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for Single Day Travel Allowances to calculate properly. Travel Allowances with and
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Add Travel Allowances When Creating a New Expense Report

NOTE: You may add Travel Allowances for travel with or without an overnight stay on the same expense report!
Simply choose the Standard Itinerary for Travel Allowances accompanied with overnight stay(s) or Single Day
Itinerary for Travel Allowances where no overnight occurred. Additionally for Single Day Travel ONLY use locations

with (Single Day) in the location name.

e Select New Expense Report in the Expense Report tab or in the Active Work
section on the My Concur page. Complete the required Report Header information

e If required, link any Travel Requests to the Expense Report
0 Click Add under Travel Request and select the appropriate Travel
Request(s) to link to the Expense Report
0 Click Save
e If you have an unassigned Cash Advance, you will be given the option to link it to
the Expense Report. You may enter No and add it later.

e Travel Allowances dialogue box will appear.

0 Click Yes to enter them now or No to enter them later. (See Add Travel
Allowance to an Existing Expense Report section of this document)

Travel Allowances

e Will this report include meals per diem?

e Click on Go to Single Day ltineraries if the Single Day Itinerary entry form does not
display.

Travel Allowances For Report: Weekly Travel 12/16 to

@ create New ltinerary 2) Available ltineraries 3) Expenses & Adjustments
tinerary Info

tinerary Name:
|\‘\-‘Ee\\\;. Travel 12116 1o

adasiop | Delete Rows | New Itinerary Stop
[ Departure City « Arrival City Arrival Rate Location Depart from (city)
No ltinerary Rows Found
Date
Time
Arrive in (city)

Date

Time

; =3

Go to Single Day Hineraries @ Cancal
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The Single Day Itinerary entry form opens

Enter the date you want to begin entering information for in Choose Start Date.
Click Go

. O x
Travel Allovces Fqeport: Weekly Travel 12/16 1o
o Single Day ltin Ava\la&}es 3 Expenses & Adjustments
Choose start date| 121162014 [ m
Exclu... Date Start Location Depart | End Location Arrive Depart| Back At... Hours
[ 011922015 Monday
[} 01/20/2015 Tuesday
[ 012112015 Wednes.
[ 01/2212015 Thursday
[ 012372015 Friday
] 01/2412015 Saturday
[ 01/25/2015 Sunday
[ ]

The date you selected will now display — 7 days display at once.

Travel Allowances For Report: Weekly Travel 12/16 to -
Single Day ltineraries || Available ltineraries || Expenses & Adjustments | Reimbursable Allowances Summary
Choose 5tartdate|12f‘l4p’2m4 —| m
Exclu... | Date Start Location Depart | End Location Arrive Depart| Back At... Hours
2M14/2014 Sunday
12/15/2014 Monday Itinerary has been created /
] 12/16/2014 Tuesday
@] 121712014 Wednes...
D 12/18/2014 Thursday
] 12119/2014 Friday
@] 12/20/2014 Saturday
o |If ltineraries already exist, as in our example, that indicates those days were
already used to claim Travel Allowance on this or another Expense Report
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For each day you want to claim a Travel (Meal Per Diem) Allowance enter your

starting location for that day in Start Location and click the Tab key.
v" Note: You must select locations with (Single Day) after the name. If you do not, you will not receive
the correct Travel Allowance.

Enter the time (using am or pm) you left in Depart and click the Tab key.

Enter your last business destination of the day in End Location and click the Tab

key.

v" Note: You must select locations with (Single Day) after the name. If you do not, you will not receive
the correct Travel Allowance.

Enter the time you arrived at this final location in Arrive and click the Tab key.
Enter the time you left this location in Depart and click the Tab key.

Enter the time you arrived home in Back and click the Tab key.

Travel status time will display in the Hours column.

After you have entered all the days you are claiming for this date range, click Save
Itineraries.

You can add additional days in a different week at any time

e NOTE: Any days where meals have already been requested on ANY expense report for the date
period displayed will show the message “An itinerary already exists for this day.” You cannot claim
meals for the same day twice.

