TeamWorks: Travel and Expense System

With Concur Technologies




Add Travel Allowances When Creating a New Expense Report

e On the My Concur in the Expense Report or Active Work section click on
New Expense Report

o Complete the required Report Header information
o If required, link any Travel Requests to the Expense Report

o Click Add under Travel Request and select the appropriate Travel
Request(s) to link to the Expense Report

¢ Click Save and the Travel Allowances dialogue box will appear.

e Click Yes

Travel Allowances

g I > T A ——

| -

v" Note: Travel Allowance Expenses = Meals Per Diem

o The Travel Allowances dialogue box opens to the Standard Itinerary
format by default. In Selection choose Regular In State (meals) or GSA
Out of State (meals) from the drop down

v" Note: Selection is not the same as Trip Type. Selection determines which table will
be used to reimburse you for eligible meals.

Trawvel Allowances For Repaort Weekly Trawvel 11-01 to 11-15

1/ Create New Itinerary [2] awailable Tinersries (3] Expenses & Adj rits +
Itinerary Info

Ttinem@ry Mame
|Weekly Trawel 11-01ta 1

G5A Cut of Sate
ERegularIn Sate

New Ltinerary Stop

sddStop | Delete e

Departure City - Arrival City Arrival Rate Location |Depart fram feity)

Date
| i)

Tirne

Arrhee in [City]

Mo Ttinerary Rows Found

| Go to Single Day Itineraries Mext== | Cancel
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e Enter the FIRST leg of your multiple day trip

o Enter the location you left from in the Depart from field

0 Enter the data you left in the Date field

= Enter mm/dd/yyyy or click on the Calendar icon to select a

date

0 Enter the time you departed in the Time field

= You must enter AM or PM

o Enter your arrival location in the Arrive in field

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

0 Enter the time of your arrival in the second Time field

=  You must enter AM or PM

o Click on Save to save the information for the 1% leg of your trip
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Travel Allowances For Report: Weekly Travel 11-01 to 11-15

1] Create Mew Itinerary[2] Availabla Ttineraries [B] Expenses & Adjustments
Itinerary Info
Ttinem@ry Marme Salection
Wieekly Travel 11-01 ta 11-15 Regular In State 2o
Add Stop Delete Rows

Departure City - Arrival Ciby Arriral Rate Location

Mo Ttiner ary Rows Found

al|x

+

New Itinerary Stop

Depart from ficity]

Atlanta, Georgia

Date

| 11012012 (|
Tirne

| Fi00 AM

Arrhe in [City]

Savannah, Georgia

Date
| 11012012 (|
Tirne
| 10:00 AM
'Go to Single Day Hineraries Mexct == Cancel

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

Travel Allowances For Report: Weekly Travel 11-01 to 11-15
1/ Edit Itinerary [2] awvailable Tineraries 3] Expenszes & Adjustrents
Itinerary Info
Ttine=ry Mame Salection
Wieekly Trawel 11-01 ta 11-15 Regular In State
add Stop | Delete Rows

Departure City - Arrival City Arrival Rate Location

Atlanta, Georgia Savannah, Georgia
1140142012 700 AM 1140142012 1000 AW

CHATHAM COUNTY, US-G..

New Itinerary Stop

Depart from ficity]
|Sa\rannah4 Georgia

Cate
| ]

T LV N R W

¢ Now enter the LAST leg of your trip

TTE- Entering Travel Allowances — With Overnight Stay Version Date: 01-25-13



0 The location you are leaving defaults in Depart from field
= You may correct if necessary
o Enter the data you left in the Date field
= Enter mm/dd/yyyy or click on the Calendar icon to select a
date
0 Enter the time you departed in the Time field
= You must enter AM or PM
o Enter your arrival location in the Arrive in field
0 The second Date field will default to the date entered above
0 Enter the time of your arrival in the second Time field

