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Correct a Travel Allowance lItinerary Entry — No Overnight Stay

When you discover a problem with a Travel Allowance you have the option to Edit, Unassign
and then Reassign it to another expense report or Delete it from the system.

EDIT

0 Open the Expense Report if it isn’'t already open
o Click on Details and select Available Itineraries under Travel Allowances.,

Manage Expenses Cash Advances -

el 12/16 to

Details ~ Receipts ~ Print / Email ~

Report B vew- <

Report Header

Date * Requested
F - - Totals 5
| Adding New Expen, ) )
e ———— Audit Trail
12/22/2014
Approval Flow
| Comments $36.00
[} Cash Advances $28.00
ailable
Assigned

Allocations
Allocations
Travel Allowances
Mewr ltinerary
Available lfineraries
Expenses & Adjustments
Reimbursable Allowances Summary

0 Select the entry needing adjustment from Assigned lItineraries to highlight it
= Click on Edit.

Travel Allowances For Report: Weekly Travel 12/16 to o

Single Day Itineraries || Avsilable ltineraries || Expenses & Adjustments || Reimbursable Allowsnces Summary

ped ltineraries

Unassign

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

@ [ltinerary: 12/17/2014 Centerville (Single Day)
Atlants (Single Day), Georgis 12/17/2014 OT:30 AM Centenville (Single Day), Georgia  12/17/2014 08:30 AM Centerville (Single Day), US-G
Centerville (Single Day), Georgia  12/17/2014 05:30 PM Atlants (Single Day), Georgis 12/17/2014 O7:30 PM Atlanta [Single Day), US-GA, US

@ Itinerary: 12/18/2014 Augusta (Single Day)

Roswell (Single Day). Georgia 12/18/2014 O7:00 AM Augusts (Single Day). Georgia 12/18/2014 01:00 PM Augusta (Single Day). US-GA. ...

Augusta (Single Day). Georgia 12/18/2014 06:00 PM Roswell (Single Day). Georgia 12/18/2014 07:30 PM Roswell (Single Day). US-GA. US

@ ltinerary: 12/22/2014 Chamblee (Single Day)

Roswell (Single Day), Georgia 12/22/2014 06:30 AM Chambles [Single Day), Georgia  12/22/2014 05:00 PM Chambles [Single Day), US-G...

Chambles (Single Day), Georgia 12/22/2014 08:30 PM Roswell [Single Day), Georgia 12/22/2014 07:00 PM Roswell (Single Day), US-G&, US ~

Availlable Itineraries

Current ltineraries - :] :]

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

@ ltinerary: 11/21/2014 Rome (Single Day) -

& Atanta (Single Day). Georgia 11/21/2014 0B:00 AM Rome (Single Day). Georngis 11/21/2014 10:30 AM Romea (Sings Day), US-GA, US

£ Rome (Single Day). Geomgia 11/21/2014 07:00 PM Atlanta (Single Day). Georgia 11/21/2014 08:30 PM Atlanta (Single Day). US-GA, US

@ Itinerary: 11/24/2014 Decatur (Single Day)

{§ Atlanta (Single Day). Georgia 11/24/2014 07:00 AM Doraville (Single Day). Georgia 11/24/2014 03:00 PM Doraville (Single Day), US-GA., ...

£ Doravile (Single Day), Georgia 11/24/2014 06:30 PM Atlanta (Single Day), Georgia 11/24/2014 07:30 PM Atlanta (Single Day), US-GA, US
3|lPage TeamWorks Travel & Expense Version Date: 02/05/2015

