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09/25/13 Updated for change in Travel Allowance entry process. Removed references to Selection
field. Travel Allowances with and without overnight stays can now be on the same
expense report. Added instructions on adjusting for a single meal period in a Travel

Allowance
07/29/14 Updated format and deleted verbiage no longer necessary.
01/26/15 Updated for new user interface, and change in editing multiple night stays.
02/05/15 Updated for change in editing Meals with an associated overnight stay
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Fix an Incorrect Travel Allowance Entry — 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.

Manag ses Cash Advances -

Normal Weekly Travel 1/16 to 2

=+ New Expense Details v Receipts ~ Print / Email ~

Expenses Report B B vew- <«
Report Header

| Date * P nt Requested

Totals

: Adding New Exper Audit Trail :

D 0172272015 vt Trat Do 5.27.DD.
Approval Flow

D 01212015 Comments Do $36.00

[ 01202015 | Cash Advances po 536.00

O 011192015 Available po 527.00
Assigned

Allocations
Allocations

Travel Allowances
Mew Itinerary

—>
Expenses & Adjustments

Reimbursable Allowances Summary

0 The Available Itineraries open.

- . - = 111 - x
Travel Allowances For Report: Normal Weekly Travel 1/16to 2 =
Create New Itinerary || Available Itineraries | Expenses & Adjustments Reimbursable Allowances Summary

Assigned Itineraries
Departure City Date and Time Arrival City Date and Time Arrival Rate Location

@ ltinerary: Normal Weekly Travel 1/16 to 2
Alpharetta, Georgia 011972015 06:00 AM Savannah, Georgia 01/18/2015 10:00 AM CHATHAM COUNTY, US-GA, US
Savannah, Georgia 01/22/2015 05:00 PM Alpharetta, Georgia 01/22/2015 09:00 PM FULTON COUNTY, US-GA, US

R W e Y SV I LTV

0 Click on the itinerary you wish to edit
0 The itinerary will then be highlighted
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Travel Allowances For Report: Normal Weekly Travel 1/16 to 2

Create Mew Itinerary || Awailable ltineraries | Expenses & Adjustments || Reimbursable Allowances Summary

e [TiNeraries
[ |

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

@ ltinerary: Normal Weekly Travel 1/16 to 2
Alpharetta, Georgia 01/19/2015 06:00 AM Savannah, Georgia 01192015 10:00 AM CHATHAM COUNTY, US-GA, US

Savannah, Georgia 01/22/2015 05:00 PM Alpharetta, Georgia 01/22/2015 09:00 PM FULTON COUNTY, US-GA, US

¢ The Edit and Unassign buttons are activated.
e Click on Edit
0 The Standard Itinerary form opens

. X
Travel Allowances For Report: Normal Weekly Travel 1/16 to 2 =
Edit ltinerary | Available ltineraries || Expenses & Adjustments | Reimbursable Allowances Summary
[tinerary Info
Itinerary Mame
I Mormal Weekly Travel 111610 2 |
New inerary Sop
|:| Departure City « Arrival City Arrival Rate Location Diepart from (city
D Alpharetta, Georgia Savannah, Georgia CHATHAM COUNTY, US-_..
01192015 06:00 AM 01192015 10:00 AM
Date
D Savannah, Georgia Alpharetta, Georgia FULTOM COUNTY, US-GA... o
01/22/2015 05:00 PM 01/22/2015 09:00 PM
Time
Arrive in (city)
Date
Time
Save
(o |

= Click on the checkbox next to the leg of the trip to edit it.
» There are restrictions on what you can edit:
0 You can edit times or departure and arrival cities
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and then add new stops

Row

To edit dates or to add additional stops, you must delete the final leg

To delete a row click on the leg to be deleted and then select Delete

NOTE: DO NOT use locations with (Single Day) in the name

. X
Travel Allowances For Report: Normal Weekly Travel 1/16 to 2 =
Edit ltinerary || Awvailable Itineraries Expenses & Adjustments Reimbursable Allowances Summary
[tinerary Info
Itinerary Mame
Mormal Week to2 |
i inerary iop
|:| Departure City « Arrival City Arrival Rate Location Depart from (ci
O Alpharetta, Georgia Savannah, Georgia CHATHAM COUNTY, US-... I Savannah, Georgia
011972015 05:00 AM 01192015 10:00 AM
Date
E‘ Savannah, Georgia Alpharetta, Georgia FULTOM COUNTY, US-GA... 01/22/2015] _'|
01/22/2015 05:00 PM 01/22/2015 09:00 PM §
Time
05:00 PM |
Arrive in (city )
Alpharetta, Georgia |
Date
0172202015 il |
Time
I 09:00 PM |
Save