= You must enter AM or PM

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

Travel Allowances For Report: Weekly Travel 11-01 to 11-15

Edit Itinerary Aovailable Ttineraries Expenses & Adjustrments

Itinerary Info

Ttinemny Mame Salection

|Week|y Trawel 11-01 ta 11-15 Regular In State

Reimbursable Allowances Summary

Add Stap Delete Raws New Itinerary Stop
Departure City - Arrival City Arrival Rate Location Depart from [city)
Atlants, Georgia Savannah, Georgia CHATHAM COUNTY. 156 |Sa"a””ah’ Georgia
1140142012 700 AM 11/01/2012 10400 Ak L e
| 11032012 (|
Tirne
|3:00 P
Arrhee in ficity]

|Atlanta, Geargia

al|x

+

Date
| 11052012 (|
Tirne
|5:30 Pr
G0 to Single Day Itineraries Mexct == Done

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

Travel Allowances For Report Weekly Travel 11-01 to 11-15

Edit Itinerary | Available Ttineraries | Expenses & Adjustments

Itinerary Info

Ttinemry Mame selection

eekly Travel 11-01 to 11-15 Regular In State

Reimbursable Allowances Surnmary

Add Stop Delete Rows MNew Itinerary Stop

Departure City - Axrival City Arrival Rate Location DCepat from [city]

. 5 |Atlanta, Geargia
Atlarta. Georgia Sevannah, Georgia CHATHAM COUNTY, US-G...
11/01/2012 700 AR 11/01/2012 1040 AR e
Savanmah, Georgia Atlanta, Georgia =
R i poni—wA Pyl FULTOM COUNTY, US-3A, . |

Time

PP, G P g A S i e LV L SN
e Click Next.
Page 4 of 15 TTE- Entering Travel Allowances — With Overnight Stay Version Date: 01-25-13




]
*

Travel Allowances For Report: Weekly Travel 11-01 to 11-15
Edit Itinerary Aovailable Thineraries Expenses % Adjustments | Reimbursable Allowances Summary +

Itinerary Info

Itinemry Mame Salzction
Wieekly Travel 11-01 ko 11-15 Regular In State
Add Stop Delete Raws New Itinerary Stop
Departure City - Arrival City Arrival Rate Location |Depart fromm [city)
N _ Atlanta, Georgia
Atlanta, Georgia Savannah, Georgia
11/01/2012 700 &M 11/01/2012 1000 AM CHATHAM COUNTY, US-G... e
Savannah, Georgia Atlanta, Georgia &
11/03/2012 200 PM 11/03/2012 530 P FULTON COUNTY, US-GA, .. |
Tirne
i‘\rri\ne in ficity]
Cate
| i}
Tirne
'Go to Single Day Itineraries | Mexct == Done
e The Itineraries you just assigned will appear
e Click Next again.
al(x
Travel Allowances For Report: Weekly Travel 11-01 to 11-15
[2] create Mew Ttinerary | 2| Available Itineraries E] Expenszes & Adjustrents +
Assigned Itineraries
Edit Unassign
Departure City Date and Time ~ Arrival City Date and Time Arrival Rate Location
=l Ttineran: Weekly Travel 11-01 to 11-15
Atlanta, Georgia 1140142012 740 AM Savannah, Georgia 11/01/2012 1060 A CHATHAM COUNTY, LIS-GA, LIS
Savannah, Georgia 11/03/2012 300 Ph Atlanta, Georgia 11/03/2012 5:30 Pi FULTON COUNTY, US-GA, S
Available Ltineraries
tineraries for last Year ¥ | Delete Assign
Departure City Date and Time - Arrnval City Date and Time Arrival Rate Location
-
= Ttinerany: Forestry Audit Day 1 and 2
= Itinerary: 08/20/2012 Macon
; Srwial Circla {Sonrnia ORI CAC Ahd BAarnn Gonnoia ORI 716 Ahd LSS58 LIMTTED [ETF —
== Previous Mext ==

e Click on any Breakfast, Lunch or Dinner that was provided to you on this trip.
The system will adjust your reimbursement amount for that meal period.

