Reports you Approved this Quarter
[ Reports you Approved last Quarter
Reports you Approved this Year
Reports you Approved last Year
All Reports you Approved

Click on the drop-down arrow to begin selecting the For our example, we chose Submit Date. The
report criteria in the first field following two fields will change depending on the
report criteria chosen in the first field.

Expense Report List

Reports yoUlllpproved last Quarter

Report Mame b Begins WWith b
‘Report Name :

Report Name Comments
— Employee First Name E

Employee Last Name _IS_IE:;?::I;%M 0701-0722 PLease check the allocation fo

Employee ID

Report ID sntry allocation has been charged to another department. If applicable, prior to approving add an additicnal approv
Isure report should contain both Mileage and Fuel expenses. Mileage amount includes fuel reimbursement.

Submit Date 1wuld be submitted within 45 days after the trip is complete. Please be more timely in completing your expense rep,

— A 1 Stati
pproval Status Normal Travel 6/1 to 715

Payment Status Mormal Travel

[” Receipts Received ) ) ) . »
#ntry allocation has been charged to another department. If applicable, prior to approving add an additional approv

Receipt Image Available : or more entry level exceptions.
— Report Total
d Orlando /6 to & Why are there no meals on this
Amount Approve: Testing REview and return

|: Amount Due Employee
L. 1ms report anaror entry alloc ation has been charged to ancther department. If applicable, prior to approving add an additional approv
This repert has one or more entry level exceptions.

Choose your display criteria In our example, we chose Before

Expense Report List

Reports you Approved last Quiarter
=53

Subemd Date - Equals C Go |

Equals

Before
@ , Shenry B Aftar PlLaasas chack the abocalion for xy

Employes Hame Comments
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How to view previously approved Expense Reports (continued)

Select an option from the third report criteria field For our example, we October 1, 2014. The report
and click Go. criteria will change depending on the report criteria
chosen in the first field.

Expense Report List

Reports you Approved last Quarter

Ve
Submit Dale o Before b 1012014
O Employes Hame Repar Mame ¢ October 2014 » 3
.5 , Sherry B Spotlight 0701-0T22
Training T F 8
2|3 |4

Ay This report andior enfry aliocation has been charged lo anciher departme
44 Please review bo ensure report should cortain both Misage and Fusl exp
ik Expense reporis should be submitted within 45 days afler the bnip & comg - ! 1 . et
12|13 | 14| 15 | 16 | 17 | 18
Sherry B. Mormal Travel 61 (o M5 oy | | B N ey EOR B

Hormal Travel -"'J_ o | 21 |22 (23] 24| 25

O 6|27 (28 | 20 | 30 | 31
- Ah This report Sndiod niry bt abon has been chargsd 1o ancilhed deqartie i
J“Thﬂtlﬂﬂhﬂ{mlﬂmﬂi}'h“’ﬁﬂ:w

® ] Sherry B. Orlando 716 to 9
Tesing

Report data based on the filter and selection criteria
you have chosen will appear.

Reports you Approved last Quarter
P oy mons [ - F—— Aopontr B s T
ﬂ ey i W Tre it 1 T b B P e Db b By T Rt Bt s P et L =] ik Reioh Wik
PR R ——
== Rt —— e e s —
Ll
s Tm vl s wry shen aiew B e et s e dvp e |y s e ey eery ks e 8 vy b e g Ay b snry B e P e sy
e
— T e — et EWEN i
® I
L ——————
ot el
., — iy ;.I-"'!hl .n'\.'-‘-imdr-lr-hlu-—-"' e Bt s gt e U e ] Y
= T
J T 0 4 A 4 e A 8 43 S s P P A S T
an 10 s B e 8 s S e e MO
ey @ Im-.u.'hulﬂu.lﬂ e bt b P et AT Ll U L e
T e o . i g, 5 g . e g e s B i s
v THS ot B 9 Pt e
Ty pmigmt # 470T FLames heun B A B | ] R i S Ll ] L]
:
—
oLt b e it e s 3 8t St 1 e et i i
. - I, i L S ——
B e bt T o Al et e
46 | Page TeamWorks Travel & Expense Version Date: 04/17/2017

State of Georgia



TTE System: Approvers Handbook

How to view previously approved Expense Reports (continued)

Consider using this same option with the Reports
Pending Your Approval options to select the oldest
outstanding reports to approve.

Click on a report in the list to open it and view the

data.

l:l:rm:uﬂ Fogasn  Dipema  Appewa

(5
wn
i

e w

J e tgma CE—— [P

T L b R B ety e ] g Brmw Py s

L]
§ iR I — = =
@

§1.05000 §E1251

Once you open an already approved Expense
Report for review, Next Report and Previous
Report buttons appear at the bottom of the
expense report page. You can scroll back and forth
from report to report easily.