Go to Single Day Itineraries m

0 Click Yes to confirm that you wish to delete the row

Please Confirm

You are about to delete selected itinerary rows. Once deleted, you will have to create the
itinerary rows again. Are you sure you want to delete the selected itinerary rows?
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0 Click OK to clear the deletion acknowledgement

Travel Allowance

o Selected ltinerary Rows Deleted

0 You may now enter data for the next leg in New Itinerary Stop for the
return trip or the next location you spent the night

o Click Save

. X
Travel Allowances For Report: Normal Weekly Travel 1/16 to 2 =
Edit ltinerary | Awvailable ltineraries || Expenses & Adjustments | Reimbursable Allowances Summary
[tinerary Info
Itinerary Mame
I Mormal Weekly Travel 11610 2 |
Comee o New ineraryStop
|:| Departure City « Arrival City Arrival Rate Location Depart from (city)
O Alpharetta, Georgia Savannah, Georgia CHATHAM COUNTY, US-... I Savannah, Georgia
011972015 05:00 AM 01192015 10:00 AM
Date
012172015
Time
I 5:00 PM |
Arrive in (city )
“Valdosta, Georgia |
Date
012172015
Time
I E:30 PM |
Save
(o |

o Enter as many additional locations where you spent the night as
necessary. You must enter these locations as your Per Diem is based
on where you spend the night.

o Enter the information for your final leg, which generally is your home.

TeamWorks Travel
State of Georgia
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o Click Save

Travel Allowances For Report: Normal Weekly Travel 1/16to 2 *
Edtt Itinerary Available Itineraries Expenses & Adjustments Reimbursable Allowanc es Summary
tinerary Info
Itinerary Mame
I Mormal Weekly Travel 116 to 2
| Detete Rows | New [tinerary Stop
D Departure City + Arrival City Arrival Rate Location Depart from (city)
O SREREh.  ovemnGoan,  CTMeonus
Date
| §1ﬂ e“:i"a:”é‘? E.%g.%ggra Eﬁg?fs:tggsggli:ﬂnm HEGA UNITED STATES I 017222015
Time
I 5:00 PM
Arrive in (city)
Alpharetta, Georgia
Date
01/22/2015
Time
IrF::-: PM
[~ J o |
The updated itinerary data appears:
NOTE: If you return from a trip with an overnight stay and left for another trip with an
overnight stay on the same day, they must be entered as a continuous trip for Per Diem
entry purposes.

Example: You left Atlanta on 1/19 and went to Savannah, left Savannah on the
215t to go to Valdosta, left Valdosta to return to Atlanta on the 22n and left Atlanta on the
same day (the 22" to go to Chicago and finally left Chicago on the 25! to return to
Atlanta. Both trips would need to be entered as one continuous trip or you will not be
reimbursed for the correct Per Diem.

Click Next
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Travel Allowances For Report: Normal Weekly Travel 1/16 to 2

Edit Itinerary

Itinerary Info

Awailable Itineraries

Expenses & Adjustments

Itinerary Name
I Mormal Weekly Travel 1/16to 2 |

Departure City

Arrival City

Reimbursable Allowances Summary

Arrival Rate Location

New Itinerary Stop

Alpharetta, Georgia
01/19/2015 06:00 AM

Savannah, Georgia
0111972015 10:00 AM

CHATHAM COUNTY, US-

Savannah, Georgia
0142142015 05:00 PM

“Valdosta, Georgia
01/21/2015 05:30 PM

US-GA, UNITED STATES

“Valdosta, Georgia
0142242015 05:00 PM

Oo|jo|oo

Alpharetta, Georgia
01/22/2015 0700 PM

FULTOM COUNTY, US-GA. ..

Depart from (city )}
Alpharetta, Georgia |

Date

Time

Arrive in (city )

|
Date

Time

e —— ()

The adjusted allowable Per Diems display

Travel Allowances For Report: Normal Weekly Travel 1/16t0 2 =
Create Mew [tinerary || Available ltineraries | Expenses & Adjustments | Reimbursable Allowances Summary
Showdatesfrom| |E| to| |Z|| m
Exclude | All |:| Date/Location « Breakfast Provided Lunch Provided Dinner Provided Allowance
L C—- 2700
2072 - - -
{S):;.'E:{;L?Georgia $36.00
LR B s
U e 2100
¢ Click the check box next to any meals if necessary to reflect provided meals
e Click Update Expenses
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Normal Weekly Travel 1/16 to 2

+ New Expenss Details - Receipts - Print / Email =
Expenses [ | B2 B2 vew- «
|:| Date » Expense Amount Requested

Adding New Expense

|:| 0222015 Fixed Meals 321.00 321.00
\aldosta, Georgia

|:| 012142015 Fixed Meals $28.00 $28.00
‘aldosta, Georgia

|:| 01/2062015 Fixed Meals 236.00 236.00
Savannah, Georgia

|:| 01152015 Fixed Meals 227.00 227.00

Savannah, Georgia

e Your expense report will be updated with any corrections necessary based on
the new data you entered.