o Click on Create Expenses
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Travel Allowances For Report: Weekly Travel 11-01 to 11-15

[2] create Mew Thirerary [2] awailable Ttineraries |3 Expenses & Adjustments +
Show dates from Bim B| G.D_.
Exclude | All [ Date/Location - Breakfast Provided Lunch Provided Dinner Provided Allowance
Sovannah, Geors wm
Sovannan, Geors 360
r
;al\{:nsiaz.ri,lgecugia $200
== Previous | Create Expenses | Cancel

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

My Concur  Request | Expense | Profile

View Reports  NMew Expense Report  Wiew Receipt Store  Miew Cash Sdvances  Mew Cash Sdvance

Weekly Travel 11-01 to 11-15

. @

Georgia

(3 Mew Expense | Details - Receipts + | Print/Email - ' [] Hide Exceptions |
Exceptions =l

Expense Date Amount Exception

Fiwed Meals 110052012 7o Tha Tenmction Date is Greater than 20 dayz old. Pleass ba mons timeky in your epenss whbmissions. )

Fieed Meals 110252012 42600 The Tren=ction Cate is Greater than 30 days oid. Please ke mone timely in your expense submissions. b
Expenses Dekte Copy | view = |« Mew Expense | Receipt Store
O Date - Expense Amount Requested b’
: Expanse
| Ackfing Mew Expense = || s
i Ta cregte @ new expense, click the appropricts expense Yype below or Ype the expense type in the fisld
C 117032012 Fixed Meals $20.00 $20.00 above. Toedit an existing expense, dick the expense on the left side of the page.

Savannah, Georgi
11027012 R " @ Recently Used Expense Types
O peed Meale $36.00 $36.00
Savannah, Gecrgi
Tolls Miszelaneous
11/01/2012  Fixed Meals
O St Geomt $37.00 $27.00 Office Supplies Personal Car Mikage
Hotel
Al Ens, 5
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Add Travel Allowances (Meals Per Diem) to an EXISTING Expense Report

¢ On the My Concur page in the Expense Report or Active Work section click on
an existing Expense Report to open it.

e Click on the Details tab.

e Select New Itinerary under the Travel Allowances section

-

® @

C—.n:orﬂmu
My Concur Request Expense Profile

Yiew Reports  Mew Expense Report  Wiews Receipt Store  Wiew Cash Advances  Mew Cash Advance
Weekly Travel 11-01to 11-15 b L [ WSTDmTFEpOTT
@ New Expense || Detalls -|| Receipts - Print/Email - [E] Hide Exceptions

Exceptions Report =
Expense Dat Report Header
Fied Meals 114 Totals er than 1 days ok, Pleass ke mare timely in your sxpense submissions A
Fioed heals 114 Audit Trail & than 30 days ok, Pleass be mare timely in your expense submissions. ¥
Approval Flow
Expenses PP Copy  Wew = | « MNew Expense Feceipt Store
Comments Vv
Date -~ Requested
U,
| Adding New Expense Cash Advances e /
i Available : Ta create @ new expenss, click the appropriate expense type below or lyps the axpenss type in the field
11/03/2012 i \ $20.00 above. Toedit an existing expense, dick the expense an the left side of the page,
Assigned
@ Recently Used Expense Types
110z Allocations ] $36.00
: Talls Mis=elanecus
11012012 Allocations
' $37.00 Office Supplies Fersonal Car Milage

Travel Allowances

- Mew Itinerary Hel
All Expense Types

Available Itineraries
Expenses & Adjustrments

Business Fromotions wOther
Reimbursable Allowances Surmary Cither Pramotiona| Bepanse Miszelanacus
Trede Shows Motany Costs

¢ Verify that the Selection box matches the Travel Allowance Meals you are
requesting (Regular In State or GSA Out of State)
v" Note: Remember you cannot mix expenses for In State, Out of State and
International Travel on the same Expense Report. If they do not match, you need to
create an Out of State or International Expense Report.