;- - - AN - 1 O x
Travel Allowances For Report: Weekly Travel 12/16 to
Single Day tineraries | Awvailable ltineraries || Expenses & Adjustments | Reimbursable Allowances Summary
Choose start date | 12/14/2014 ﬂ
Exclu...§| Date Start Location Depart | End Location Arrive Depart| BackAt... Hours
|:| 12/14/2014 Sunday
121152014 Monday [tinerary has been created
[} 12116/2014 Tuesday
[} 12/17/2014 Wednes... | Aflanta (Single Day), Georgia T30 AM | Centerville (Single Day), Georgia 9:30 AM 530PM T30 PM 12:00
|:| 12/18/2014 Thursday Roswell (Single Day), Georgia T:00 AM | Augusta (Single Day), Georgia 1:00 PM 6:00 PM T30 PM 12:30
[} 12/119/2014 Friday
[} 12/20/2014 Saturday
Go fo Standard linerary Cancel
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e Click the Expenses and Adjustments tab

Travel Allowances For Repqleeky Travel 12/16 10 X

single Day fineraries | Available ftineraries || Expenses & Adjustments | Reimbursable Allowances Summary

Choose start date | 12/14/2014 _ m

Exclu... | Date Start Location Depart | End Location Arrive Depart| Back At... Hours

[} 12/14/2014 Sunday

12M5/2014 Monday Itinerary has been created

[} 12/16/2014 Tuesday

121712014 Wednes. Itinerary has been created

12/18/2014 Thursday Itinerary has been created

[} 12/19/2014 Friday

[} 12/20/2014 Saturday

e Click on the check box next to any meal that was provided to you for any days you
reported. The system will adjust your reimbursement amount for that meal period.

e Click on Create Expenses.

Travel Allowances For Report: Weekly Travel 12/16 to -
1 Single Day ltineraries 2 Available ltineraries e Expenses & Adjustments 4 Reimbursable Allowances Summary
Show dates from [ to | m
Exclude | All [] Date/Location « Breakfast Provided Lunch Provided Dinner Provided Allowance
= ::iﬂtgrzv?l?:[Sing\e Day), G... ] [l @l 52800
Ll 12/18/2014 ] F B 53600

Augusta (Single Day), Geor...

= creas onsco KRN
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e Expenses called Fixed Meals will be in your expense report for each day you claimed
with the allowable reimbursement amounts.

Manage Expenses Cash Advances

Weekly Travel 12/16 to

= Mew Expense :  Details = Receipts = Print / Email =
Expenses [ | | | B view- «
|: Date « Expense Amount Requested
Adding New Expense
I 12/18/2014 Fixed Meals $36.00 $36.00
Augusta (Single Day), Georgia
1 1217/2014 Fixed Meals $28.00 $28.00

Centerville (Single Day), Georgis

Add Travel Allowances to an EXISTING Expense Report

NOTE: You may add Travel Allowances for travel with or without an overnight stay on the same expense report.
Simply choose the Standard Itinerary for Travel Allowances accompanied with overnight stay(s) or Single Day
Itinerary for Travel Allowances where no overnight occurred. Additionally for Single Day Travel ONLY use locations
with (Single Day) in the location name.

e Select an existing report from the Expense tab, Quick Taskbar or My Tasks
sections on the Home page. Click on an existing Expense Report name to open it.

Help ~

Home Requests Expense App Center
proie - @

+ 04 00 01 09
— New Authorization Available Open Cash
Hello, Sherry Requests Expenses Reports Advances

COMPANY NOTES

Travel Training Portal

Please see the link above for additional Travel training opportunities.

MY TASKS

m Open Requests m Available Expenses 2> m Open >

01/20 Weekly Travel 12/16 to

‘You currently have no available expenses

Authorization Requests 04 $64.00
Cash Advances 09
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Week|

Adding New Expen.