State of Georgia




» The Standard Itinerary from opens. DO NOT SWITCH TO Single Day

s A e e e r - — =
avel Allowances For Repo 2/16 10
Edit Itinerary Available Itinerares Expenses & Adjustments Reimbursable Allowances Summary
tinerary Info
Itinerany Mame
| 12/22/2014 Chambles (Single
=i Die parture City = Arrival City Arrival Rate Location Depart from (city)
Roswell (Single Day), Geor._ Chamblee (Single Day), G. Chamblee (Single Day), U
12/22/2014 086:30 AM 12/22/2014 05:00 PM
Date
Chamblee (Single Day), G... Roswell (Single Day), Geor Roswell (Single Day), US-G.
12/22/2014 08:30 PM 12/22/2014 07:00 PM
irne
imn»-e n_(city)
Date
I_"ne

e — =3

= Click on the checkbox next to leg of a trip to edit it. If a leg was missing enter
it in New Itinerary Stop._Remember that you are editing a Single Day trip and
you must use a location hame containing (Single Day).

» The data for the item you checked will appear in Edit Itinerary Stop.

= Correct the error such as location, departure or return time.

o If your error was on the final stop of the day, you will have to
correct the location in both lines of the itinerary.
= Click Save
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Travel Allowances For Report: Weekly Travel 12/16 to

Edit Itinerary Available Itineraries

tinerary Info

Itinerary Name
I 12/22/2014 Chambles [Single|

Expenses & Adjustments

Reimbursable Allowances Summary

Add Stop Delete Rows Edit Iti ry stop
] Departure City + Arrival City Arrival Rate Location Depart from (city)
vl Roswell (Single Day). Geor.. Chamblee (Single Day). G... Chambles (Single Day). U... IRDSWE" (Single Day). Georg
12/22/2014 06:30 AM 12/22/2014 05:00 PM
Dats
(=) Chambles (Single Day), G... Roswell (Single Day), Geor.. Roswell (Single Day), US-G... 12/22/2014
12/22/2014 08:30 PM 12/22/2014 07:00 PM i
Time
08:30 AM |
Armive in (c
Chamblee (Single Day). Gac
Data
122272014
Time
05:00 PM

Ge to Singie Day Hinerares =3

= Click Next and make certain the ltinerary item is correct.

Travel Allowances For Report: Weekly Travel 12/16 to

Edit tinerary Available Itinerares

tinerary Info

tinerary Mame
12/22/2014 Chamblee [Single |

| = Departure City *

Expenses & Adjustments

Arrival City

Reimbursable Allowances Summarny

Arrival Rate Location

New Itinerary Stop

] Roswell (Single Day), Geor..
12/22/2014 06:30 AM

Chambles (Single Day), G...

12/22/2014 04:00 PM

Chambles (Single Day), U..

O Chambles (Single Day), G...
12/22/2014 08:30 PM

Roswell [Single Day), Geor..

12/22/2014 07:00 PM

Roswell (Single Day), US-G...

Depart from [city)
IChEmhIEE (Single Day), Ge:|

Date

Time

Aurive in (city)

Date

Time

',m

G to Single Dy linerares =3
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= Click Next to display the Expense and Adjustments

o Correct any Provided meal segments if necessary.

= Click Create Expenses or Update Expenses

Travel Allowances For Report: Weekly Travel 12/16 to =X
Create Mew ltinerary || Available Itineraries || Expenses & Adjustments | Reimbursable Allowances Summarny
Sh:-wdatesfr:-m| |_| tn| |_| E
Exclude | All | Date/Location s Breakfast Provided Lunch Frovided Dinner Provided Allowance
l él:t:zﬁl:‘[smgle Day), G... 528.00
li':f;tzaﬂsgingle Day), Gea... 5$38.00
éi:ribzlgei ’ESingle Day), G... $30.00

. The Expense Report will be updated to reflect the change you made.

