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Welcome to TeamWorks Travel & Expense (TTE)

TeamWorks Travel & Expense powered by Concur integrates expense reporting with a complete travel
booking solution. This comprehensive Web-based service provides all of the tools State of Georgia
travelling employees need to book travel as well as create and submit expense reports. Managers use
the service to review and approve expense reports, Cash Advance Requests and Requests. Back-office
employees use the service to produce audit reports, ensure Travel Policy compliance, and deliver
business intelligence to help the State of Georgia reduce its costs.

Section 1: Log on to TeamWorks Travel & Expense

1. Log on to TeamWorks Travel & Expense with Your password is case sensitive.
the username and password provided by your
Local Travel & Expense Administrator.

If you are not sure how to log on, check with your
Local Travel & Expense Administrator or contact the
SAO Customer Service Center, Option 9.

English (US) | English (UK} | Deulsc Frangais | Frangais canadie Bxif
Welcome
If you experience difficulty legging into the site, please click on the Forgot your password? link
below:.
(& CONCUR
User Name |
Password
Remember user name on this computer
Login
Forgot your user name?
Forgot your password?
Passwords are case sensitive.
4]Page TeamWorks Travel & Expense Version Date: 08/07/2015
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Section 2: Explore the Home Page
The Home page includes several sections that make it easy for you to navigate and find the
information you need.

@ You are currently logged in as a test user

Help ~

Home Requests Travel Expense Approvals App Center

Profile ~ ;

£ 00 0 om0
New Required Authorization Available Open
Hehw(am Approvals Requests Expenses Reports
TRIP SEARCH ALERTS
- = 0 Triplt creates instant mobile itineraries for business and personal trips.
+ @ y connect your Concur account to Tripit. No tnanits

® Round Trip () One Way () Mult-Segment

Departure City @ COMPANY NOTES

ATL - Harisfield Intl Ampt - Atlanta, GA

7 SIS S
A City
wal Gty @ Teamworks Travel Training Page on SAO website
P EaT | SSmIpE S
Departure @ Please see the link below to access additional training
depert ¥ ||08:00am ¥ |[[z3 v | Y
Rat
2 ) - If Georgia Travel Contacts
depst ¥ [/ 05:00pm ¥ [/ £3 M - - P o - PP . PP e P L mem A
Read more
Pick-up/Drop-off car at siort
Automatically reserve this car MY TASKS
Find a Hotel

Required Approvals = Available Expenses = Qpen Reports >
Specify sirine @

Refundable only air fares
Cisss of Servics: | Economy ciass ¥ | @ Greatl You currently have no 0613 Southwest Airlines Dallas T... 0826 Training-NOV-DEC
approvals, $345.00

Search fights by ® Price () Schedule
07/21 Southwest Airlines Dallas T...

$218.00

m 0710 Airfare

$342.00

¥ Fiights w/ no double connections

©r.tellus n your words what you went to do 07/14 Southwest Airlines Dallas T...

P TR ... | o
07/07 Southwest Airlines Dallas T...

$475.00
MY TRIPS (0) =)

You currently have no upcoming trips

FACTS & STATS
You have booked 67 out-of-policy trips so far this
year Did you know?
|
B89% of business travelers agree that mobile
67 Out of Policy technolegy improves their travel experience.

TRIPS

Company Policy

C' CONCUR Travel Policy

® Copyright 2014 - Concur - All Rights Reserved Lastlogged in: 11/06/2014 9:09 AM

Additional Information

Locate the page tabs The page tabs provide access to Home, Requests,
Travel, Expenses, Approvals

Locate the Quick Task Bar This section appears just below the system tabs and
provides easy and instant access to all TTE traveler
and Approver documents. Each document type (such
as Approvals, Open Reports, etc.) indicates the

5|Page TeamWorks Travel & Expense Version Date: 08/07/2015
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Locate Trip Search

Locate the My Trips section

Locate the Alerts section

Locate the Company Notes section.

Locate the My Tasks section

Locate Facts & Stats

Locate Profile

6|Page TeamWorks Travel
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number of open documents. The contents of the
Quick Task Bar vary with the

This section allows you to book travel directly from
the Home page. You can also book travel from the
Travel page accessible from the Travel tab.

This section allows you access to add, change or
delete travel already booked. You can also make
these changes from the Travel page accessible from
the Travel tab.

This section provides important traveler information
from the TTE Travel Management Company Travel
Inc.

This section displays information and links provided
by the TTE Global Travel Administrator. Click Read
More to see complete information.

This section provides access to traveler documents
and expenses as well as Approval Queues. These
tasks are available from the Quick Task Bar as well
as the Expense and Approvals tabs at the top of the
page. Each document type (such as Approvals, Open
Reports, etc.) indicates the number of open
documents. Click the arrows by a section to see
more information.