Travel Allowances For Report: Weekly Travel 11-01 to 11-15 =l
Create Mew Itinerary Awailable Ttineraries Expenszes & Adjustments | Reimbursable Allowances Summary +
Itinerary Info
Ttine@ny Mame SEEEC
|Week|y Travel 11-01 to 11-15
Add Stop | Delete Rows MNew Itinerary Stop
Departure City - Arrival City Arrival Rate Location Depart from [city)
Mo Ttinerary Rows Found |

R e D e

e Enter the FIRST leg of your multiple day trip

0 Enter the location you left from in the Depart from field
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0 Enter the data you left in the Date field
= Enter mm/dd/yyyy or click on the Calendar icon to select a
date
0 Enter the time you departed in the Time field
= You must enter AM or PM
o Enter your arrival location in the Arrive in field
o0 The second Date field will default to the date entered above
o Enter the time of your arrival in the second Time field
= You must enter AM or PM
o Click on Save to save the information for the 1% leg of your trip
Travel Allowances For Report: Weekly Travel 11-01 to 11-15 Bix
Create New Itinerary Aovailable Ttineraries Expenszes & Adjustments | Reimbursable Allowances Summary +
Itinerary Info
Ttinem@ry Marme Salection
Wieekly Travel 11-01 ta 11-15 Regular In State
Add Stop | Delete Rows New Itinerary Stop
Departure City - Arrival City Arrival Rate Location Depart from [city]
|Atlanta, Geargia
Mo Ttinerary Rows Found
Cate
|11f05,’2012 (|
Tirne
|?:DD AM
Arree in (it
|\u'a|dosta, Geargia
Cate
|11f05,’2012 (|
Tirne
[9:30 am |
Save
én ln S‘ing.le I].ayl.linélal.is . Mexct >.> Done
e The first leg of the trip will appear on the left side.
Travel Allowances For Report: Weekly Trawvel 11-01 to 11-15 2ix
Edit Itinerary Aovailable Tineraries Expenzes & Adjustments | Reimbursable Allowances Summary +

Itinerary Info
Ttinemry Marne
|Week|y Trawel 11-01 ta 11-15
Add Stop
Departure City -

Atlanta, Georgia
11/05/2012 700 AM

Delete Rows

Sekection
Regular In State

New Itinerary Stop

Depart from [city]

Arrival Rate Location
|\u'a|dosta, Georgia

Arrival City

Valdosta, Georgia US-GA, UMITED STATES

11/05/2012 3:30 A Date

¢ Now enter the LAST leg of your trip
0 The location you are leaving defaults in Depart from field
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= You may correct if necessary
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0 Enter the data you left in the Date field
= Enter mm/dd/yyyy or click on the Calendar icon to select a
date
0 Enter the time you departed in the Time field
= You must enter AM or PM
o Enter your arrival location in the Arrive in field
o0 The second Date field will default to the date entered above
o Enter the time of your arrival in the second Time field
= You must enter AM or PM
o Click on Save to save the information for the last leg of your trip

Travel Allowances For Report: Weekly Travel 11-01 to 11-15

Edit Itinerary Aovailable Ttineraries Expenses & Adjustrients | Reimbursable Allowances Surmary