12017/2014

e Click on the Details tab.

e Select New ltinerary under the Travel Allowances section

Help ~
CONCUR Requests Expense App Center — [
rofile ~
-
Manage Expenses  Cash Advances -
'I 2/" 6 to Delete Report R
Datails Recsipts * Print / Email =
Report |
Views & | NewExpense A Receipt:
Report Header \:I =he
Requested
Totals e,
Expenze
Audit Trail . 1 P
121182014 R0 © create & new expense, click the appropriate expense ype below or fype the expense fype in the field above. To edt an existing expense, alick the expense on the ieft
Approval Flow aside of the page.
Comments sze00 @ Recently Used Expense Types
Cash Advances Hotel Rental Gars Gnly Fersonal Gar Mieage
Avallable Tols Copy Charges
Assigned
All Expense Types
Allocations
Allocations Business Promotions
Other Promations! Expense
Travel A
New Itinerary
Available ltineraries
Expenses & Adjustments Intemet Charges
Locsl Phone
Reimbursable Allowances Summary
Long Distance
Company Car Expense
Company Car Fusi Testing and Certfication (CDL Licanse)
Cagparg Car Other Meals
VA

e The system opens to the last Itinerary Form type used

¥v" Note: You cannot mix expenses for In State, Out of State and International Travel on the same
Expense Report.

0 Click on Go to Single Day Itineraries if the Standard Itinerary opens
o If the dates displayed in Travel Allowance Single Day Entry are not the dates you
need to access, change the date in Choose Start Date and click on Go to adjust the
data entry screen to the correct dates.

Travel Allo

ces Fﬂport: Weekly Travel 12/16 1o =

Single Day Itinerg

Choose start date | 12/16/2014

Excl.. | Date

Start Location

Depart| End Location

ble It \{}enses & Adjustments | Reimbursable Allowances Summarny

Arrive Depart| Back At... Hours

12/16/2014 Tuesday

12/17/2014 Wedna. . An itinerary already exists for this day

12/18/2014 Thursday An itinerary already exists for this day

12/18/2014 Friday

12/2072014 Saturday

12/21/2014 Sunday

12/22/2014 Monday

Go to Standard ltinerary Cance

e For each day you want to claim a Travel (Meal Per Diem) Allowance enter your

starting location for that day in Start Location and click the Tab key.
v" Note: You must select locations with (Single Day) after the name. If you do not, you will not receive
the correct Travel Allowance.
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Travel Allowances For Report: Weekly Travel 12/16 to =

Single Day ltineraries || Available ltineraries || Expenses & Adjustments | Reimbursable Allowsnces Summarny

Choose start date | 12/16/2014 | ﬂ

Excl.. | Date Start Location Depart| End Location Arrive Depart| Back At... Hours

12/16/2014 Tuesday

12/17/2014 Wadne... An itinerary already exists for this day

12/18/2014 ThursdayAn itinerary already exists for this day

12/19/2014 Friday

12/20/2014 Saturday

12/21/2014 Sunday

12/22/2014 Monday | Roswell (Single Day), Georgia G:30 AM || Chamblee (Single Day), Georgia 5:00 PM 5:30 PM 7:00 PM '0

Save Itineraries

Go to Standand Itinerary Cance

e Enter the time (using am or pm) you left in Depart and click the Tab key.
e Enter your last business destination of the day in End Location and click the Tab
key.
v" Note: You must select locations with (Single Day) after the name. If you do not, you will not receive
the correct Travel Allowance.
e Enter the time you arrived at this final location in Arrive and click the Tab key.
e Enter the time you left this location in Depart and click the Tab key.
e Enter the time you arrived home in Back and click the Tab key.
e Travel status time will display in the Hours column.
o After you have entered all the days you are claiming for this date range, click Save
Itineraries.
e You can add additional days in a different week at any time
v" NOTE: Any days where meals have already been requested on ANY expense repott for the
date period displayed will show the message “An itinerary already exists for this day.” You
cannot claim meals for the same day twice.
Travel Allowances For Report: Weekly Travel 12/16 to =X
Single Day ltineraries || Available [t i E & Adjustments | Reimbursable Allowances Summary
Show dates from _ to _ E
Exclude | All O Date/Location Breakfast Provided Lunch Provided Dinner Provided Allowance
é.i‘:tzzﬁll‘t[single Day), G... %28.00
.ligl.l&s;tzajsgingle Day), Geo... $38.00
é.iazlfﬁbzlg; TSingle Day), G... $26.00
Update Expenses Cance
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Click on the Expenses & Adjustments tab at the top of the window

Click on the checkboxes next to any meals that were provided for you

Click on Update Expenses.