UNASSIGN

0 Mark a Travel Allowance ltinerary for use on a different expense report or for
deletion.
= Open the existing Expense Report with the incorrect Travel Allowance

= Click on the Details tab

=  Select Available Itineraries from Travel Allowances section
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Manage Expenses Cash Advances =

E =+ Mew Expenss Details v Receipts = Print / Email =

E}{peqses Repon j C] Wiew v &
Report Header

] Date~ nt Requested

: Totals

Adding New Expen ) )
Audit Trail

I:‘ 012212015 oo 321.00

Approval Flow

O 012172015 Comments Do $28.00
O 017202015 | Cash Advances 0o $36.00
O D1M8/2015 Available Do 527.00
Assigned
Allocations
Allocations

Travel Allowances
Mew Itinerary

‘ Available ltineranes

Expenses & Adjustments

Reimbursable Allowances Summary

= Locate the Travel Allowance Entry in the Assigned Itineraries section
NOTE: If entered properly each Itinerary has at least 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 problem itinerary to highlight it

Travel Allowances For Report: Normal Weekly Travel 1/16 to 2 ox

Create Mew ltinerary || Awvailable Itineraries || Expenses & Adjustments || Reimbursable Allowances Summary

Assigned ltineraries

EE=D

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

@ ltinerary: Normal Weekly Travel 1/16 to 2

Alpharetta, Georgia 011%/2015 05:00 AM Savannah, Georgia 01/19/2015 10:00 &AM CHATHAM COUNTY, US-GA, US
Savannah, Georgia 01/21/2015 05:00 PM ‘“Jaldosta, Georgia 01/21/2015 086:30 PM US-GA, UNMITED STATES
“Valdosta, Georgia 01/22/2015 05:00 PM Alpharetta, Georgia 01/22/2015 O7:00 PM FULTOM COUNTY, US-GA, US
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= Click Unassign

Travel Allowances For Report: Normal Weekly Travel 1/16 to 2 X

Create Mew Itinerary || Awvailable Itineraries || Expenses & Adjustments || Reimbursable Allowances Summary

Assigned Itineraries

o

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

@ ltinerary: Normal Weekly Travel 1/16 to 2

Alpharetta, Georgia 01/19/2015 D6:00 AM Savannah, Georgia 01/19/2015 10:00 AM CHATHAM COUNTY, US-GA, US
Savannah, Georgia 01/21/2015 05:00 PM Valdosta, Georgia 01/21/2015 DE:30 PM US-GA, UNITED STATES
\aldosta, Georgia 01/22/2015 05:00 PM Alpharetta, Georgia 01/22/2015 07:00 PM FULTON COUNTY, US-GA, US

= The ltinerary moves to the bottom of the screen to Available Itineraries

e T N o e

Available Itineraries

Current ltineraries w C] :]

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

@ ltinerary: 01/14/2015 Augusta (Single Day) -
Alpharetta (Single Day), Georgia 01/14/2015 05:00 &AM Augusta (Single Day), Georgia 01/14/2015 09:00 AM Augusta (Single Day), US-GA, US

QI Augusta (Single Day), Georgia 01/14/2015 05:45 PM Alpharetta (Single Day), Georgia 01/14/2015 O7:45 PM Alpharetta (Single Day ), US-GA, ...

@ ltinerary: Normal Weekly Travel 1/16 to 2

Alpharetta, Georgia 0119/2015 0&:00 AM Savannah, Georgia 01192015 10:00 AM CHATHAM COUNTY, US-GA, US
Savannah, Georgia 01/21/2015 05:00 P ‘aldosta, Georgia 01/21/2015 06:30 PM US-GA, UNITED STATES
‘faldosta, Georgia 01/22/2015 05:00 PM Alpharetta, Georgia 01/22/2015 07:00 PM FULTOM COUNTY, US-GA, US

= The Travel Allowance lItinerary is now available for further adjustment.