Itinerary Info

Sekction
Regular In State

Ttinemry Mame
Wieekly Trawvel 11-01 to 11-15

New Itinerary Stop

*

+

_.&d_d- S;:-opn Delete Rows
Departure City - Arrival City Arrival Rate Location |Depart fromm [city)
N _ Waldosta, Georgia
Atlanta, Georgia Valdosta, Georgia
11/05/2012 700 AM 11/05/2012 3:30 AM US-GA, UNITED STATES .
| 11,09/2012 (|
Timne
|5:00 P
Arriz i [City]
Atlanta, Georgia
Cate
| 11,09/2012 (|
Timne
|?:30 P
G0 to Single Day Itineraries Mexct == Done
e The last leg of the trip will appear on the left side.
=IES
Trawvel Allowances For Report Weekly Trawvel 11-01 to0 11-15
Edit Itinerary Aovailable Thineraries Expenses & Adjustments Reimbursable Allowances Summary -+
Itinerary Info
Itinemry Mame Salection
Weekly Trawvel 11-01 to 11-15 Regular In State
Add Stop Delete Rows New Itinerary Stop
Departure City - Arrival City Arrival Rate Location |Departf'0m [city]
_ _ Atlanta, Georgia
Atlanta, Georgia Valdosta, Georgia
L1/05/2012 700 AM 11/05/2012 330 AM ey LR s .
Valdosta, Georgia Atlanta, Georgia |
| Lol 0 P Ry FULTON COUNTY, US-GA, .. |

Click Next.
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Travel Allowances For Report: Weekly Travel 11-01 to 11-15

Edit Itinerary Aovailable Ttineraries Expenses & Adjustrients | Reimbursable Allowances Surmary +

Itinerary Info

Ttinemny Mame Salection
Wieekly Trawvel 11-01 o 11-15 Regular In State
| add Stop Delete Rows New Itinerary Stop
Departure City - Arrival City Arrival Rate Location Depart from [city]
Adlanta, Georgia Yaldosta, Georgia 1U5-GA, UNITED STATES |NlantaJ Seara
117052012 700 A6 11/05/2012 5:30 AM Dste
Valdosta, Georgia Atlanta, Georgia &
11/05/2012 500 P 11/08/2012 7:30 P FULTON COUNTY, US-GA. .. |
il'ime
ikniue in ficity]
Data
| i)
il'ime
Go to Single DayItineraries | | Mext=> || | Dome

o The Expenses and Adjustments window opens. It displays meals already
applied as well as the new meals

e Click on any Breakfast, Lunch or Dinner that was provided to you on this trip.
The system will adjust your reimbursement amount for that meal period.

e Click on Update Expenses

Travel Allowances For Report: Weekly Travel 11-01 to 11-15 2l
Create Mew Ttinerary || Awailable Itineraries | Expenses & Adjustments | Reimbursable Allowances Surmmary -
Showe dates from Eim Bi' Go
Exclude | ANl Date/Location Breakfast Provided Lunch Frovided Dinner Frovided Allowance
Sovannah, Georgi 00
Sovarnan, Georgi 13600
Sovanmah, Gecrgi v 2000
Vikiows, Georga 2100
Vakosm, Gacrga 200
Viklows, Georga 200
akotm, Garrga 2200
Vit Gy w100
: 1
Update Expenses | | Cancel
Page 10 of 15 TTE- Entering Travel Allowances — With Overnight Stay Version Date: 01-25-
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e New Fixed Meals will be added to your expense
day you claimed.

My Concur Request Expense Profile

View Reports

Weekly Travel 11-01 to 11-15

Mewr Expense Report Wiew Receipt Store Wiew Cash Advances  Mew Cash Adwance

report for each additional

@

Georgia

Delete Report Submit Report

| (3) New Expense Details = Receipts » | Print/Email = | [T Hide Exceptions |
Exceptions =
Expense Date Amount Exception
Fixed heals 110172012 fz7m The Tmnmction Date iz G reatar than 30 days oid. Plase ba mors timeky in your expenss submiszions. b |
Fiued heals 11022012 32600 The TRnmction Dete is Greater than 30 days oid. Please be more timely in your expenss submissions, b
Expenses Dekte  Copy | View * | % | New Expense | Receipt Siore
[} Date - Expense Amount Requested b
Esxpe=nze
Adding New Expense = || Ll
To crete @ new expense, cick the appropriste expense type below or trpe the expense type in the field
O 11/05/2012 Fied Meaks $21.00 $21.00 ] abave. Toedit an exsting expense, click the sxnense an Bhe Teft side of the page.
Vadosa, Gecigia B B
11082012 . @ Recently Used Expense Types
O Fixed Meals
Vakosta, Geoigi $28.00 $28.00
Tolls Miscelaneous
11/07/2012 Fixed Meaks
= Valdosm, Geoigl §28.00 §28.00 Office Supplies Personal Car Mikage
. Hotel
11/06/2012
= i) Ficed Meals F38.00 F2R.00
Vadosa, Gecigia
All Expense Types
11/05/ 3012 Fixed Meals
O . $21.00 $21.00
Vakos, Geoigia Business Promotions -..Other
O 11/03/2012 Fied Meaks $20.00 420,00 ;Otner Promotional Expense iscelanecus
Savannah, Gecrga L
Trade Shows Motary Costs
110272012 Fixed Meals
= Savannah, Georg $26.00 $26.00 Communications Office Supplies
TOTAL AMOUNT TOTAL REQUESTED Celur Phane ©Other Operting Expenses-Fassport & Vis
$209.00 $209.00 Internet Charges Postage