Manage Expenses Cash Advances -

Weekly Travel 12/16 to

6|l]Page

E = Mew Expenss E Details - Receipts = Print # Email =

Expenses [ | B B2 view+ «

Date = Expense Amount Requested

Adding New Expense

] 12/22/2014 Fixed Meals $36.00 $35.00
Chamblee (Single Day), Georngi:

] 12/18/2014 Fixed Meals 536.00 $36.00
Augusta (Single Day), Georgia

] 12/17/2014 Fixed Meals 528.00 528.00

Centerville (Single Day), Georgi
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UNASSIGN

0 Open the Expense Report if it isn't already open
o Click on Details and select Available Itineraries under Travel Allowances.,

Manage Expenses Cash Advances -

Receipts - Print / Email =

e port .
EXpenses Wiew
Kpen Report Header

Totals

| Audit Trail ]
[] 12/22/2014 Approval Flow $36.00
[ ] 12/18/2014 Comments 536.00

Adding New Expen

[} 12/17/2014 | Cash Advances 528.00
Available
Assigned

Allocations
Allocations

Travel Allowances
Mewr ltinerary
Available Hineraries
Expenses & Adjustments

Reimbursable Allowances Summary

= Locate the Travel Allowance Entry in the Assigned Itineraries section
NOTE: If entered properly each lItinerary has 2 lines and if it only has 1
line you may get a system error message that won't let you process the
itinerary.

= Click on the name of the entry to highlight it
= Click Unassign

Travel Allowances For Report: Weekly Travel 12/16 to =

Single Day ltineraries || Available ltinerares | Expenses & Adjustments | Reimbursable Allowances Summary

Assigned Itineraries

Unassign

De Date and Time + Arrival City Date and Time Arrival Rate Location
a

@ ltinerary: 12/17/2014 Centerville (Single Day)

Atlanta (Single Day), Georgia 12/17/2014 07:30 AM Centerville (Single Day), Georgia  12/17/2014 09:30 AM Centenvile (Single Day), US-G...

Centerville (Single Day), Georgia 12/17/2014 05:30 PM Atlanta (Single Day), Geongia 121772014 07:30 PM Atlants (Single Day), US-GA, US
@ Itinerary: 12/18/2014 Augusta (Single Day)

Roswell (Single Day), Geongia 12/18/2014 07:00 AM Augusta (Single Day), Georgia 12/18/2014 01:00 PM Augusta (Single Day), US-GA, ...

Augusta (Single Day), Georgia 12/18/2014 06:00 PM Roswell (Single Day), Georgia 12/18/2014 07:30 PM Roswell (Single Day), US-GA, US
@ ltinerary: 12/22/2014 Chamblee (Single Day)

Rozwell (Single Day), Georgia 12/22/2014 06:30 AM Chamblee (Single Day), Georgia  12/22/2014 05:00 PM Chamblee (Single Day), US-G...

Chamblee (Single Day), Georgia 12/22/2014 06:30 PM Rozwell (Single Day), Georgia 12/22/2014 07:00 PM Roszwell (Single Day), US-GA, US
Available Itineraries
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" The ltinerary moves to Available Itineraries

Travel Allowances For Report: Weekly Travel 12/16 to ==

i) create Mew Itinerary  @EJP Available Itineraries #) Expenses & Adjustments 4 Reimbursable Alowsances Summary
Assigned Itineraries

= ==

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

@ Itinerary: 12/17/2014 Centerville (Single Day)
Atlanta (Single Day). Georgia 121772014 O7:30 AM Centerville (Single Day). Georgia 12/17/2074 09:30 AM Centerville (Single Day). US-G...

Centervile (Single Day), Georgia 12/17/2014 05:30 PM Atlanta (Single Day), Georgia 12/17/2014 O7:30 PM Atlants (Single Day), US-GA, US

@ itinerary: 12/22/2014 Chamblee (Single Day})
Roswell (Single Day). Georgia 12/22,2014 086:30 AM Chamblee (Single Day). Georgia 12/22/2014 04:00 PM Chamblee (Single Day). US-G...