NOTE: You may now completely delete this unassigned itinerary from the TTE system or
reassign it to another Expense Report.

DELETE

o To Delete a Travel Allowance

» From an open expense report, select the Travel Allowance Itinerary to be
deleted by clicking on the Itinerary name in the Available Itineraries section.
This will highlight it.

= Click Delete.
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P e
Availa

Available ltineraries
Current Itineraries
Departure City Date and Time « Arrival City Date and Time Arrival Rate Location
@ ltinerary: 01/14/2015 Augusta (Single Day) -
QI Alpharetta (Single Day ), Georgia 01/14/2015 05:00 AM Augusta (Single Day), Georgia 01/14/2015 09:00 AM Augusta (Single Day), US-GA US
EI Augusta (Single Day), Georgia 01/14/2015 05:45 PM Alpharetta (Single Day), Georgia 01/14/2015 O7:45 PM Alpharetta (Single Day), US-GA, ...
@ ltinerary: Normal Weekly Travel 1/16 to 2
Alpharetta, Georgia 01192015 06:00 AM Savannah, Georgia 01/19/2015 10:00 AM CHATHAM COUNTY, US-GA, US
Savannah, Georgia 01/21/2015 05:00 PM ‘Valdosta, Georgia 01/21/2015 D6:30 PM US-GA, UNITED STATES
‘Valdosta, Georgia 01/22/2015 05:00 PM Alpharetta, Georgia 01/22/2015 O7:00 PM FULTOMN COUNTY, US-GA, US

o 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?

Mo Cancel

0 The Travel Allowance Itinerary will be completely removed from the TTE
System and the date will be available for reuse.
= You will not be allowed to delete Meal Itineraries that have
lock icons attached to them as they are active on an expense
report.

REASSIGN

0 Reassign an Unassigned Travel Allowance Itinerary to another expense report.

= Open the new or existing Expense Report you want to add the existing Travel
Allowance Itinerary on. In our example it is an existing Expense Report.

= Click on the Details tab

= Click on Available Itineraries

= 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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Avallable ltineraries

| Current Itineraries

Bl [

Date and Time «

Departure City

Arrival City

Date and Time

Arrival Rate Location

@ ltinerary: 01/14/2015 Augusta (Single Day)

QI Alpharetta (Single Day ), Georgia 01/14/2015 05:00 AM

Augusta (Single Day), Georgia

01/14/2015 05:00 AM

Augusta (Single Day), US-GA, US

EI Augusta (Single Day), Georgia 01/14/2015 05:45 PM

Alpharetta (Single Day ), Georgia

01/14/2015 0745 PM

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

@ ltinerary: Normal Weekly Travel 1/16 to 2

Alpharetta, Georgia 01/19/2015 D6:00 AM

Savannah, Georgia

01/19/2015 10:00 AM

CHATHAM COUNTY, US-GA, US

Savannah, Georgia 01421/2015 05:00 PM

‘Valdosta, Georgia

01/21/2015 06:30 PM

US-GA, UNITED STATES

‘Valdosta, Georgia 01/22/2015 05:00 PM

Alpharetta, Georgia

01/22/2015 07:00 PM

FULTON COUNTY, US-GA, US -

» The Travel Allowance Itinerary will move into Assigned Itineraries at the top
of the window. Click Next

Trave

wances For Report: Normal Weekly Travel 1/16 to 2

1) Create erary oA‘JaiIable Itineraries

Assigned Itineraries

Departure City Date and Time «

3 | Expenses & Adjustments

Arrival City

Date and Time

Arrival Rate Location

@ ltinerary: Normal Weekly Travel 1/16 to 2

Alpharefta, Georgia 01192015 0S:00 AM

Savannah, Georgia

01M1%2015 10:00 AM

CHATHAM COUNTY, US-GA, US

Savannah, Georgia 01/21/2015 05:00 PM

“Valdosta, Georgia

01/21/2015 06:30 PM

US-GA, UNITED STATES

“Valdosta, Georgia 01/22/2015 05:00 PM

Alpharetta, Georgia

01/22/2015 08:00 PM

FULTON COUNTY, US-GA, US

Avallable ltineraries

| Current ltineraries

Date and Time «

Departure City

Arrival City

Date and Time

Arrival Rate Location

@ ltinerary: Normal Weekly Trvl 1-10to 15

EI Alpharefta, Georgia 01/04/2015 03:00 PM

Savannah, Georgia

01/04/2015 O7:00 PM

CHATHAM COUNTY, US-GA, US

EI Savannah, Georgia 01/06/2015 0S:00 PM

“Valdosta, Georgia

01/0&/2015 O7:30 PM

US-GA, UNITED STATES

EI “Valdosta, Georgia 01/07/2015 04:00 PM

Alpharetta, Georgia

01/07/2015 O7:00 PM

FULTON COUNTY, US-GA, US

@ ltinerary: 01/12/2015 Marietta (Single Day)