These buttons appear for all previously approved
reports, when the approver is reviewing historical
data. They do not appear for reports pending
review, where the approver needs to take action to
approve or return the report.

When you exit Reports, the system will default to
the Reports Pending your Approval view.
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How to view previously approved Expense Reports (continued)

All Approved Requests (48)
=3
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Appendix A: Buttons and Icons Reference

Button/Icon Description

General:

C. [T m Tabs: Click to return to the Home page
Tabs: To access specific functions

oot ° Tabs: To access traveler profile settings or administer for another user
rafile -
- (delegate/travel assistant)

Approver:

Approve: Approve for processing

Approve & Forward Approve & Forward: Add additional review steps for an expense report
Send Back i Employee Send Back to Employee: Return the Report or Cash Advance to the
employee unapproved; requires Comments from the Approver

Request:

Air 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

Aftachments v Attachments: Check or add attachments to a Request

. Print/Email: Print or email the Request

II 009 0O

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
Request segment

Resubmitted: This icon indicates a Request was returned to the traveler by

Send Back Request

@ an approver at least once and remains with the report from that point
forward.
Submit Request Submit Request: Submit the Request for approval
m Recall: Allows you to recall a submitted Request if it has not been approved.

Expense Reports:
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Button/Icon Description

Receipt

Upload

+'¢“ E“I”="“¢ New Expense: Add a new expense entry to an Expense Report.
! + :
C“;it:o'ffw ; + Create New Expense Report: Create a new expense report
+ + New: Access to Start a Request, Start a Report, New Cash Advance or
New Upload Receipts from the Quick Task Bar
Uplo-$ New Upload:

+ Upload New Receipt: Upload a new receipt (support document or
receipt)

[ Attach Receipt l

Attach Receipt: Attach a receipt to an expense item

Feceipts =

Receipts: Access to attach receipt images or view previously attached
receipts.

Receipt Required: Statewide Travel Policy requires a receipt for this item

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.
Allocate By: - Allocate By: Select between allocating by percentage or amount.
Allocate Selected Expenses Allocate Selected Expenses: To open the allocation window
Clear Selections Clear Selections: Clear the items selected for allocation

Delete Selected Allocations: Delete on or more allocation rows

Select Group: To select a group of allocations previously entered to review or
edit

Allocations: Indicates that an expense entry has been allocated.

New Attendee: Add a new attendee to an expense report.

Attendees: Indicates that an expense entry has associated attendees.

Calendar: Brings up a calendar to select transaction date

Credit Card Transaction: Indicates that an expense entry was from a credit
card transaction

Comments: Indicates that an entry has comments associated with it

Copy: Copy an expense item
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Button/Icon Description

Copy Report Copy Report: Copy an expense report
Delete: Delete an item
Delete Report: Deletes the current expense report. *Only originator can

Delete Repaort
delete

Details: Provides options to view details of the expense report such as the
report header, allocations, and audit trail
m Move: Move an expense item to another expense report; also used to move a

Details =

trip expense from Available Expenses to an expense report

Exceptions: Indicates that an expense entry has an exception associated
with it; red exceptions create a hard stop; yellow exceptions allow you to
continue

Hide Exceptions Hide Exceptions: Toggle to hide or display report exceptions

Import: Access to Available Expenses display for reservations and/or
credit card charges available to be imported the expense report

Innport

Import: Import selected Available Expenses into expense report

Delete: Delete an Available Expense item from the Import display

Match: This is used to combine Available Expense entries in the Import
tch display when Corporate Card Charges and Trip data are not automatically
matched by the system

Unmatch: This is used to unmatch previously matched Available Expense
entries in the Import display when Corporate Card Charges and Trip data
were not automatically matched by the system

Itemize: Begin the itemization process; for example, hotel expenses must be

[temize . .
itemized

e Save Itemizations: Save itemizations entered in an expense; currently only
Save ltemizations required for hotel expense and Car Rental Only for rentals at Hertz, Capitol
Hill location only.

