Travel Allowances.

How to Fix a “single line itinerary row” Error in

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

entry.

Open the Expense Report with the error:

e Click on the Details tab
e Select Available ltineraries
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o Scroll through the Assigned Itineraries section to locate any Itinerary with only 1

line and select it.
e Click on Edit.
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Departure City Date and Time s Arrival City Date and Time Arrival Rate Location

@ ltinerary: Wkly Trvl 21 to 19

Atlants. Georgia 02/08/2015 07:00 AM Savannah, Georgia 02/08/2015 11:00 AM CHATHAM COUNTY, US-GA. ...
Savannah, Georgia 02/10/2015 05:00 PM Valdosta, Georgia 02/10/2015 06:30 PM US-GA, UNITED STATES
Valdosta, Georgia 02/11/2015 03:00 PM Atiants, Georgia 02/11/2015 05:30 PM FULTON COUNTY, US-GA, US

@ Itinerary: 02/12/2015 Augusta (Single Day)

Aflants (Single Day). Georgia  02/12/2015 08:00 AM Augusta (Single Day). Georgis  02/12/2015 08:30 AM Augusts (Single Day). US-Gé....
Augusts (Single Day), Georgia  02/12/2015 05:00 PM Atiants [Single Day), Georgia  02/12/2015 06:45 PM Atianta (Single Day), US-GA, US

@ ltinerary: 02/13/2015 Centerville (Single Day)

Atlanta (Single Day), Georgis 02/13/2015 08:00 AM Roswell (Single Day), Georgia  02/13/2015 04:00 PM

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

e The Edit Itinerary window will open.
Click Add Stop
e Add the missing leg of the trip in New lItinerary Stop.
o NOTE: If this was a request for Travel Allowance for travel NOT associated with

an overnight stay, you MUST choose locations that have (Single Day) in the
location name.

e Click Save
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Departure City + Arrival City Arrival Rate Location

O Depart from (ci
] Atlanta (Single Day), Geor.. Roswell(Single Day), Geo... Roswell (Single Day), US-... Roswell (Single Day), Georgia
02/13/2015 08:00 AM 02/13/2015 04:00 PM
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02/13/2015

Time

|5:33 PM |
Arrive in (ci
Atlanta, Geargia

Date

02/13/2015

Time

ﬁﬂ PM |

¢ The Travel Allowance for that day will then have all the necessary components to
process the Travel Allowance.
e Click Next
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The Expense and Adjustment window opens

Roswell (Single Day), Geor..
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| Update Expenses Cancel

Mark any provided meals if necessary and click Update Expenses to update the

Expense Report.

TeamWorks

Travel & Expense System
Atlanta, Georgia 30334

Version Date: 04/13/2015




