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

<£ Will this report include travel allowance expenses?

I

Mo

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.

e Click on Go To Single Day Itineraries.

Travel Allowances For Report: Weekly Travel 12-01 to 12-11

1| Create HNew Z[tinerar\( Available Itineraries E' Expenses & Adjustments

Itinerary Info

Itinerary Name Selection

|'\-'-a'eeld‘r' Travel 12-01 to 12-11 Regular In State

Page 2 of 11

Add Stop New Itinerary Stop

I:l Departure City ~ Arrival City Arrival Rate Location Depart from [city) s
Date
| O
Time
Arrive in [city]

v
Go to Single Day Itineraries Mext == Cancel
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Enter the date you want to begin entering information for in Choose Start
Date.

Click Go to open the data entry screen.

Travel Allowances gor ReporigWeekly Travel 12-01 to 12-11 =X

[1] single Day Itinera [2] Availabl eraries [3] Expenses & Adjustments -

Choose s art date 12/01/2011

Exclude Date

B 120172011 7., 2
B 1222011 ..
E  12/03/2011 ..
B 12/04/2011 ..
E  12/05/2011 ..
E  12/06/20117T.

F 12072011 ..

@ Cgepart 6ad Location > Carine X vepatt Gacd. Hours

by 2

Go to Standard Itinerary Next == Cancel

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.

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

Enter your last business location of the day in End Location and click the
Tab key.

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.
v Note: The system will calculate your travel status time under Hours.

After you have entered all the days you are claiming, click Save Itineraries.

v" Note: You can go back in and add additional days in a different week later.

Save lineraries

Go to Standard linerary Next == Cancel
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Click Next.
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Travel Allowances For Report: Weekly Travel 12-01 to 12-11 =i

Single Day Itineraries 2] Available Itineraries[3] Expenses & Adjustments

Assigned Itineraries

Departure City Date and Time + Arrival City Date and Time Arrival Rate Location
= Itinerary: 12/01/2011 Macon
Roswell, Georgia 12/01,/2011 7:00 AM Macon, Georgia 12/01/2011 9:15 AM US-GA, UNITED STATES

Macon, Georgia 12/01/2011 7:30 PM Roswell, Georgia 12/01/2011 9:00 PM FULTON COUNTY, US-GA,...

Available Itineraries

Current ltineraries »

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

= Itinerary; Visits 10-1to 11

== Previous

e Click Next again.

¢ Click on any meal period that was provided to you for any days you reported.
The system will adjust your reimbursement amount for that meal period.

Travel Allowances For Report: Weekly Travel 12-01 to 12-11 DX

Single Day Iﬁneraries Available Itineraries | 3| Expenses & Adjustments

Show dates from [ to @l Geo

Exclude | All [| Date/Location ~ Brealfast Provided Lunch Provided Dinner Provided Allowance
12/01/2011 ¢
O Macan, Geargia o [ §14.00

1

=< Previous | Create Expenses | Cancel

e Click on Create Expenses.

e An Expense Entry called Fixed Meals will be created in your expense report
for each day you claimed for any eligible amounts.
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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.

-

Georgia
My Concur  Reque Expense | Profile
View Reports  New Expd Report  View Receipt Store  View Cash Advances New Cash Advance
Site Visits 12/1 Delete Report ‘Submit Report
(® Mew Expense Receipts = | Print / Email =
Expenses View = | % New Expense Reczipt Store

D Date ~ Expense Type Amount Requested

Expense Type

Adding New Expense

Fixed Meals

a 12/02/2011 X s $27.00 $27.00
Augusta, Georgia

e Select New Itinerary under the Travel Allowances section

Report

Report Header
Totals

Audit Trail
Approval Flow
Comments
Cash Adwvances

Available

st
Allocations
Allocations

Trawvel Allowances

” Mews Itinerary

Available Itineraries

Expenses 8 Adjustments

Reimbursable Allowances Summmjary

e The system opens to the Standard (Multi-Day) Itinerary. 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.

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

¢ Click on Go to Single Day Itineraries
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1| Ccreate New Itinerary [2] asilable Tneraries (3] Expenzes 2 Adjustrients +

Itinerary Info

Ttinemry Mame Salection
Sike Wisitz 12/1 ko 11 |Regular In State >

[ 8ddstop || Delete Rows New Itinerary Stop

Departure City ~ Arrial City Arrival Rate Location Depart from [city)

Mo Ttimerary Rows Found
Cate

| ]
Tirne

|

Arries in [ ity]

Cate

| ]
Tirne

: | GotoSingle DayItineraries || | Mext=- | | Cancel ‘

e Enter the date you want to enter Travel (Meals Per Diem) Allowances for in
Choose Start Date and click on Go to open the data entry screen.

Travel Allowances For Report: Site Visits 12/1 to 11

Single Day Itil ineraries Expenses & Adjustments Reimbursable Alowances Summary -

Choose start date  12/08/2011 [ Go |

Exclude Date Start Location ‘ @@@ Hours

F  12/08/2011T... 3

F 12092011 ..