This section provides additional interesting
information about you as a TTE user. Arrows appear
when you place the mouse pointer over the
beginning or end of the section to allow you to view
more information.

Clicking on Profile or the profile icon provides access
to your TTE Profile Settings as well as accessing
people you act as a delegate or travel assistant for.

& Expense Version Date: 08/07/2015
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Section 3: Review and Approve Expense Reports

As an approver, you can approve an expense report “as is”; send an expense report back to the
employee to modify and resubmit; or add another approver to the Work Flow. Remember, as an
approver you will be required to attest to the validity of the expenses submitted on the Expense
Report and that you viewed the attachments to the best of your knowledge.

The TeamWorks Travel & Expense system is configured to the Statewide Travel Policy. As an approver
you are the second tier of Policy compliance and first tier for any requirements specific to your
Agency. An example of this is receipts. Your Agency may have mandated a particular receipt be
attached to the expense report, where the State has not. The system will track everything you do, or
do not do, when you electronically handle the Expense Report, Request or Cash Advance Request
forwarded to you as part of the workflow.

Review and Approve an Expense Report

All reports awaiting your review and approval are accessible from the Approvals tab or on the Home
page from the Quick Task Bar or My Tasks.

Requests Expense Approvals Reporting App Center

+ 06 00 0 00 00
New Required Authorization Available Open Cash

Hello, Leslie Approvals Requests Expenses Reports Advances

COMPANY NOTES f

Travel Training Portal

Please see the link above for additional Travel training opportunities.

MY TASKS
m Required Approvals 2> m Available Expenses 2> m Open Reports 2>
Authorization Requests 01 You currently have no available expenses. You currently have no active reports.
Expense Reports 04

Cash Advances f 01

Open an expense report from the Approvals tab,
Quick Start Bar or My Tasks and select Expense
Reports. Click on the Report Name you want to
review for approval.

7|Page TeamWorks Travel & Expense Version Date: 08/07/2015
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Help

App Center .

Expense Approvals Reporting Proil
rofile ~
L

Reports Cash Advances

02

Narmal

Requests Expense Cash
Reports Advances
Expense Reports
Report Name Employee Report Date Amount Due Employee Requested Amount
NOrmal Travel 10/16 to 31
NOmal weekly trvl Armnald, Sherry 10/31/2014 530544 $305.44
NOrmal Travel 10/1 to 31
NOmal Visits Amold, Sherry 10/28/2014 $541.47 $791.47
Travel 9-1t0 15 .
NOmal Weskly Travel Amold, Sherry 09/16/2014 $85.12 $835.12
®0 Normal Travel 8/1 10 15 Amold, Sherry 08/19/2014 $831.03 $831.03

—

NOrmal Travel T0/7 to 371 s sem

T N Y Y Jh i e e P e WL W S SN

The Expense Report opens.

You can immediately see if there are exceptions,
allocations and comments contained in an expense
Report by the presence of various icons.

You can also immediately determine if there were
Requests or Cash Advances in the Summary section.
Clicking on the Request name will display the detail.
TO close it, click Close. Cash Advances lists any
advances assigned to this report.

N e T
Send Back to Employee Approve & Forward

Summary  Details v Receipts »  Print/ Email = Hide Exceptions
Exceptions -
Expense Date Amount | Exception
NiA Flzase review to ensure report should contain both Mileage and Fuel expenses. Mileage amount includes fuel reimbursement
Hotel 100412014 $350.00 4 This expense has no mate hing travel reservation. Please ensure that the comment adequately explains why the expense was not booked using Concur Travel -
Expenses View v [« | summary

Transaction Date " Expense Type Vendor Name Business Purp... | City Payment Type Amount |  Adjusted Clai.. -
Report Summary
@ 10/08/2014 Fixed Meals NOrmal Visits Augusta (Single .. Out of Pockst $36.00 $36.00 Roport Totels
@ 10/D6/2014 Fixed Meals NOrmal Visits Decatur (Single Out of Pocket $38.00 $38.00 Amount Due Company | Amount Due Employee
50.00 $541.47
Q@ C 1ovema Persenal Car Mil NOrmal Visits Out of Pocket S76.72 $76.72
10/08/2014 Cash Advance NOrmal Visits Cash Advance [} [}
equests
@ 100412014 Fixed Meals NOmal Visits Savannsh, Geor... Out of Pocket 527.00 527.00 Requests (1)
> | Request... Request.. Amount.. Amount...
20 100412014 Rental Cars Only  Hertz NOrmal Visits Atianta, Georgia  Out of Pocket $120.00 5120.00 S  Approve.. 3MJD SI67.00  S.198.00
> Q@B C oo Hotel Oasin Hotel NOrmal Visits Savannah, Geor... Out of Pocket $390.00
10/03/2014 Fixed Meals NOrmal Visits Savannah, Geor... Outof Pocket $29.00 $29.00 Cash Advances (1)
10/03/2014 Rental Car Fuel Hertz NOrmal \isits Atlanta, Georgia Out of Pocket $32.00 $32.00 Cash .. Reque... Amou... Startin... Availa...
10/14/.. S250.00 S250.00  S0.00
10m22014 Fixed Meals NOrmal Visits Savannah, Geor.. Out of Pockst s29.00 s28.00 Approv
10/01/2014 Fixed heals NOrmal Visits \idalia, Georgia _ Out of Pocket $15.75 $15.75
8|Page TeamWorks Travel & Expense Version Date: 08/07/2015

