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1. What does a single line itinerary row error mean? How do | correct it?

This error message means you didn’t complete a Travel Allowance Entry. Each Request
for meals Per Diem (Travel Request) has at least two lines. If it does not, you will receive
an error. To fix the problem, edit the incorrect entry.

Inside the Expense Report with the error:

e Click on the Details tab
e Select Available ltineraries

CONCUR

My Concur  Request | Expense | Profile  App Center

View Reports MNew Expense Report  View Receipt Store  View Cash Advances  New

Spotlight 0701-0722
l@NewExpen:»e | Details - | Receipts | Print / Email - |

Exceptions = Report

Expense D Report Header

N/A Totals ‘report should co
Audit Trail

Approval Flow
Expenses Copy | View
| Comments I =

C] Lol Requeste
Adding New Expense Cash Advances
e Available
07/16/2014
Assigned o 45

Allocations

( ] i0 3
Allocations

07/16/2014

C’( Travel Allowances 0 S40

MNew Itinerary

07/16/2014
O( () Available Ttineraries 32 58
07/16/2014 Expenses & Adjustments

o 0o 0o O

Reimb le Allowances Summary

€

e Locate the Travel Allowance in the Assigned Itineraries section with only 1 line
and select it.
e Click on Edit.
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Create Mew Itinerary

Edit Unassign

Departure City

= inerary: Q&A 071814
Atlanta, Georgia
Savannah, Georgia

Vidalia, Georgia

Available Itineraries

rAmsigned Htineraries

Date and Time ~

07/11,/2014 07:00 AM
07/13/2014 08:00 AM
07/13/2014 04:00 PM

= inerary: 07/15/2014 Augusta (Single Day)

07/15/2014 07:00 AM

Expenses & Adjustments

Travel Allowances For Report: Spotlight 0701-0722

Reimbursable Allowances Summary

Arrival City Date and Time

Savannah, Georgia 07/11/2014 11:00 AM

Vidalia, Georgia 07/13/2014 09:00 AM

Atlanta, Georgia 07/13/2014 07:00 PM

Decatur (Single Day), Georgia 07/15/2014 02:00 PM

Arrival Rate Location

CHATHAM COUNTY, US-GA, US
US-GA, UNITED STATES
FULTOM COUNTY, US-GA, US

Decatur (Single Day), US-GA, US

Atlanta (Single Day), Georgia

Decatur (Single Day), Georgia 07/15/2014 06:15 PM Atlanta (Single Day), Georgia 07/15/2014 07:30 PM Atlanta (Single Day), US-GA, US

= Itinerary: 07/16/2014 Rome (Single Day)

Alpharetta (Single Day), Georgia 07/16,/2014 06:30 AM Rome (Single Day), Georgia 07/16,/2014 03:30 PM Rome [Singe Day), US-GA, US

Available Itineraries

Current ltineraries ¥ | Delete Assign
Departure City Date and Time ~ Arrival City Date and Time Arrival Rate Location
SL It 2 0 /20 ij ay)

e The Edit Itinerary window will open.
e Add the missing leg of the trip in New lItinerary Stop.

o NOTE: If this was a request for Travel Allowance for travel NOT associated with
an overnight stay, you MUST choose locations that have (Single Day) in the
location name.

e Click Save

Travel Allowances For Report: Spotlight 0701-0722

Edit Itinerary Available Itineraries Expenses & Adjustments Reimbursable Allowances Summary

Itinerary Info

ltinerary Name

07/16/2014 Rome (Single Day)

| AddStop || Delete Rows New Itinerary Stop

1 Departure City « Arrival City Arrival Rate Location Depart from (city)
Rome (Single Day), Georgia

O CHemRGosi™ e BRSSIEInsoee romesnscom uscaus || RomeEnRim S
Imfmfzmq &=
Time
IS:}EI PM