Page 11 of 15
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Fix an Incorrect Travel Allowance Entry

e On the My Concur page in the Expense Report or Active Work section click on
the existing Expense Report with the incorrect Travel Allowance

e Click on the Details tab

-
™ (M
Georgia
My Concur Reque: HPENSE Profile
Wiew Reports  Mew ot Wiews Receipt Store  Wiew Cash &dvances  Mew Cash Adwance

Jan 15to 31 Expenses Delete Report Submit Report

@ MewExpense | Details ~ | Receipts + | Print/Email ~

Expenses Dekete  Copy | Wiew v | & New Expense Receipt Store
Date Expense - Amount Requested e
Expense | |
i Adding MNew Expense
: . : Ti create o new expense, click the appropriots sxpense tipe below ar lype the expente type in the fisld
o1/2701 3 Fixed Meals $21.00 £21.00 abae, Ta edit an existing expenss, cick the cxpense on the Teft side of the page.
Wintarville, GecgE
onjzzra013  Fixed Meaks £21.00 $21.00 @ Recently Used Expense Types

hacan, Geargia
Tolls Miscelaneous

e Select Available Itineraries from Travel Allowances section

Report

Report Header
Totals

Audit Trail
Approval Flow
Comments
Cash Adwvances
Available
Assigned
Allocations

Allocations

Trawvel Allowances

Mew Itinerary
” Awvailable Itineraries

Expenses & Adjustments

Reimbursable Allowances Summanry

e Locate the “offending” Travel Allowance Entry in the Assigned Itineraries
section

v" Usually this is an Itinerary entry with only 1 line

v If entered properly each Itinerary has 2 lines

v" You may receive an error message asking telling you that the 2™ line
iS missing.

v" The system allows one request for Travel Allowances per day across
all expense reports. To correct a problem entry you must remove it.

Page 12 of 15 TTE- Entering Travel Allowances — With Overnight Stay Version Date: 01-25-
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Travel Allowances For Report: Jan 15 to 31 Expenses
Craate Mew Itinerary Available Itineraries Expenzes & Adjustments | Reimbursable Allowances Summary +
Eﬂgneﬂ Tineraries

Edit Unassign

Departure City Date and Time - Arrival City Date and Tame Arriral Rate Location

= Hinerary: Jan 15 o 30 Expenses
Atlanta, Georgia 014162013 T00 Al Savannah, Georgia 01/16/2013 1000 AM CHATHAM COUNTY, US-GA, US

= Ttinerany: 01,/21,/201 3 Winterrille
Atlanta, Georgia OL/21/2013 700 Abd Winterrille, Georgia 01/21/2015 300 Ak U5-GA, UNITED STATES
Winterville, Georgia OL/21/2012 600 Ph Atlanta, Georgia 01/21/2012 200 PR FULTOM COUNTY, US.G8, US

= Itinerary: 01/22/201 3 Macon
Atlanta, Georgia 00/22/201 3 700 Akt Iacon, Georgia 01/22/2013 500 AR US-GA, UNITED STATES
Macon, Geoigia 01/22/201 3 5:30 PR Atlanta, Georgia 01/22/20013 700 PR FULTON COUNTY, US-GA, US