State of Georgia



TTE System: Approvers Handbook

Booking Business Travel

< 3MJD
s Approved

Amold, Sherry B.
sarnold@dch.ga.gov

Austin, Leslie
laustin@dch.ga.gov

UNITED STATES

41900

Program Integrity Provider Enr
Redistribution

301

0000073362

Amold, Sherry B.
sarnold@dch.ga.gov

Austin, Leslie
lsustin@dch.ga.gov

UNITED STATES

41900

Program Integrity Provider Enr
Redistribution

301

0000073362

= 10/156/2014

= 10/18/12014

Request Policy : *S0G Request Policy 1
Pureess - Training

Segments
Car Rental
Foreign Amount : $92.00
Allocations

100.00% ($92.00) 41900-4190602100-41900-4-29105050-10100-1073201-301-41900-41300

Hotel Reservation
Foreign Amount - $175.00

Allocations

100.00% ($175.00) 41900-4190602100-41900-4-29105050-10100-1073201-301-41900-41500

] »

Co o= o o]

Expenses
ri\nsga:tm‘n Date E;::‘H:‘QC:LF;'.N Entry Description F:Sgn Amount A;l;;un(
Printed on 11/12/2014 10:52 AM =l
1. To review the Report Header information, click
on the report name or on the Details tab and
select the Report Header from Report section
of the drop down menu.
Normal Travel 10/71 t0 37 v st
Summary Details = Receipts - Print / Email -
OR
9|Page TeamWorks Travel & Expense Version Date: 08/07/2015
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The Report Header page appears to allow you to
view the contents of the Report Header.

Nordal Travel 10/1 0 3T s s

Sumimary Details - Receipts - Print / Email ~
_ Report
CHCED)
- Report Header
Expense
P Totals

A ) . o ensure report should ¢ ontain b
Hotel Audit Trail a5 no mate hing travel resersatio

Approval Flow

Any approved Requests assigned to the Expense
report will be listed in the Request section as well as
in the Summary section shown on the previous
page..

Pay particular attention to the Trip Type as it
affects which General Ledger accounts will be used
for this Expense Report.

Click Cancel when you are done viewing.

Report header for: Normal Travel 10/1 to 31 =%
Report Date Report Name Trip Type Policy
10/28/201. Il\larn‘sITrsveI1:-.-’1 to 3 In-State Travel State of Georgia Expense F| v

Trip Start Date Trip End Date Purpose of Trip Comment

10001/2014 10M5/2014 MOrmal \Visits
Employee Mame Report Key Report Currency Receipts Received
Arnold, Sherry 70810 US, Dollar Yes v
Submit Date Approval Status Payment Status “endor 1D
10/31/2014 Submitted & Pending Approval Mot Paid 0000073362
Special Activity
Requests
Request Name Request ID Cancelled Request Total Amount Approved Amount Remaining
Approver Training 1015 ... 3MJD Mo S267.00 S267.00 5-188.00

10| Page
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2. To review the Audit Trail of this Expense Report,
click on the Details tab and select the Audit
Trail from the drop down menu.

. 8
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The Audit Trail appears allowing you to view the
history of this expense report. A history of every
time the report is “touched” after it is submitted
appears here — including the system “touches” such
as Exception Icons and Expense Report Status
changes.

Approval Flow

Print / Email -

Sumimary Details - Receipts ~
= - Report

“oe

ception Report Header

E:

xpense ] Totals |
A | o en
i

Audit Trail

=

Report Leve
Date/Time Updated By Action Description
11122014 11:07 AM Austin, Leslie Field Edit The fiekd "Report Name® was changed =

from "MOrmal Travel 1001 to 317 to
"Meormal Travel 1001 to 317

13172014 0730 AM Arncld, Sherry

Approval Status Change

Status changed from Submitted to
Submitted & Pending Approval

Comment:

10031/2014 0720 AM Arncld, Sherry Approval Status Change  Status changed from Mot Submitted to
Submitted
Comment: -

‘ Entry Level

Date/Time~ Updated By Action Description

10M28/2014 11:35 aM  Arncld, Sherry Exception Entered Mileage iz greater than system =
¢ akc ulated mileage.