Arrive in (city)

|sipharetta (single Day), Georgia

Date

ID?fleZO 14 (c]
Time

|7:nn PM| |

Go to Single Day Itineraries Next == T
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¢ The Travel Allowance for that day will then have all the necessary components to
process the Travel Allowance.
e Click Next
Travel Allowances For Report: Spotlight 0701-0722 glix
Edit Itinerary | Available [tineraries | Expenses & Adjustments | Reimbursable Allowances Summary
Itinerary Info
Ttinerary Name
07/16/2014 Rome (Single Day)
Delete R New Itinerary Stop
] Departure City ~ Arrival City Arrival Rate Location art from (city)
O ierot o an == Sona/solioaaopia o Rome (Snge Day, US-GA, Us 112 (Sngle Bay), Seorgia
O fomeSinoleom) Geows  Abhaeta GngleDan. G- uprare ot oo, U5 =
\ Arrive in (city)
Date
O
Time
Go to Single Day Itineraries Next >> | Done |
¢ The Expense and Adjustment window opens
Travel Allowances For Report: Spotlight 0701-0722 g%
Create New Itinerary Available Itineraries Expenses & Adjustments Reimbursable Allowances Summary
Show dates from O te 3 Go
Exclude | All (i} Date/Location Breakfast Provided Lunch Provided Dinner Provided Allowance
=] Savannah, Geargia S| S| | $21.00
=] Satannah, Geargia S| S| | 536,00
=] S?S;ﬁ/augzzrgia i} = 51575
=] B leoton (Single Day), Georgia S| S| | 536.00
o Rome (smgle Day), Seorgia S| S| = 528.00
Update Expenses Cancel
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e Mark any provided meals if necessary and click Update Expenses to update the
Expense Report.

2. |l get an “account deactivated” error when I try to log into TTE. What do | do?

If you try to log into TTE and get the error message “your account has been deactivated” it

means you do not have a Vendor ID in TeamWorks. A vendor ID is required to receive travel

reimbursements through TTE.

¢ From the Home page of the SAO website (sao.georgia.gov) select TeamWorks, select
Financials; Select Vendor Payment Management; then under Employee Expense
Reimbursement Resources and Training Tools at the bottom of the page click on the
ESS Employee Expense Reimbursement Job Aid to view complete instructions.

e If you are still having difficulty, contact the Vendor Group at SAO.

3. How do I cancel airfare reservations made in the TTE system?
Employees have two options:

A. Call Travel Inc. directly to cancel the existing flight reservation and apply towards
new reservation.
¢ There is an additional fee to your agency to do this.

B. The employee can cancel the flight reservation TTE system:

e Navigate to the trip in Trip List on the My Concur Tab or Upcoming

Trips, or Trip Library located in the Travel tab
e To cancel everything on the reservation
o Click on Cancel Trip on the same line as the Trip Name

Upcoming Trips

Trip Name/Description Status Start Date End Date Action
Trip from Atlanta to Washington 8M8 to 20 (4A2X78) Sending trip to agency 08182014 082042014 Cancel Trip

0 Click on OK to confirm that you want to withdraw the entire trip
o Everything on that trip reservation will be cancelled
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- = — N
[& Request Details - Google Chrome =R

OINfuyuxAxjFPYeRMGYGeg &typ

ransactioni

JAwww.concursolutions.com/request_view.asp

Request Details

Item Name Trip from

Atlanta to Washington 8/18 to 20

Trip Description Mo des: 1
submitted By: ETLEEED

Submitted on WARNING: You are about to withdraw your request. If you do this, all reservations
: (including flight, hotel, rental car, and rail) will be cancelled
Approval Status/History| ) ) )
If you cancel a trip on the day of the planned trip and have hotel reservations that
HistaryMotes: have been guaranteed for late arrival, you must call the hotel directly or risk paying a Nilliam (SAO)
no-show charge. Concur cannot cancel hotel reservations made when you
contacted the hotel directly.

If you have any guestions, please centact your travel agent. 01:42 pm
I you are SURE that you want to withdraw this request then please click 0K
Otherwise, click CANCEL.