Available Itineraries
current tineraries v Delete Assigh

Departure City Date and Time - Arrival City Date and Time Arrival Rate Location

< Itinerary: Forestry Audit Day 1 and 2

< Itinerany: Year End RESA Audits

Sncial Circle Geninnia TLFTFAN 2 AN ARA Sanderaille Gannnia VTN Z? 230 A 1IS-G34 [INTTED STATFS we
| Done
e Click on the name of the problem entry to highlight it
o|x
Travel Allowances For Report: Jan 15 to 31 Expenses
Create Mew Itinerary || Available Itineraries | Expenses & Adjustments | Reimbursable Alowances Summary +

Assigned Itineraries
| Edit | Unassign

Departure City Date and Time ~ Arrival ity Date and Time Aurival Rate Location
< Itinerary: Jan 15 to 30 Bxpenses

Ablanta, Georgia O1/16/2013 7400 At Savannah, Georgia O1/L6/200 3 1040 AN CHATHAM COUNTY, US-GA, US
3 Ttinerary: 0121301 3 Winterville

Atlanta, Geoigia 01/21/2013 7100 AW Winterville, Georgia 01/21/200 3 900 &M US-GA, UNITED STATES

‘Wintervil i 3 600 Ph At i h, LT OLIM -3,

e Click on Unassign
o/x
Trawvel Allo es For Report: Jan 15 to 31 Expenses
Create Me faty Available Itineraries Expenses & Adjustments | Reimbursable Allowances Surmrmary +
Aszign aries
_E_d?t_ Unassigh

Departure City Date and Time « Aurrival City Date and Time Ariival Rate Location
= Ttinerane Jan 15 to 30 Expenses

Ablanta, Georgia O1/16/2013 700 AM Savannah, Georgia O1/16/201 3 10410 A CHATHAM COUNTY, US-GA, US
= Hinerary: 01,21/201 ? Winterville

Ablanta, Georgia 01212013 70 AM Winterville, Georgia 01/21/201 3 500 A UE-GA, UNITED STATES

Wintervil j 2 600 PM At i ) LTl COUN G,

e The entry is moved from Assigned Itineraries to Available Itineraries

v In order to correct the entry, you must now delete it in order to re-enter
it correctly.

Page 13 of 15 TTE- Entering Travel Allowances — With Overnight Stay Version Date: 01-25-
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e Locate the same offending entry in the Available Itineraries section

e Click on it to highlight it

v' Remember it most likely has only one line instead of two!

e Click Delete

Trawvel Allowances For Report: Jan 15 to 31 Expenses

(1] create Mew Ttinerary 2| Available Ttineraries 2] Expenses & Adjustments 4] Reimburssble Allowances Summary
Ascigned Itineraries

Edit Unassign

Departure City Date and Time - Aurrival City Date and Time
= Itinerary: 01/21/701 3 Winterville
Atlanta, Georgia 017212013 700 At Winterrille, Georgia 0142172012 500 A

Winterrille. Genrgia 01/21/2013 600 Phi Atlanta, Georgia 014215201 3 80 P
= Itinerary: 01/22/701 3 Macon
Atlanta, Georgia