100282014 11:35 AM  Arncld, Sherry Exception This expense has no matching travel

reservation. Please ensure that the
comment adequately explains why the  «
it ~

B L L T R e P

‘ Close |

11| Page TeamWorks Travel
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The Audit Trail is segmented into two detail
sections: Report Level and Expense Level. The Audit
Trail is created automatically and requires no action.
By the Employee, Approvers or Back Office.

Click CLOSE when you are done viewing.
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3. To review Allocations made by the employee on
the Expense Report:

e Items displaying the allocation icon @
have allocations entered.

Expenses view
Transaction Datev Expense Type Vendor Name Business Purp...

ﬂ @ 10/09/2014 Fixed Meals NOrmal \Visits
' @ 10/06/2014 Fixed Meals MOrmal Visits
@c 10/06/2014 Personal Car Mil... MOrmal Visits
10/D6/2014 Cash Advance ... MOrmal Visits
@ 10042014 Fixed Meals MNOrmal Yisits
0 10/04/2014 Rental Cars Only  Hertz MOrmal Visits
> @ c 10/04/2014 Haotel Casin Hotel MOrmal Visits
10/03/2014 Fixed Meals MOrmal Visits
10/03/2014 Rental Car Fuel Hertz MOrmal Visits
10/02/2014 Fixed Meals MOrmal Visits

e You have two options to view the The Allocation details appear with either option.
allocation:

Place your mouse pointer over the

anl . Note: Not all agencies are configured for Allocations
allocation icon to display the data

to be entered by the Employee submitting the
Expense Report.

@‘ 10/09/2014 Ficed Meals NOrmal Visits A | Danact Totale /
ﬂ’rl'his expense has been ﬂ”UCEtEd.} Blixl H
: Percentage Department [y7 Program 37 Fund Source [y7 | Fund 7 Project [y7 Class Activity Code
@ a0 Program Integrit..  (1073201) Dept... (4) Redistribution  (10100) Operati..  (22105050) 50V5... 201 ~4190802100-10... |
70 Program Integrit..  (1071101) Certf... (92051) State E...  (10100) Operati..  (29105050) 505... 301 -4190802100-10... H
OR
Click on the Details tab and select
Allocations from the Allocation section of
the drop down menu.
12| Page TeamWorks Travel & Expense Version Date: 08/07/2015
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A

Summary

Exception
Expense

Haotel

Expenses

Allocations

tails - Receipts - Print / Email ~

Report

Report Header

Totals
Audit Trail

Approval Flow

Comments

Cash Advances

Assigned

Travel Allowances

Itineraries

The allocation window will then display.
Click on Select Group to select the specific allocation you wish to view.

Expenses & Adjustments

¢

i

Allocations for Report: Normal Travel 10/7 to 31 =
Expense List Allocations

[ roancw socaton | | |

O Percentage * Department [y |~ Program [y * Fund Source [y | * Fund 7 * Project [y

D Date ~ Expense Group Amount
D 10/01/2014 Fixed Meals 51575
D 10/02/2014 Fixed Meals 525.00
[0 1o/m3v2014 Fixed Meals 525.00
[ 1o/o42014 Fixed Meals 1 527.00
[ 1oiosi2014 Fixed Meals 1 $36.00
[ 1oiosz2014 Fixed Meals 1 536.00
[ 1042014 Rental Car... $120.00
@ Hotel

[ 1oio1zo14 Hotel Tax 2 512.00
[ 112014 Hotel 2 595.00
[ 1oiotzo14 Occupanc... 2 $8.00
D 10/01/2014 Internet Ch... 2 S5.00
D 10/02/2014 Hotel Tax 2 $15.00
[0 1o/m2r2014 Hotel 2 5100.00
[ 1oiz2014 Occupanc... 2 $10.00
[ 1oiz2014 Internst Ch... 2 §5.00
[ 1032014 Hotel Tax 2 515.00
[ 1oioazo1s Hotel 2 S100.00
[] 1oio3zo14 Occupanc... 2 510.00
D 10/03/2014 Internet Ch 2 $5.00
[[] 10/04/2014  Parking 2 $10.00
[0 1o/mos2014 Personal C... 1 57672
[ 1oiosi2014 Cash Adva... 50.00
[0 1oiozzo14 Rental Car ... 532.00

Click on Select Group to view specific allocations

13| Page
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Allocations for Report: Normal

Expense List

Select Group

1 Expense Group Amount
2 114 Fixed Meals 51575

7 uzz0i4 Ficed Meals 526,00
[

10/03/2014  Fixed Meals 520.0
O
[] 10042014  Fived Meals 1 527.00
[] 10062014 Fieed Meals 1 536.0
[] 100092014  Fixed Meals 1 536.00
[] 100472014  Rental Car... 5120.00
@ Hotel
[] 10012014 Hotel Tax 2 512.
[] 10012014 Hotel 2 585.0
] 1oio1/2014 Occupanc... 2 8.0

ternet C

Click on Allocate Selected Expenses

Allocations for Report: Normal

Expense List

Alloc ate Selecied Expenses

Clear Selections

You will be able to view the allocation for the group chosen.
Depending on your agency configuration, you may be able to correct
data in any of the fields.