An Expense Entry called Fixed Meals will be added to your expense report for each
day you claimed and were eligible for according to the Travel Policy.

CONCUR Requesis Expense App Cenie

Manage Expenses Cash Advances -

Weekly Travel 12/16 to

i == New Expense E Details + Receipts ~ Print / Email =

EXpENSEes | | | | B2l view- «

O Date « Expense Amount Requested

Adding New Expense

[ 1202252014 Fixed Meals 535.00 536.00
Chamblee (Single Day), Georgi:

G 1211852014 Fixed Meals 535.00 535.00
Augusta (Single Day), Georgia

[ 12172014 Fixed Meals 528.00 528.00

Centerville (Single Day), Georgi

Correct a Travel Allowance ltinerary Entry

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.,
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Manage Expenses

E Details = Receipts -

Cash Advances -

Weekly‘&el 12/16 to

Print ¥ Email =

Report
Report Header

Totals

Audit Trail
Approval Flow
Comments

i Adding New Expen

[ ] 12/22/2014
[ ] 12/18/2014

[ ] 12/17/2014 Cash Advances
Available
Assigned

Allocations
Allocations

Travel Allowances
Mewr ltinerary

Available lineraries

Expenses & Adjustments
Reimbursable Allowances Summary

$35.00

$28.00

$35.00

0 Select the entry needing adjustment from Assigned Itineraries to highlight it

= Click on Edit.

Travel Allowances For Report: Weekly Travel 12/16 to =
Single Day ltineraries || Available ltinerares | Expenses & Adjustments | Reimbursable Allowances Summary
Assigﬂed Itineraries
(===
Departure City Date and Time + Arrival City Date and Time Arrival Rate Location

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

l »

Atlanta (Single Day), Georgia 12/17/2014 07:30 AM

Centerville (Single Day), Georgia

121772014 09:30 AM

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

Centerville (Single Day), Georgia  12/17/2014 05:30 PM

Atlanta (Single Day), Geongia

12/17/2014 07:20 PM

Atlants [Single Day), US-GA, US

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

Roswel (Single Day), Georgia  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)

Raoswell (Single Day), Georgia 12/22/2014 08:30 AM

Chamblee (Single Day), Geargia

12/22/2014 05:00 PM

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

Chambles (Single Day), Georgia  12/22/2014 08:30 PM

Available [tineraries

| Current ltineraries

Date and Time *

Departure City

Rozwell (Single Day), Georgia

Arrival City

12/22/2014 07:00 PM

Date and Time

Roswell (Single Day), US-GA, US +

Arrival Rate Location

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

3

E Atlanta (Single Day), Georgia 11/21/2014 08:00 AM

Rome (Single Day), Georgia

11/21/2014 10:30 AM

Rome (Singe Day), US-GA, US

E 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)

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, ...

e | @

Doraville (Single Day), Georgia  11/24/2014 08:30 PM

Atlanta (Single Day), Geongia

11/24/2014 07:20 PM

Atlanta [Single Day), US-GA, US
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» The Standard Itinerary from opens. DO NOT SWITCH TO Single Day