Macon, Georgia

01/22/2013 700 At
017222013 530 Phd

0172272012 500 At
01222013 700 Pha

Macon, Georgia
Atlanta, Georgia

Available Itineraries

Currert tineraries Assign

Date and Time -
01/06/2013 700 Akd
0171072013 600 P

Departure City Date and Time

Atlanta, Georgia

Arrival City
Savannah, Georgia
011042013 %:30 PM

Savannah, Georgia Atlanta, Georgia

= Iinerany: Jan 15 to 30 Expenses

01062013 1000 At

Arrival Rate Location

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

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

Arrival Rate Location
CHATHAR COUMTY, UG8, US

|>

FULTOM COUNTY, US-GA, US

Page 14 of 15
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Atlanta, Georgia O1/16/2013 700 Abd Savannah, Georgia 01/16/2012 1000 Abd CHATHAR COUMTY, US54, US E
e
e Click Yes on the dialogue box that appears
Flease Confirm X
9 You are about to delete selected itineraries, Once deleted, you will have to
create the itineraries and all the rows again, Are you sure you want to delete
the selected itineraries?
e Click on Expenses & Adjustments
Travel Allovwances For Report: Jan 15 to pen ol
@ create Mew Ttinerary [2] Available Itinel El Reimbursable Allowances Summary -

Assigned Itineraries

Edit Unassign

Date and Time -

Departure City Arrival City Date and Time
= Htimeranz 01/21,/201 3 Winterville
OL/21/2013 700 AM

OL/Z1/2013 600 PM

01/21/2013 5100 At
01/21/2013 800 P

Winterrille, Georgia
Atlanta Georgia

Atlanta, Georgia
Winterville, Georgia

=l Htimeranz 01/22/201 3 hMacon
Atlanta, Georgia
Macon, Georgia

OL/Z2/2013 70 Ak
OL/Z2/2013 530 P

O1/Z2/2013 500 At
01/Z2/2013 700 PR

Macon, Georgia
Atlanta, Georgia

Available Itineraries

Current Hineraries ~ | Delete || Assign |

Date and Time
OLAOE/Z01 3 1000 AM
0171042013 230 P

Date and Time -
OL/OEZ013 700 Akd
OL/10¢2013 600 P

Departure City Arriral City
Atlanta, Georgia

Savannah, Georgia

Sarannah, Georgia
Atlanta. Georgia

= Itimeran: Jan 15 to 30 Expenses

Atlanta, Georgia 017162013 700 AR Savanmah, Georgia O1/16/201 2 1000 Al

TTE- Entering Travel Allowances — With Overnight Stay

Arrival Rate Location

U5-GA, UNITED STATES
FULTON COUNMTY, US-GA, US

U5-GA, UNITED STATES
FULTON COUNMTY, US-GA, US

Asral Rate Location
CHATHAM COUNTY. US-5A, Us @
FULTON COUNMTY, US-GA, US

CHATHAM COUNTY, US-GA, US  w

Version Date: 01-25-



e Click on Update Expenses

Travel Allowances For Report: Jan 15 to 31 Expenses Qi
Create Mew Ttinerary Aarailable Ttineraries Exzpenses & Adjustments | Reimbursable Allowances Summary -+
Showe dates from Bim B| ED-_'
Exclude | All [ Date/location - Breakfast Provided Lunch Provided Dinner Provided Allowance
%lii;?::rﬁgl;amg'a $21m
Macom Gerng 1
Gancal

e The Travel Allowance is now deleted from the system and the Expense
Report is updated if necessary. You may re-enter the correct information if
necessary.

o If you deleted an item and it did not have an error, then it will be
removed from Expenses.

—
(
L]
Georgia
My Concur Request Expense Profile

Yiew Reports  Mew Expense Report Wiew Receipt Store Wiew Cash Advances  Mew Cash Sdvance

Jan 15to 31 Expenses Delete Report Submit Report

| (&) Mew Expense | Details = Receipts = Print/Email = |

Expenses Dekte Copy  Wew v @ Mew Expense

| Date ~ Expense Amount Requested A
H E><per|se||

| Adding New Expense <

~ : To creqte @ new expense, cick the anprapriote expense tipe below or type the expense type In the fisld
[ 0172277013 :,‘m MGE*IS ) $21.00 $21.00 ohaove, Toedit on existing sxpense, click the expense an the left side of the page.
acon, GeagiE

Fixed Meals @ Recently Used Expense Types
L OO e $21.00 $21.00

Tells Miscelanecus

e e TNl R PSS e .

Page 15 of 15 TTE- Entering Travel Allowances — With Overnight Stay Version Date: 01-25-
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