Allocations Total:$390.00  Allocated:$390.00 (100%) Remaining:$0.00 [D%}]
| T [ o] |

[ Percentage * Department b T Program 7 * Fund Source b ” Fund 7 * Project 7

|:| 60 Program Integr... (1073201) Dep... (4) Redistribution (10100) Opera... (Z28105050) 300

|:| 40 Program Integr... (4350100) ™C... (4) Redistribution (10100) Opera... (25105050) S0/

If you correct data, click on Save at the bottom of the Allocations window. Then Click OK. Then click
Done. If you do not make any changes, simply click Cancel at the bottom of the Allocations window
and then Done.

For more information on creating and editing Allocations please see the How To Section of the TTE
webpage https://sao.georgia.gov/how-documents or the How to Allocate Expenses section of this
document.

14| Page TeamWorks Travel & Expense Version Date: 08/07/2015
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4. To view any approved Cash Advances assigned
to the Expense Report

e View the Cash Advance item on the
Summary
OR
e Click on the Details tab and select
Assigned from the Cash Advances section.
e Click Cancel when you are done viewing

Summary D-:—!ils v Receipts * Print ! Email ~

Report

Exception

Report Header
Expense Totals
MIA o
Hotel Audit Trail
- - Approval Flow
Expenses Comments

Cash Advances

i Allocations
Allocations The Cash Advances Assigned to Report window
Travel Allowances opens and lists the Cash Advances assigned. It
® [tineraries shows the amount of the Cash Advance, how much
was used in the Expense Report and any Balance.

Expenses & Adjustments

Employees must enter a Cash Advance Return
line item in expenses whether there is a balance or
not.

Click Cancel to exit,

Cash Advances Assigned to Report

Cash Advance Name Foreign Amount Exchange Ratem /m Amount Used in Repo
Approver Training 10/...  $250.00 100000000 \S25000 _J \gn.oo J N\gzs0.00 -

15| Page TeamWorks Travel & Expense Version Date: 08/07/2015
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5. To review the overall Travel Allowance The Assigned Itineraries will display.
Itineraries as:signed to this Expense Report,_ click Use the Scroll Bars to the right if necessary to
on the Details tab and select the Itineraries review all the entries.
from the Travel Allowances section of the drop

Note: The system is configured to automatically
determine high or low cost areas based on the last
business location visited that day.

In the same window (see red arrow), click on The Expenses & Adjustment tab opens.

the Expenses & Adjustments tab to view the

details by meal period for each day.

down menu.

Travel A\Iowa@r Report: Normal Travel 10/1 to 31 =

Assigned Itineraries || Expenses & Adjustments || Reimbursable Allowances Summary

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

@ Itinerary: NOrmal Travel 10/1 to 31

EI Atlanta, Georgia V0172014 0700 AM \fidalia, Georgia 10/01/2014 10:00 AM US-GA, UNITED STATES
EI “idalia, Georgia 1VD2/2014 02:00 PM Savannah, Georgia 10/02/2014 D4:00 PM CHATHAM COUNTY, US-GA, US
EI Savannah, Georgia 1V04/2014 09:00 AM Aflanta, Georgia 10/04/2014 01:00 PM FULTON COUNTY, US-GA, US

@ Itinerary: 10/06/2014 Chamblee (Single Day)
EI Roswell (Single Day ), Georgia 10/06/2014 O7:00 AM Decatur (Single Day), Georgia 10/06/2014 02:00 PM Decatur (Single Day), US-GA, US

EI Detatur (Single Day), Georgia 10/06/2014 DE:00 PM Roswell { Single Day), Georgia 10/06/2014 O7:30 PM Roswell (Single Day), US-GA, US

@ Itinerary: 10/09/2014 Augusta (Single Day)
EI Atlanta (Single Day), Georgia 10/0%/2014 08:00 AM Augusta (Single Day ), Georgia 10/08/2014 10:00 AM Augusta (Single Day), US-GA, US

EI Augusta (Single Day), Georgia 10/0%/2014 D6:30 PM Atlanta (Single Day ), Georgia 10/08/2014 08:00 PM Atlanta (Single Day ), US-GA, US