Tron A . ) PR i W) . I P N = — x
ravel Allowances For Report: Weekly Travel 12/16 to
Edit Itinerary Available Itineranes Expenses & Adjustments Reimbursable Allowances Summary
tinerary Info
ltinarany MName
12/22/2014 Chamblee [Single
Add Stap I:l Mew Itinerary Stop
= Departure City « Arrival City Arrival Rate Location Depart from (city)
T Roswell (Single Day), Geor.. Chambles (Single Day), G... Chambles (Single Day), ...
! 12/22/2014 05:30 AM 12/22/2014 05:00 PM
Date
i Chamblee (Single Day), G... Roswell (Single Day), Geor... Roswell (Single Day), US-G...
E 12/22/2014 05:30 PM 12/22/2014 07:00 PM
il'ime
Arrive in [city)
Date
il'ime

T — =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 name 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 Expenses & Adjustments Reimbursable Allowances Summary
tinerary Info
ltinarary Name
12/22/2014 Chambles [Single|
= Departure City = Arrival City Arrival Rate Location Depart from (ci
= ?;;I;Eéé??%lﬁe_%ﬂhﬁeur._ %‘;’5&2‘3‘:4{5&“;5 E;aﬁj. G... Chamblee (Single Day). U IRDSWE" (Single Day), Geomg
- - Date
N 0 r T R S i e M 122201
Tinne
06:30 AM |
Adrive in (ol
IChamhlee (Single Day), Gac
Date
12/22/2014
Tirna
05:00 PM
=3
= Click Next and make certain the ltinerary item is correct.
Travel Allowances For Report: Weekly Travel 12/16 to =

Edit tinerary Available Itinerares Expenses & Adjustments Reimbursable Allowances Summarny

tinerary Info

tinerary Mame
| 12/22/2014 Chambles [Binglel

MNew Itinerary Stop

| = Departure City *

Arrival City Arrival Rate Location Depart from [sity)
Ol Roswell (Single Day), Geor.. Chambles [Single Day), G... Chamblee [(Single Day), U... IChEmh'EE (Single Day). Ge=|
12/22/2014 06:30 AM 12/22/2014 04:00 PM
Date
] Chambles [Single Day), G... Roswsl (Single Day), Geor.. Roswell (Single Day), US-G... I
12/22/2014 08:30 PM 12/22/2014 07:00 PM
Time

Arrive in (gity)

Date

Time

J=
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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

Chamblee (Single Day), G...

- . iy | ] =
Travel Allowances For Report: Weekly Travel 12/16 t0
Create Mew Itinerary || Available Itineraries || Expenzes & Adjustments | Reimbursable Allowsnces Summany

Shnwdatesfrnm| |_| t:J| |—| E

Exclude | All | Date/Location= Breakfast Provided Lunch Provided Dinner Provided Allowance

[ 12/17/2014
Centerville (Single Day), G... $28.00
12/18/2014
Augusta (Single Day), Geo... 526.00
12/22/2014 3$36.00

1

Update Expenses Cancel

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

Manage Expenses Cash Advances -

Weekly Travel 12/16 to

Centerville (Single Day), Georgi

E =+ New Expense 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
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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.,

Adding New Expen
(| 12/22/2014
[] 12/18/2014
[] 12/17/2014

Manage Expenses

Receipts -

Cash Advances -

avel 12/16 to

Print ¥ Email =

port
Report Header
Totals
Audit Trail
Approval Flow
Comments
Cash Advances
Available
Assigned
Allocations
Allocations
Travel Allowances
Mew ltinerary
Available Hineraries

Expenses & Adjustments

Reimbursable Allowances Summary

B view- <

Requested

§356.00
$35.00

$28.00

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

Tra ~ Y \ y’ - Cx
ravel Allowances For Report: Weekly Travel 12/16 to
Single Day Itineraries || Available ltineraries | Expenses & Adjustments | Reimbursable Allowances Summary
.ﬁ.ssigneo Itineraries
De Date and Time + Arrival City Date and Time Arrival Rate Location
a

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

Atlanta (Single Day), Georgia

1211772014 07:30 AM

Centerville (Single Day), Georgia

12/17/2014 09:20 AM

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

Centervile (Single Day), Georgia  12/17/2014 05:30 PM

Atlanta (Single Day), Georgia

12/17/2014 07:20 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 08:00 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 08:30 AM