W Alebmrmbbm { Cimedn Plmat e

AATMNAE Nean Al

M il Pl

A4 IATMNAE N9.30 Mk

AN il Pl 118 A 11D

== Previous

= Adjust the Travel Allowance for any provided meals if necessary
= Click Create Expenses (or Update Expenses if it appears)
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Travel Allowances For Report: Normal Weekly Travel 1/16 to 2

1) Create New Itinerary 2 Available Itineraries o Expenses & Adjustments

Show dates frnm| |Z|| to| |Z|| m
Exclude | All | Date/Location « Breakfast Provided Lunch Provided Dinner Provided Allowance
O 0111212015

Savannah, Georgia ( 527.00
01/20/2015

Savannah, Georgia 536.00
O 011212015

\akiosta, Georgia 528.00
O 0112212015

\akiosta, Georgia \ 521.00

Create Expenses ] Cancel

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

E =+ Hew Expense Details - Receipts - Print / Email -

Expenses iove - J ociete ] Copy JRUSERRS

|:| Date Expense Amount Requested

Adding New Expense

] 02212015 Fixed Meals $21.00 321.00
“aldosta, Georgia

] 02172015 Fixed Meals 528.00 528.00
\aldosta, Georgia

|:| 012002015 Fixed Meals $36.00 535.00
Savannah, Georgia

|:| 01MS2015 Fixed Meals 227.00 327.00
Savannah, Georgia
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Adjust for a Provided Meal Only on an Existing Travel Allowance Entry |

e Open an existing Expense Report
e Click on the Details tab.
o Select Expenses and Adjustments under the Travel Allowances section
Manage Expenses Cash Advances -
E _;_l];:'.l_é;[;;l'_l;;_ Details * Receipts v Print / Email *
Expenses Report B B viewr «
Report Header
O Date~ nt Requested
i Adding New Expen ) )
e Audit Trail i
| 0M/222015 po $21.00
Approval Flow
O 01/21/2015 Comments Do $28.00
[ 01202015 | Cash Advances po LE8LY
O 01182015 Available Do 527.00
Assigned
Allocations
Allocations
Travel Allowances
Mew Itinerary
Available Itineraries
>
Reimbursable Allowances Summary
e The Expenses & Adjustments window opens.
Travel Allowances For Report: Normal Weekly Travel 1/16 to 2 =X
Create Mew [tinerary || Awvailable ltineraries || Expenses & Adjustments | Reimbursable Allowances Summary
Show dates fr0m| |_| to| |_|
Exclude | All D Date/Location « Breakfast Provided Lunch Provided Dinner Provided Allowance
- e Gooron = D B 2700
D g:aﬁ?nﬁg;,st;eorgia D D D $36.00
- E’:aﬁlﬁgj éeorgia O | | $28.00
- e e = D B 2100
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e Select or deselect any necessary meals.
e Click Update Expenses

Travel Allowances For Report: Normal Weekly Travel 1/16 to 2 mx

Create Mew ltinerary || Available Itineraries Expenses & Adjustments Reimbursable Allowances Summary

Show dates from || to

Exclude | All O Date/Location + Breakfast Provided Lunch Provided Dinner Provided Allowanoe\

O 0111212015
Savannah, Georgia D D D 32700

| 01/2012018 o ] 525,00
Savannah, Georgia b

O 0172172015 B B 52200
“faldosta, Georgia -

| 0112212015 B B s1e.50
“Valdosta, Georgia \ -

Update Expenses Cancel

e The Expense Report will open and the Per Diems (Fixed Meals) will be adjusted
on the expense report:

Manage Expenses Cash Advances

Normal Weekly Travel 1/16 to 2

E =+ Mew Expense Details - Receipts - Print / Email =
Expenses ove » i Delete | copy BRUUASER
|:| Date~ Expense Amount Requested

Adding New Expense

] 01222015 Fixed Meals £16.50 216.50
‘aldosta, Georgia
21/ ine als ! !
012172015 Fixed Meal 322 00 322 00
\aldosta, Georgia
200 ine als ! !
012002015 Fixed Meal 329.00 32900
Savannah, Georgia
2 ine als ! !
01M92015 Fixed Meal 327.00 32700

Savannah, Georgia
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