*

Travel Allowances For Report: Normal Travel 10/1 to 31 S

Assigned Itineraries || Expenses & Adjustments | Reimbursable Allowances Summary

Show dates from EH| to G

Exclude | All | DatelLocation + Breakfast Provided Lunch Provided Dinner Provided Allowance
B & J,Pégﬂf[g:orgia [ [ 1575
- & ;z;Dﬁﬁngeorgia O ] 528.00
- = é'i?ﬁiﬁﬁ?swgia [} ] $29.00
o & 15.2?;;;;21.4&9@.3 0 O 0 527.00
B E‘ Effgu:mgingla Day), Georgia [ O 0o 536.00
[ gy 10092014 B B = oo

Augusta (Single Day), Georgia

Use the Scroll Bars to the right if necessary to
review all the entries.

A checkbox next to a meal indicates that the
employee did not claim that meal and the amount of
the total reimbursement claimed for that day was
reduced by that specific meal allowance in the
Amount column.
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6. To review the Comments History of the Expense
Report, click on the Details tab and select
Comments from the Report section of the drop
down menu.

Comment History

TTE System: Approvers Handbook

Note that per the Travel Policy for any single day
travel not requiring an overnight stay, the employee
must be in Travel Status for at least 12 or more
hours to qualify for a Travel (Meals Per Diem)
Allowance. Location names for Single Day Per Diem
must have (Single Day) in the location name to
calculate correctly. If there is an error, you cannot
correct it. The expense report must be returned to
the employee for correction.

Click DONE when you are finished viewing the
detalils.

You may add comments in the comments section.

Click Save to save your comments or Cancel to exit
without adding any comments.

Date~ Entered By

Comment Text

If you would like to add a comment to this report, type it in the text box below and then click Save.

Comment

7. To review individual Expenses in the expense
report, click on the expense item to display the
Expense detail to the right.

TeamWorks Travel
State of Georgia

17| Page

Details of the expense as entered by the employee
will display.

Pay particular attention to the information in any
Comment boxes. Important information from the
employee is contained in the comments and may be
necessary for you to accept the expense.

Note: Hover the cursor over any icons appearing
with any expense item to quickly view the
information for comments, allocations, etc.

& Expense Version Date: 08/07/2015
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Approvals Home Requests

Summary  Detsis *  Receipls v

Reports

Cash Advances

Normal Travel T0/T 10 37 s sem

Print / Email »

‘Send Back to Employee Approve & Forward

Hide Exceptions

Exceptions

Expense Date
Hotel 1010412014 $390.00
Personal Car ... 10/08/2014 s76.72

Amount | Exception

This expense has no matching travel reservation. Please ensure that the comment adequately explains why the expense was not booked using Concur Travel
Entered Mileage is greater than system cak ulsted mileage

-

$791.47

$791.47

Expm;es Wiew (% | Expense || ReceiptImage || Summary ‘
Transaction Date+ Expense Type | VendorName | Business Purp... | City Payment Type Amount  Adjusted Clai... Total Amount: 535000 | temized: 5350.00|
) 10/09/2014 Fixed Meals NOrmal Visits Augusta (Single ... Out of Pocket 53600 536.00 A
Previous Comment
® 1000672014 Ficed Meals NOrmal Vistts Decatur (Single .. Out of Pocket 33600 s36.00 Entered By Shermy Amold: Had to baok hotel
directly with conference registration
Q®C 1remis Perscnal Car Mi... NOrmal Visits Out of Pocket s76.72 s7e.T2 d e
10/06/2014 Cash Advance NOrmal Visits Cash Advance 0 0 Expensoiipe)
® 10/0472014 Fixed Meals NOrmal Visits Savannah, Geor  Out of Pocket s27.00 527.00 Hotel
00 10/0412014 Rental Cars Only  Hertz NOrmal Visits Aflanta, Georgia  Out of Pocket 512000 $120.00 e booFiste)
10/04/2014
@c 10/04/2014 Hotel Oasin Hotel NOrmal \isits Savanngh, Geor... Out of Pocket £390.00
Purpose of Trip
|Th|s expense has no matc hing travel reservation. Please ensure that the comment adequately explains why the expense was not booked using Concur Travel. ‘ NOmal \Visits
Vendor
100372014 Ficed Meals NOrmal Visits Savannah, Geor.. Out of Pocket $29.00 s22.00 |0 o
asin Hotel hd
100372014 Rental Gar Fusl  Hertz NOrmal Visits Alants, Georgia  Out of Pocket 53200 s32.00
c
10/02/2014 Ficed Meals NOrmal Visits Savannah, Geor... Out of Pocket 29,00 520.00 B .
Savannah, Georgia
10/01/2014 Fixed Meals NOrmal Visits idalia, Georgia Out of Poc ket $15.75 81575
Payment Type
Out of Pocket v
Amount
390.00 UsD | v
Reviewsd
No v
Approved Amount
3%0.00
TOTAL AMOUNT TOTAL REQUESTED

Ol | tiach Receipt

To Review Personal Car Mileage: Additional

information may need to be reviewed for some

expense types.