Chamblee (Single Day), Geongia

12/22/2014 05:00 PM

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

Chambles (Single Day), Georgia

Available [tineraries

12/22/2014 06:30 PM

Roswell (Single Day), Georgia

12/22/2014 07:00 PM

Roswell (Single Day), US-GA, US +
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Travel Allowances For Report: Weekly Travel 12/16 to = >

i) create Mew Itinerary @) Available Itineraries #) Expenses & Adjustrments 4 Reimbursable Allowsnoss Summarny
Assigned Itineraries

= ==

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

@ ltinerary: 12/17/2014 Centerville (Single Day)
Atlanta (Single Day). Georgia 12/17/2014 OT:30 AM Centerville (Single Day). Georgia  12/17/2014 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

ument rnrares S ---- |

Departure City Date and Time = Arrival City Date and Time Arrival Rate Location
@ Hinerary: 12/15/2014 Augusta (Single Day}
Roswell (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 1271572014 05:00 PM Roswell (Single Day). Georgia 12/16/2014 9720 PM Roswell (Single Day), US-GA, US
@ ltinerary: 12/18/2014 Augusta (Single Day)
Roswell (Single Day), Georgis 12/18/2014 O7:00 AN Augusts [Single Day), Georgia 12/18/2014 01:00 PM Augusts [Single Day), US-GA,
Augusta (Single Day), Georgia 12/18/2014 08:00 PM Roswell (Single Day). Georgia 12/18/2014 O7:30 PM Roswell (Single Day), US-GA, US

* |In 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

0 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 ==

A create Mew itinerary  iEJ) Avaiable Itineranes 3 Expenses & Adjustments 4 Reimbursable Allowsnoes Summarny
Assigned Iltineraries

= =3

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

@ ltinerary: 12/M17/2014 Centerville (Single Day)
Atlants (Single Day). Georgis 12/17/2014 07:30 AM Centerville (Single Day). Georgia  12/17/2014 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 07:30 PM Atlanta (Single Day), US-GA, US

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

f = [Single Day), Georgia  12/22/2014 05:30 PM Roswell (Single Day), Georgis 12/22/2014 07:00 PM Roswell (Single Day), US-GA, US

Available Itineraries

Departure City Date andTime ~ Arrival City Date and Time Arrival Rate Location
£ Atlanta (Single Day), Georgia TIEA2014 07:00 AM Daoraville (Single Day), Georgia 11/24/2014 03:00 PM Doraville (Single Day), US-GA. . =
£4 Doraville (Single Day). Georgia 11/24/2014 06:30 PM Atlants (Single Day). Georgis 11/24/2014 07:30 PM Atlants (Single Day). US-GA. US

@ [ltinerary: 12/15/2014 Augusta (Single Day)
Roswell (Single Day), Georgia 12/15/2014 07:00 AM Augusts (Single Day), Georgis 12/15/2014 09:00 AM Augusts (Single Day), US-GA, ...

Augusta (Single Day). Georgia 12/15/2014 086:00 PM Roswell (Single Day). Georgia 12/15/2014 07:30 PM Roswell (Single Day). US-GA. US

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

Please Confirm *

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

¢ 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

el

Receipts = Print ¥ Email ~

- Report .
Expenses Rhcs LS
=Xpen Report Header -
O | pate~

H Totals

| Adding New Expen i . ]
L Audit Trail H
] 12/22/2014 Approval Flow $36.00

] 12/18/2014 Comments $36.00

Requested

] 12/17/2014 | Cash Advances $28.00

_— Available T
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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. O x
Travel Allowances For Report: Weekly Travel 12/16 to
1) Creste Mew Itinerary o Available Itineraries 3 ) Expenses & Adjustments 4 Reimbursable Allowances Summarny
Assigﬂed Itineraries
Available Itineraries
[corersmemres [~
Departure City Date and Time = Arrival City Date and Time Arrival Rate Location
& Atants (Single Day). Georgia 11/24/2014 07:00 AM Daraville [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