01:44 pm

If you have any comments you would liks to add (for reporting only), please type
them below and click OK

m Eastern time

Itinerary Rule Violat
Al trips - Notify Manager

Close

o If there was a hotel reservation on the trip you just cancelled you
will need to click on the box next to | agree and then click
Continue

= Currently only hotels require this additional step when
cancelling a complete reservation

Rate details / Cancellation policy
Please review the rate rules and restrictions before continuing. -
The hotel provided the following information:

RATE CHANGES OVER DURATION OF STAY

Hotel

8910 USD PER MNIGHT STARTING 18ALG FOR 2 NIGHTS
178.20 USD TOTAL RATE STARTIMNG 18AUG FOR 2 MIGHTS
ROOM RATE DETAIL: ALL KNOWMN TAXES/IFEES/ISURCHARGES
14.50 PERCMT MISCELLAMNEQUIS PER STAY

2.00 USD OCCUPAMNCY TAX PER NT BEG 18AUG FOR 2 NTS
208.04 USD TOTAL AMOUNT OF STAY

CANCEL

1 DAY BY 3PM ANT PENALTY
NO SHOW POLICY 100 PCT OF TOTAL ROOM NIGHTS WILL BE
CHARGED FOR NO SHOWW

CREDIT CARDS AX DC DS IK VI

GOWVERNMENT

QUEEN ROOM NON SMOKING

RULES LODGING TAX 14.5PCT PER STAY

RULES OCCUPANCY TAX 1.0 FLAT AMOUNT PER NIGHT
RULES CREDIT CARD GUARAMTEE IS REQUIRED

[] I agree to the hotel's rate rules, restrictions, and/or cancellation policy.

Continue Cancel

o TTE will begin cancelling your trip
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Cancelling your trip...

[ concur

Please stand by...

If you accidentally close it, you can find a link to this trip on your travel home page
under the name "Unfinished Reservation™. Clicking that link will allow you to continue your booking.

o TTE will advise when the cancellation is complete. Click on
Return to Travel Center

Your trip has been successfully cancelled.

Hotel Cancellation

hcuy'iegilscrs TOWME MOTEL
Washington, DC
Checking In: 08/M18/2014
Checking Ou 12014
Confirmation: 116 1515 5UIS
Cancellation NHumber: 145167107045

This information has been stored in the Trip Library.

[ concur

Your trip has been cancelled

Return to Travel Center

o0 The trip will no longer appear in the Trip List or Upcoming Trips
but will appear in the Trip Library as a withdrawn trip.
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Upcoming Trips

Trip NameiDescription Status Start Date End Date Action

Mo records found.

e To cancel ONLY the airfare and leave the remainder of the reservation
intact (car and/or hotel)
o Click on the Trip Name to open the Travel Itinerary

ntes el Map Upcoming Trips

Wlﬁcription Status Start Date End Date Action
Trip from Atlanta to Washington 8018 to 20 (4A7X7B) ) Sending trip to agency 08182014 02/20/2014 Cancel Trip

0 Select Cancel All Air on the first air segment to completely cancel
all airline reservation on this booking or click on Cancel next to
the air segment you wish to cancel and leave the other air
segments intact.

0 You will be asked to confirm that you want to withdraw the specific
segment selected.

o TTE will cancel what you have selected, update the itinerary and
email you an updated itinerary.

e The next time you make an airline reservation, the system will review the
“unused” ticket and automatically apply that unused ticket to the new
reservation as long as all fare rules apply and the same airline is being
used..

e Employees have 1 year to apply unused tickets from the original date it
was purchased (not from the date the travel was for!!)

v NOTE: Even if the reservation is cancelled, the employee incurs the travel agency fee
which should be imported to the next expense report.

9|Page TeamWorks Travel & Expense Version Date: 01/06/15
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4. What do I do if the Corporate Card Charges and Trip Charges for the same trip
appear as different items in Smart Expenses?