Chamblee (Single Day), Georgia  12/22/2014 08:30 PM Roswell (Single Day), Georgis 12/22/2014 O7:00 PM Roswell (Single Day), US-GA, US

Available Itineraries

[umens mnrares S ---- |

I Departure City Date and Time = Arrival City Date and Time Arrival Rate Location
@ ltinerary: 12/15/2014 Augusta (Single Day)
Roswell (Single Day). Georgia 12/15/2014 0700 AM Augusta (Single Day). Georgia 12/15/2014 08:00 AM Augusta (Single Day). US-GA.
Augusta (Single Day). Georgia 12/15/2014 08:00 PM Roswell (Single Day). Georgia 12/15/2014 O7:30 PM Roswell (Single Day), US-GA, US
@ Itinerary: 12/18/2014 Augusta (Single Day)
Roswell (Single Day), Geargia 1271872014 07:00 AN Augusta [Single Day), Georgia 12/18/2014 01:00 P Augusts (Single Day). US-GA,
Augusta [Single Day), Georgis 12/18/2014 05:00 P Roswell (Single Day). Georgia 12/18/2014 0730 PM Roswell [Single Day), US-GA, US -

* |n Available Itineraries select the Travel Allowance Itinerary
» The Travel Allowance Itinerary is now removed from the open expense report
and is available to be deleted or assigned to a different Expense Report.

DELETE

o Select the Travel Allowance ltinerary to be deleted from the system by clicking on the
Itinerary name in Available Itineraries. This will highlight it.
= Click Delete.

Travel Allowances For Report: Weekly Travel 12/16 to =

i) Creste Mew ltinerary @) Availabie tinerares 3 Expenses & Adjustments 4 Reimbursable Allowsnces Summarny
Assigned Itineraries

= =3

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

@ ltinerary: 12/17/2014 Centerville (Single Day)
Atlanta (Single Day). Geargis 12/17/2014 0T:30 AM Cantervile (Single Day), Geargia  12/17/2014 08:30 AM Centerville (Single Day), US-G..

Centerville (Single Day). Georgia  12/17/2014 05:30 PM Atlants (Single Day). Georgis 12/17/2014 07:30 PM Atlants (Single Day). US-GA. US

@ ltinerary: 12/22/2014 Chamblee (Single Day)

Roswell (Single Day). Georgia 12/22/2014 06:30 AN Chamblee (Single Day). Georgia 12/22/2014 04:00 PM Chamblee [Single Day). US-G

f = (Single Day), Georgis  12/22/2014 06:30 PM Roswell (Single Day), Geargis 12/22/2014 07:00 PM Roswell (Single Day), US-GA, US

Available Itineraries

Departure City Date ang) Time « Arrival City Date and Time Arrival Rate Location
& atanta (Single Day). Georgia T1/24/2014 07:00 AM Doraville (Single Day). Georgia 11/24/2014 03:00 PM Doraville (Single Day), US-GA. ... =
{4 Doravile (Single Day). Georgia 11/24/2014 05:30 PM Atlanta (Single Day). Georgis 11/24/2014 07:30 PM Atlanta (Single Day). US-GA, US
@ ltinerary: 12/15/2014 Augusta (Single Day)
Roswell (Single Day), Georgis 12/15/2014 07:00 AM Augusts [Single Day), Georgia 12/16/2014 09:00 AM Augusta (Single Day), US-GA, ...
Augusts [Single Day), Georgis 12/15/2014 06:00 PM Roswell (Single Day), Georgia 12/15/2014 07:30 PM Roswell (Single Day), US-GA, US

@ ltinerary: 12/18/2014 Augusta (Single Day)
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e Click Yes in the confirmation box to process the deletion

Please Confirm x

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?

Yes Mo Cance

e The Travel Allowance Itinerary will be removed from the Expense Report.