[ .
. Mileage Calculator

-

Use the scroll bars to the right of the Expense detail

to view all the information.

Pay particular attention to Trip Type and Payment
Type. Payment Type determines whether an
employee receives reimbursement or not.

To verify that the mileage claimed matches the

mileage calculated click on Mileage Calculator at

the bottom of the expense detail to the right.

The Mileage Calculator entry window will appear.

Save Attach Receipt

18| Page

TeamWorks Travel

State of Georgia

& Expense

Version Date: 08/07/2015



Mileage Calculator

TTE System: Approvers Handbook

Waypoints

@ 100 sprin

Home

100 Spring Drive, Roswell, GA 300

Office

00 Piedmo

Directions

TOTAL

Deducted Commurte Distance

{+-[=0]

o

Lakep |

{atiyy

Cedartown

Barden
2wont 5_195 v

t Avenue SE, Atlanta, GA 30 Tallapoosa o

-

PERSOMAL | TOTAL BUSINESS

430 M1 120.4 M1

=

| Map - f

— =t el

@ P
\ L136)

(&15)

\2e)

@ &

Jasper

Dahloneg
Calhoun

Dawsonville
®

@ @
Canton ; o
Cumming |

Holly Sp:rngs T3 1
Miltan

Adairsville

d

Buford

oo
]

“Lawrencevi
Morcross

h@_retta

.e“ Duluth #

Dallas &
Hirans Lilburn s
Snellville

Mableton ¢

Douglasville Atldhta

@,

(&) EastPoint "

1] . Villa:Rica

\=IForest Park
Carrallton Riverdale™,

Stockbridge

Fairburn’

o)

) (7o) Palmetto
& " (aos)

2/ e Fayetteville MeDonough
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A

W

@

®

e esi o
Map data 22014 Google

Terms of Use - leport bmap error
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TeamWorks Travel
State of Georgia

You can view the Waypoints, commute mileage,
total personal miles and total business miles for each
day claimed individually. Use the scroll bars as
necessary to view complete data for the day you
have selected.

Odometer readings have been replaced with the
waypoints.

Note: Employees are reimbursed for Personal Car
Mileage in excess of what they would drive from
home to their normal assigned work station and
back on a normal work day.

There are several factors you must take into
consideration with regard to the Deduct Commute
and Deduct Round Trip elections. If the travel was
made on a weekend and it is not a normal work day,
travel on a state holiday or if the employee’s
assigned Primary Work Station is his or her home
the normal commute mileage deduction is not
required. Teleworking does not exempt the normal
commute miles on a telework day. Additionally,
employees are only required to deduct normal round
trip commute mileage ONCE on trips with overnight
stays. They have the option to enter it in multiple
ways: all on one day, the first half on day one and

& Expense Version Date: 08/07/2015



Exceptions happen!

9. View Receipts attached to the Expense Report

20 Page

TeamWorks Travel
State of Georgia

TTE System: Approvers Handbook

the last half on the last day. Pay particular attention
to all the areas marked with arrows (see previous

page).
You cannot make any corrections to this expense.

The expense report would have to be returned to
the employee for adjustment.

Click Close when you are done viewing the
waypoints and return to the Expense detail.

Compare the Total Business miles from the Mileage
Calculator with the Distance miles on the Expense
detail. If there is a discrepancy, there should be an
explanation in the Comments box. You should also
see a note in the exceptions box advising you of the
difference between the calculated and claimed
mileage if no entry was made in the Comments box.

Sometimes there are valid exceptions. Employees
are required to provide you with information why

they made an exception (such as override the mileage from
the Mileage Calculator due to detours or locations with no street
address, using a personal vehicle when normally a rented vehicle

would be more economical, etc.) in the Comments box in
the Expense detail area.

Comment

The box can hold much more information than it
appears! Notice the up and down arrows.

Any discrepancies without an explanation in the
Comments box should qualify the Expense Report to
be returned to the employee for correction.

Things to look for:
e Does the total mileage calculated by the Mileage
Calculator = the total miles claimed?

e Comments explaining exceptions to policy
entered in the Comments box?

e DOAS Car Cost Comparison or other approval
attached if necessary

You can choose how you will view receipts by
selecting View Receipts in New Window or View
Receipts in Current Window from the Receipts
tab drop down menu.

These options display all receipts attached to the
Expense Report.