[ 121002011 ..

E  1211/2011..

[ 1212/2011 ..

E 12132011 T..

[l 12/14/2011 .., .
ok

Save Hineraries

Go to 5tandard Itinerary | Cancel

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.

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

e Enter your last business location of the day in End Location and click the
Tab key.

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

o Enter the time you left this location in Depart and click the Tab key.
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e Enter the time you arrived home in Back and click the Tab key.
v Note: The system will calculate your travel status time under Hours.
e When you have entered all the days you are claiming click Save Itineraries.

e Click on the Expenses & Adjustments tab at the top of the window

Travel Allowances For Report: Site Visits 12/1 to 11 2l

Single Day Itineraries Available Itineraries Expenses & Adjustments Reimbursable Allowances Summary -+

Choose start date | 12/08/2011 ] Go

Exclude Date Start Location Depart End Location Arrive  Depart Back.. Hours
12/08/2011 T...Itinerary has been created

12/09/2011 ...
12/10/2011 ...
12/11/2011 ...
12/12/2011 ...

12/13/2011 T...

O 8 88 083 8 O

12/14/2011 ...

Go to Standard Itinerary ‘ Cancel |
e Click on Update Expenses.
. - [=]|E
Travel Allowances For Report: Site Visits 12/1 to 11
Single Day Itineraries Available Itineraries Expenses & Adjustments Reimbursable Allowances Summary -+
Show dates from [to [ Ge
Exclude | All [ ] Date/Location « Breakfast Provided Lunch Provided Dinner Provided Allowance
12/02/2011
(] Augusta, Georgia O O O 4700
12/08/2011 -
B Augusta, Georgia o o o $27.00
Update Expenses | Cancel |

e An Expense Entry called Fixed Meals will be added to your expense report for
each day you claimed for any amounts eligible according to the Travel Policy.
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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 Dekte  Copy | Wiew v | |« New Expense | Receipt Store

Date Expense - Amournt Requested >

E>q:ense||

Adding New Expense
§ T create 0 new expense, click the approprite expense tipe Below ar lype the expense type in the field
Fixed Mealks

above. To edit an existing expense, click the expense an the left side of the )
OLB0L3 i v, Gecigt $71.00 $21.00 g Expe P ft side of the page.

Ficced Meals
01/22/2013 Mazon, Geargh $21.00 $21.00

@ Recently Used Expense Types

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.
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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.
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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
Departure City Date and Time - Aurival City Date and Time
Atlanta, Georgia O1/06/2013 700 At Savannah, Georgia O1/06/201 3 10400 &AM

Savannah, Georgia 0171072013 600 P Atlanta, Georgia 01/10/2013 2:20 PM

= Iinerany: Jan 15 to 30 Expenses
Atlanta, Georgia

O1/16/2013 700 Abd Savannah, Georgia

e Click Yes on the dialogue box that appears

01/16/2012 1000 Abd

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

CHATHAR COUMTY, USGA, US4

<< Previous Mext ==

Flease Confirm

the selected itineraries?

) Kl - |

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

e Click on Expenses & Adjustments
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Travel Allowances For Report: lan 15

@ create Mew Ttinerary [2] Available Itinel xpenses & Adjustments8l Reimbursable Allowances Summary

Assigned Itineraries
Edit Unassign

Departure City Date and Time - Arrival City Date and Time
= Itinerary: 01/21,/201 3 Winterville
OL/2Z1/2013 700 Ak

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
OLO6201 3 1000 Akd
OL/10¥201 3 530 PR

Departure City Date and Time - Arriral City
OLADEE013 TO0 A

OL/10¢2013 600 P

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 — No 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
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e Click on Update Expenses

Travel Allowances For Report: Jan 15 to 31 Expenses =l
Create Mew Ttinerary Aarailable Ttineraries Exzpenses & Adjustments | Reimbursable Allowances Summary +
Showe dates from Bim B| -(-SD“
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.

o If you need to re-enter the Travel Allowance go to Details, Travel
Allowances, New Itinerary and enter the correct information.

° £
Georgia

My Concur Request Expense Profile

View Reports  Mew Expense Report  Wiew Receipt Stare  Wiew Cash Advances  Mew Cash Sdvance

Jan 15 to 31 Expenses Delete Report Submit Report

@ Mew Expense | Details = Receipts + | Print/Email +

Expenses Dekte  Copy | Wiew = | | | New Expense Recaipt Store
] Data ~ Expense Amount Requested Y
: Expense ||
i Adding New Expense <
: . : Ta cragle @ new expense, olisk e dporopricte expenie type Below o Yips the expense tipe in the fisld
01/22/2013 Ficed Meals $21.00 $21.00 abave, Toedit an existing expense, Jick the expense on the left side of the page.
Macon, Gecgi
Ouzi 013 Foeed Meaks $21.00 $21.00 @ Recently Used Expense Types

winterille, Georgis

Tolls Miscellnecus

R s T e e g NS Y
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