REASSIGN
o0 Open the new or existing Expense Report you want to add the existing Travel
Allowance ltinerary to. In our example it is an existing Expense Report.
= Click on the Details tab
= Click on Available Itineraries

Manage Expenses Cash Advances -

Weekly Tilvel 12/16 to

Receipts = Print / Email ~

Report
Report Header

Totals

Audit Trail i
12/22/2014 $36.00

= Approval Flow

] 12/18/2014 Comments $36.00

| Adding New Expen

] 12/17/2014 | Cash Advances $28.00
Available
Assigned

Allocations
Allocations

Travel Allowances

MNew Itinerary
Available Hineraries

Expenses & Adjustments

Reimbursable Allowances Summary

= Select the itinerary you want to link from Available Itineraries at the bottom
of the window by clicking on the Itinerary name. This will highlight the item.
= Click Assign
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Travel Allowances For Report: Weekly Travel 12/16 to

i) creste New itinerary () Availabie Itneraries 3) Expenses & Adjustments

Assigned [tineraries

Available Itineraries

| Currant Itineranas

-

Date and Time =

Departure City Arrival City

4 | Reimbursable Allowsnces Summarny

Date and Time

Arrival Rate Location

£} Aflanta (Single Day), Georgis 11/24/2014 07:00 AM Doraville (Single Day), Georgia

11/24/2014 03:00 PM

Doraville (Single Day), US-GA, ... =

£} Doravile (Single Day), Georgia  11/24/2014 08:30 PM Atlanta (Single Day), Georgia

11/24/2014 07:30 PM

Atlanta (Single Day), US-GA, US

@ Itinerary: 12/15/2014 Augusta (Single Day)

Roswell (Single Day), Georgia 12/15/2014 O07:00 AM Augusts (Single Day). Georgia

12/15/2014 08:00 AM

Augusts (Single Day), US-GA, __

Augusta (Single Day), Geomgia  12/15/2014 08:00 PM Roswell (Single Day), Georgia

12/15/2014 07:30 PM

Roswell (Single Day), US-GA, US

@ ltinerary: 12/18/2014 Augusta (Single Day)

» The Travel Allowance Itinerary will move into Assigned Itineraries at the top

of the window. Click Next

Travel Allowances For Report: Weekly Travel 12/16 to

1 | Create Mew Itinerary o Available ltineraries 3 | Expenses & Adjustments

Assigned ltineraries

Date and Time = Arrival City

4 Reimbursable Allowsnces Summary

Date and Time

Arrival Rate Location

@ ltinerary: 12/15/2014 Augusta (Single Day)

Rozwell (Single Day), Georgia

12/15/2014 07:00 AM

Augusta (Single Day), Georgia

12/15/2014 00:00 AM

Augusta (Single Day), US-GA, ...

Augusta (Single Day), Georgia

12/15/2014 06:00 PM

Roswell [(Single Day), Geongis

12/15/2014 07:30 PM

Roswell (Single Day), US-GA, US

@ ltinerary: 12/17/2014 Centerville (Single Day)

Atlanta (Single Day), Georgia

1211772014 07:30 AM

Canterville (Single Day), Georgia

12/17/2014 09:30 AM

Centenville [Single Day), US-G...

Centenville (Single Day), Georgia

12/17/2014 05:30 PM

Atlanta (Single Day), Georgia

12/17/2014 07:30 PM

Atlanta (Single Day), US-GA, US

@ ltinerary: 12/22/2014 Chamblee (Single Day)

Roswell (Single Day), Georgia

12/22/2014 056:30 AM

Chamblee (Single Day), Georgia

12/22/2014 04:00 PM

Chamblee (Single Day), US-G...

Available Itineraries

| Current ltineraries

Departure City

Chamblee (Single Day), Georgia

12/22/2014 05:30 PM

Date and Time «

Roswell (Single Day), Geaongia

Arrival City

12/22/2014 07:00 PM

Date and Time

Rozwell (Single Day), US-GA, US -

Arrival Rate Location

@ ltinerary: 11/21/2014 Rome (Single Day)

E Atlanta (Single Day), Georgia

11/21/2014 0B:00 AM

Rome (Single Day), Georgia

11/21/2014 10:30 AM

Rome (Singe Day), US-GA, US

£ Rome (Single Day), Georgia

11/21/2014 07:00 PM

Atlanta (Single Day), Georgia

11/21/2014 08:30 PM

Atlanta (Single Day), US-GA, US

@ ltinerary: 11/24/2014 Decatur (Single Day)

|

E Atlanta [Single Day), Georgia

11/24/2014 07:00 AM

Doraville (Single Day), Georgia

11/24/2014 03:00 PM

Daoraville (Single Day), US-GA, ...