{2 Expense Center - Kristi B dohnson - Windows Internet Explorer
——

G - w hittypes v scoroursobtions, comyi vpense Chentdef sl i wi Sl | el K g

Ble & Yew Fpeoites Took el

- . 5 =
Wl G (s Exparse Conker < Krishi R Jobnson B2 - B o - i Pee - 50 Taoks -
Welcome, Kristi lobnzon [ Vou sre sdminatening fon Rige . Thomb | ﬂ'Hﬂp | Lag Out
-
. ©
Georgia
My Concwr  Roguast Travel | Exponse Reporting  Adminkaration  Profile
¢ ges View Reports  Mew Erperoe Beport View Receipt Stor
01/07/2013 Defete Report
'EI Mew Expense Irrsport Detaly = Receipts = Pont / Ermail = E‘ Hide [cephions
Exceptions -
Eapenie Date Amoiend Exgeplion
For Trawi| Aoent i .__ T PIZEFLE dniry My B b
Expenses dew =% Smart Expenses l &
Dake ~ Expense Ammouni Requesied njeat = Yrmatch
Adging New Enpense Expense Det... Ixpense Date Amound
3 A
HL013 Parking £1%.00 £1%.00 = Corporate Card Charges -
GO Insteute
= Martran Airw.  bodane 01 rrid
0LAL013
Prand Mt $18.00 $18.00
AEIME, LEDIQIR AArTFan Ad v
?‘;"“"'m“ Perional Car b 20074 70T 3 Trip: Trip Trom lackormille Lo Allants (MTEERT)
e [+] Airfade lacid sotane
< >
TOTAL ARAOLINT TOTAL REQUESTED o Trip: Trip from lacktomile to Atlants (MTTUNE)
$1,942.54 $1,942.54 p— -
Cane ¥ i Intermet G [

Normally these appear as one item. However, if they should be unmatched you can
correct the problem. In this example we have two charges and trips where the data was
split for some reason.

0 Click on the checkbox next to the item you want to match to the expense report.
= |n our example we selected the Airtran Airways charge appearing in the
section Corporate Card Charges on 1/9/13 for $234.20.
0 Then click on the matching Trip: item. The dollar amount should be the same.
» In our example it is Airfare Jacksonville to Atlanta 1/07/13 for $234.20 in the
Trip section.
0 Then click on the Match button.
0 You will have two options: Into current report or Into new report. Select Into
current report.
o0 The items will be matched and imported as one item into your expense report.
o If you have multiple items, do this for each item.

NOTE: Do not use the Import button or each item will import separately!
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5. How do I import Smart Expenses into my Expense Report?

e Use the My Concur tab and the Active Work section or the Expense tab and View
Reports.

e Click on an existing Expense Report to open it.

Active Work

Mew Expense Report Wiew Reports

Expense Reports (1) | Cash Adwvances (1)

Report Mame Status Payment Status Report Date Requested Amoumnt
Training April 2013 Mot Subm itted Mot Paid 06/05/2013 $000
Training Test

¢ The Expense Report Opens
e Click on the Import tab

My Concur Travel Expense Reporting Administration Profile

“iew Charges  Wiew Reports  Mew Expense Report  “Wiew Receipt Store  “Wiew Cash Advances  Mew Cash Advance
‘ Trainin g Apri 2013 Delete Report Submit Report

@ Mew Exprense Import Details » | Receipts + | Print/Email =

Expenses Dekte Copy  View v 4 Mew Expense Receipt Stone

-~
| Date ~ Expense Amount Requested

Expenzs

3 New Expense

Ta create @ new expense, dick the appropriate expense type below or type the expsnse lype in the fisld

e The Smart Expense window opens

e Click on the check box next to the expenses you wish to add to this expense report
o0 In our example we are selecting two of the four Smart Expenses

My Concur Travel Expense Reporting Administration Profile

“iews Charges  Wiew Reports  Mew Expense Report  Wiew Receipt Store Wiew Cash Adwances  MNew Cash Adwance

@ MewExpense | Import | Details - Receipts +| Print/Email -

Expenses Dokt Copy | View =« Smart Expenses =
___________________ Date - Expense Amournt AllCads w| Impart +| Match | Unmatch || Delete
Adding New Expense