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

Roswell (Single Day). Georgia 12/15/2014 07:00 AM Augusta (Single Day). Georgia

12/15/2014 09:00 AM

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

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

12/15/2014 07:30 PM

Roswell (Single Day), US-GA, US

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

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

of the window. Click Next

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

Travel Allowances For Report: Weekly Travel 12/16 to =X
1 | Create Mew Itinerary o Available ltineraries 3 | Expenses & Adjustments 4 Reimbursable Allowsnces Summary
ASSigﬂEd Itineraries
Date and Time = Arrival City Date and Time Arrival Rate Location

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), Georgia

12/15/2014 07:30 PM

Roswell (Single Day), US-GA, US

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

Atlanta [Single Day), Georgia

12M17/2014 07:30 AM

Canterville (Single Day), Georgia

12/17/2014 09:30 AM

Centerville [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 05:30 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 08:30 PM

Date and Time «

Roswell [Single Day), Georgia

Arrival City

12/22/2014 07:00 PM

Date and Time

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

Arrival Rate Location

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

E Atlanta [Single Day), Georgia

11/21/2014 08:00 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), Georgis

11/24/2014 07:00 AM

Doraville (Single Day), Georgia

11/24/2014 03:00 PM

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

E Daraville (Single Day), Georgia

1172472014 08:30 PM

Atlanta (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)

Chamblee (Single Day), G... &) [

Travel Allowances For Report: Weekly Travel 12/16 10 =X
1 | Create Mew Itinzrary 2 Awsilable ltineraries o Expanzes & Adjustments 4 Reimbursable Alowsnces Summarny
Showdatesfrom| |r—|| to| |f—||
Exclude | All ] DateiLocation® Breakfast Provided Lunch Provided Dinner Provided Allowance
- Ai‘:f;tzaj[l;ingle Cay), Geo... B A [ 535.00
= g‘fr:t?eﬁilnsmgle Day), G... B B E $28.00
B 12/22/2014 38,00

o

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

Manage Expenses Cash Advances -

Weekly Travel 12/16 to

E == Mew Expansze E Details = Receipts - Print / Email =

Expenses (Move - JDeiet= [ Cony INUUASEE

Augusta (Single Day), Georgia

Date = Expense Amount Requested
- Adding New Expense
< T  12/22/2014  Fixed Meals 36.00 535.00
—~—— Chamblee (Single Day), Geongit
] 1211772014 Fized Meals 528.00 528.00
Centerville (Single Day), Georgi
]| 12/1156/2014 Fixed Meals 536.00 $36.00
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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

Manage Expenses Cash Advances -

Weekly T‘%I 12/16 to

Deetails * Receipts * Print / Email =

= Report )
EXpenses Viewr &
il Report Header C]

Requested

Audit Trail
Approval Flow

O 12/22/2014

= 12/17/2014 Comments

O 12/15/2014 | Cash Advances
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

20 Page

State of Georgia

Tran - AN - 5 - Oox

ravel Allowances For Report: Weekly Travel 12/16 to

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

Show dates from E to =] E

Exclude | All |_| Date/Locations Breakfast Provided Lunch Provided Dinner Provided Allowance
12/16/2014
Augusta (Single Day), Geo... $36.00
12/17/2014
Centerville (Single Day), G... i $21.00
12/22/2014
Chamblee (Single Day), G... $36.00
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The Expense Report will open and the additions, changes or deletions will be made.

Manage Expenses Cash Advances -

Weekly Travel 12/16 to

________________

i == New Expense E Cetails = Receipts - Print / Email =
E'x[: nses [ ] [ ] [ ] Viewr &
= Date = Expense Amount Requested
Adding New Expense
[ 1272252014 Fixed Meals 535.00 535.00
Chamblee (Single Day), Geongi:
= 121772014 Fixed Meals $21.00 $21.00
Centerville (Single Day), Geongi
[ 121562014 Fixed Meals 535.00 535.00

Augusta [Single Day), Geongia
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