E Doraville (Single Day), Georgia

11/24/2014 06:30 PM

Atlantas (Single Day), Georgia

11/24/2014 07:30 PM

Atlanta [Single Day), US-GA,
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» Click Create Expenses (or Update Expenses if it appears)

Travel Allowances For Report: Weekly Travel 12/16 to =X
1 | Create Mew Itinzrary 2 Awsilable ltineraries o Expanzes & Adjustments 4 | Reimbursable Alowsnces Summarny
Show dates from B to = E
Exclude | All ] DateiLocation® Breakfast Provided Lunch Provided Dinner Provided Allowance
Aii;lfstzaj [IS“ingle Diay), Geo... 536.00
Iﬁi.:t?eﬁiléisingle Day), G... $28.00
Sl 4[5 ingle Dyl G... [ [ | 538.00

* The Expense Report is updated with the Fixed Meals Expense item

Manage Expenses Cash Advances -
i = Hew Expensza E Details ~ Receipts - Print / Email =
TXpEnses [ [ Deiete [l copy ERVEVEEEE
] Date = Expense Amount Requested
. Adding New Expense
12/22/2014 Fixed Meals A6.00 536.00
—~——— Chamblee (Single Day), Georgi:
[ 12/17/2014 Fixed Meals 528.00 528.00
Centerville (Single Day), Georgi
] 12/15/2014 Fixed Meals 536.00 536.00

Augusta (Single Day), Georgia

Adjust for a Provided Meal on an Existing Travel Allowance Entry

e Open an existing expense report if it is not already open.
e Click on the Details tab.

e Select Expenses and Adjustments under the Travel Allowances section
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Manage Expenses Cash Advances -

Weekly T el 12/16 to

Details = Receipts « Print / Email =

c _ Report -
-rpenses Report Header m e
D Audit Trail
- 1zzz0Ts Approval Flow CEEEY
O 12a72014 | comments | s2so00

O 12/15/2014 | Cash Advances $368.00
Available
Assigned

Allocations
Allocations

Travel Allowances
Mew ltinerary

Available ltineraries
Expenses & Adjusiments:

Reimbursable Allowances Summary

e The Expenses & Adjustments window opens.
e Select or deselect any necessary meals.
e Click Create Expenses or Update Expenses

o - O x
Travel Allowances For Report: Weekly Travel 12/16 to
Create Mew ltinerary || Available ltineraries | Expenses & Adjustments | Reimbursable Allowances Summary
Showdatesfrom| |r—|| to| |f—||
Exclude | All [ DateiLocations Breakfast Provided Lunch Provided Dinner Provided Allowance
A 12/15/2014 . B B
Augusta (Single Day), Geo... = L 1= $36.00
] 12/17/2014 ; B B
Centenville (Single Day), G... = L) | 521.00
= 12/22/2014 P ¥ i $38.00

Chamblee (Single Day), G... = i L

Update Expenses Cancel

e The Expense Report will open and the additions, changes or deletions will be made.
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Manage Expenses Cash Advances -

Weekly Travel 12/16 to

E == Mew Expense E Details = Receipts ~ Print / Email =

Expenses [ Move - [ Detete I copy AR

] Date = Expense Amount Requested

Adding New Expense

L] 1202252014 Fixed Meals 535.00 535.00
Chamblee (Single Day), Georngi:

Cl 1211772014 Fixed Meals 521.00 $21.00
Centerville (Single Day), Georgi

L] 121552014 Fixed Meals 535.00 535.00

Augusta (Single Day), Georgia
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