Show / Hide Itemization: Click to view or hide itemization details

Nonoa
W a |'|='I

Go to Single Day Itineraries: Access Meals Per Diem entry for Single Day

Go o Single Day ineraries .
J y (no overnight stay)

Go to Standard Itinerary: Access Meals Per Diem entry for Multiple Days
(with overnight stay)

Add Stop: Add a stop to a Standard Itinerary to calculate Meals Per Diem for
multiple days with an associated overnight stay

Go to Standard Kinerary

2

d Sto|

=

Next>>:

— <<Previous: Navigate to next or previous step in the process

e Save Itineraries: Save Single Day Itineraries entry

Create Expenses Create Expenses: Creates Fixed Meal Expenses on an expense report

Update Expenses Update _Expe_ns_es: Add new or co_rrected Meals Per Diem to an expense
report with existing Fixed Meal entries
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Button/Icon Description

[ Mobile Expense: Indicates that the expense was entered in Concur Mobile
5 Multiply: Reverses the exchange rate when working with foreign out of
pocket transactions
Print / Email * Print/Email: Access the fax cover page or detail report for the current

expense report

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

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

Save: Save an expense item

Submit Report: Submit the Report for approval

m Recall: Allows you to recall a submitted Expense Report if it has not 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
n Travel Search Air Fare Legend: Flight has least cost logical airfare
R Travel Search Air Fare Legend: Refundable Fare
}) Travel Search Air Fare Legend: Arrives on a different day than departure
L Travel Search Air Fare Legend: Short or long connection time
'“;- Travel Search Air Fare Legend: Turboprop aircraft used
% 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
%‘b Travel Search Air Fare Legend: Flight has 100% Go-Go Wi-Fi coverage
@ Check Flight Status: Click to check the status of a booked flight.

Peaches: Preferred Vendor with special pricing for State of Georgia

Yellow Diamond(s): Northstar Travel Rating for hotels

Choose Room: Select to view hotel rooms and rates available at the selected
hotel

View Rates: Click to view lowest hotel room rate and make the choose room
option available

choose room »

View rates
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Button/Icon Description
More Info: Click to view hotel detail information such as cancellation,
amenities, etc.

more info
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Appendix B: Expense Report Approver Checklist

Open an expense report from the Approvals tab, Quick Start Bar or My Tasks and select
Expense Reports. Click on the Report Name you want to review for approval.

Summary Tab:
The Expense Report opens in the summary view. You have a “bird’s eye view of Expenses,
Cash Advances, Requests and the Report Summary

] Review any Requests in the Requests section of the Summary Tab by clicking on the
Request Name in the Summary view.

[l Cash Advances assigned to the report appear in the Cash Advance section of the Summary.
They can also be viewed from the Details tab.

1 Click on the Report Totals link in the Report Summary section to view more detail
Exceptions:

] Review any Exceptions. Click on an exception to open the expense item the exception
references. You can view expense detail, attached receipts or summary information for the
expoense item.

Report Name:

1 Click on the report name to open the Report Header and review the information for
accuracy.
Details Tab:

] Review the Audit Trail
L1 Review the Approval Flow
L1 Review Comments for the report or add any comments you feel are necessary
L1 Review and/or enter any Allocations (depends on Agency configuration)
[1 Review Cash Advances Assigned
0 Review Travel Allowances (Meals Per Diem) entered
Expenses:

1 Click on an expense to review in individual expense item detail, attached receipts or
summary information. Pay careful attention to Air, Hotel and Rental Car receipts.

Hover over Receipts icon O to view receipts attached to individual line item Expenses
Review Personal Car Mileage and Mileage Calculator Mileage calculations

Hover over Allocations icon @ to review allocations made by the employee to an individual
line item

] Hover over Comments icon @ to review any attached comments.
Receipts Tab:
L1 Click Receipts Required to detail receipts required by statewide Travel Policy
Click View Receipts In New Window or View Receipts in Current Window to veiw
ALL receipts attached to the report.
Attachments

1 Click Attachments and then select View receipts in new window. You will be able to
view

Oooo

any documents attached to the Cash Advance.
Approve or Deny Report:
Select Send Back to Employee, Approve, or Approve & Forward
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Appendix C: Cash Advance Approver Checklist

Access a Cash Advance Request from the Approvals tab, Quick Start Bar or My Tasks and clicking on
the Report Name

All fields are visible from the Cash Advance Approval List
L1 Click Attachments and then select View receipts in new window. You will be able to
view
any documents attached to the Cash Advance
1  Select Send Back to Employee or Approve
Send Back to Employee requires a comment to the employee to complete the process.
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Appendix D: Request Approver Checklist

Access Request from the Approvals tab, Quick Start Bar or My Tasks. Click on the Request name to
open it.

Request opens to Expense Summary view
Request Header Tab:
[1 Review the Request Header Information
Segments Tab:
[1 Review any Car Rental requests
L] Review any Airfare requests
] Review any Hotel requests
(1 Review any Meals requests
1 Review any Miscellaneous requests
Attachments:
L1 Click on Attachments and select View documents in a new window to review
attachments.
Approval Flow and Audit Trail and availabe for review
Approval:
1 Select Send Back Request, Approve or Approve & Forward
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