Expense Detail Expanse Date Amount

= Corporate Card Charges

¥ S Alaska AirlinesInc.. Airfare D4/1%/2013 47120
CIS) Travel Inc. Duluth  For Trawel Agent O4/16/201 3 e
C) Travel, Inc. Duluth For Trawel Agent 4162012 fonz
@ US Ainvays Airfare CM16/201 3 44480

e Click on the Import tab in the Smart Expenses box
o If you clicked on the drop down arrow in the Import Tab here you will see two options
= To New Report
= To Current Report
= Select To Current Report
o If you clicked on the Import Tab without touching the drop down arrow the system will
automatically select To Current Report
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My Concur Travel Expense Reporting Administration Profile

“Wiewy Charges  Wiew Reports  Mew Expense Report  Wiew Receipt Store  Wiew Cash Adwances  Mew Cash Advance

Training April 2013 Delete Report Submit Report

'®NewExpense | Import | Details - Receipts ~ Print / Email -

Expenses Dekt=  Copy | wiew - | Smart Bxp 4
L o Bpense Amount Requested | [aicaws | || tmport +| Motch | Ufmatcn | Delete
| Adding Naw Expanse [ Ex To Current Report Date Amount
= Corporate Cald Charc To Mew Report
Ca <] Alaska AirlinesInc... Aifare 41872013 710
LA S Travel Inc. Duluth  For Tawel Agent 4162013 jamz
(=] Travel, Inc. Duluth For Tawvel Agent O/16/2013 fomz
[=] US Airways Airfare 4162013 331450

e Click OK on the Smart Expenses dialogue box that pops up

Smart Expenses > |

The selected items have been successfully imported
as expenses.

I rever Shiw this prompt again

o The selected Smart Expenses are now assigned to this Expense Report

e |If you see a Red Exception Flag 1 on any expense, you must resolve the issue or
the expense report cannot be submitted

¢ Click on the item with the red flag you wish to correct

By Concur Travel | Exponse | Boporioo  Admicistcation  Profile

woERarGes  View Reporls  Mew Dxpence Repoit  View Receipt Store  Wiew Cash Advances Mew Cash Advance

Training April 2013

(3 New Expenie Trnpart Dietails = Recripts - Prinit / Email  ~ [E] Hide Exceptions
Exceptions =~
[ Ut Amount  Liception
Al 18501 3 il ot Tace, EWs b VGRS B 317 el U BOOKING G U T <geen o MIEENT SO MAnTE b axpliin why TN was no -
Expenses ted Topy view = <l Smart Expenzes
Dt - Erpmrme Aamurnt Rl AN Cans | tmport . Match Unmatch Dielets
[estng Ay Sy Lrtparn Datadl Eipanes Date Amoum
04 /18701 3 . .
= ] FATLO0 | S Guepusate Card Chares
e — =) e N — — m——
oz S0
=] =] US Airvays Adtarn o1amE #1480
< >
TOTAL AMCUNT TOTAL REQUESTED
$480.82 $480.82

e The Expense data for that item will appear
Enter any missing required data.
o In our example the City was missing. City is a required data field in this example.
For this expense it is looking for the city where the flight originated. If it had been
a hotel, it would be the city where the hotel is located.
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e |f you did not have a matching Travel Reservation you must enter an explanation
why the reservation was not made through TTE.

o This could be a ticket you purchased at the airport for an unscheduled trip and
you had no access to TTE. For a hotel this could be that the only way you could
reserve the room and get the special rate was booking directly through the hotel
or conference management company.

0 Whatever the reason, be specific in your explanation.

e Attach any required receipts
Click on Save to update the Expense Entry.

6. What’s New in TTE?

A new streamlined, modernized and simpler user interface will be released 2/1/15. A pre-
recorded training session is available in the Basic Training Webinar Series section of the
TTE Training page on the SAO website. Overview documents are available in the Reference
Materials section and the What's New in TTE link on the TTE Training Page on the SAO
website has been updated as well. Additionally a new Approver Handbook, TTE System
User Reference Guide, and TTE Buttons and Icons documents are available in the
Reference Materials section. Stay tuned. We hope you like it as much as we do!!!!
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