& Expense Version Date: 08/07/2015
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Normal Travelgd 0/71 tO 37 s srem:

Surmimary Details - Receipts » ! Email »

Receipts Required

Exceptions - e -
YView Receipts in new window
Expense Date : : : :
Yiew Receipts in current window
Hotel 10/0412)

Attach Receipt Images tehing travel rese

p
[} https/fimagingupload.concursolutions.com/file/d View in New Window Option DD2BC3B1D0F0AG638E 7191 LCBFBDAB5582A0682€38... = |- - [l |
& https://imagingupload.concursolutionscormmeroorooooogorr=o=r=r=r=o=—od 00161 FOB8CC3752926 15A70D2BC3B 1 DIFOAGE3 8B
JL010A/ULLE L D1 UYNUADRDSOE S/

STATEMENT OF ACCOUNT

PO Box 2680
JA . 1401 Strand Avenue * Tybee lsland, GA 31328
OCEAN PLAZA Ph: 912-786-7777  Fax: 912.786-4531
BEACHS RES ORT wwwOrceanPlaza.com

accountno:  L0385T
pooMaNITNO: 1250 cierk:  AH
aprive; 09/16/11

pEpART; 09/18/11
RATE PLAN/PACKAGE: 170.10
RATEPACKAGE DESCRIPTION:  BARP
2

0L TN PARTY:
ADVANCE DEPOSIT REC'D.
DEPOSIT REFUNDED:

DESCRIPTION

09/16/11 Transient Discounts 170.10

09/16/11 State Salea Tax 11.91

09/16/11 Room Tax 10.21

09/17/11 Transient Discounts 170.10

09/17/11 State Sales Tax 11.91

09/17/11 Room Tax 10.21

09/18/11 KKEXO3LT 192,72

09/18/11 KAAKAE612 192.2
gSubtotals ] 384 .44 384 .4

PAID IN FULL --- THANK YOU!

21| Page

Click on the red X to close the new window.
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Version Date: 08/07/2
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TTE System: Approvers Handbook

View in Current Window Option

Approvals Home Requests Reports Cash Advances
Normal Travel 10/1 0 37w sem send sk o Erires | e | o o
Summary  Detsis *  Receipts v Print/Email * Hide Exceptions
Exceptions _
Expense Date Amount Exception
Hotel 101042014 S390.00 /), This expense has no matehing travel reservation. Please ensure that the comment adequately explains why the expense was not booked using Concur Travel =
Personal Car .. 10/06/2014 57672 /), Entersd Mileage is greater than system calulsted mileage. -
Expenses View v [&] | Expense || Receipt Image || Summary Receiprs &
Transaction Date®| Expense Type Vendor Name — - -
® 10/09/2014 Fixed Meals Distance : Amount STATEMENT OF ACCOUNT
157 |i|rer2 |{uso |~| PO Box 2880
® 10/06/2014 Fixed Meals — P ) 1401 Strand Avene * Tybee bland, GA 31328
Approved Amount OCEAN /PLAZA Pl 9127847777 Faxe 9127864531
Q®C 1omes Personal Car Mil.. ‘ vencHd prsoRt wmiOcearPiaza.com
sccomvrvo; 10385T -
| Entered Mileage is greater than system calc ulated mileage. Reviewed M‘:’:’"“gg“éﬁg s
R
no v| Dema. 09/18/11
10/06/2014 Cash Advance wrenmesis: 170,10
® 100412014 Fixed Meals Trip Type e
|In-State Travel | ADNANCE DEROSIT RECT:
[=) 10/0412014 Rental Cars Only  Hertz T — DEPOSIT REFUMDED:
Comment o
> @C 1002014 Hotel Oasin Hotel ‘ |
10/03/2014 Fixed Meals 08/16/11 Transient Discounts
098/16/11 State Sales Tax
10/03/2014 Rental Car Fuel  Hertz 09/26/11 Room Tax
= 09/17/11 Transient Discounts
10/02/2014 Fixed Meals 08/17/11 State Sales Tax
09/17/11 Room Tax
10/01/2014 Fixed Meals 0s8/16/11 EXAKO31T
Vehicle ID 09/18/11 KERK4612
| Personal Car - Tier | ~ | subtotals
Mumber of Passengers PAID IN FULL -=- THANK YOUI
lo
Distance to Date
o ||
4 3 4 ’—‘ »
TOTAL AMOUNT TOTAL REQUESTED E
Aftach Receipt -
$791.47 $791.47 "
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Click on the double arrow to close the Receipts
window

You can also view the receipt images attached
directly to an expense line item by placing the

mouse point over the Receipt icon in the body of
the Expense report on the left.

TeamWorks Travel
State of Georgia
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Receipt

@O IC

Nor

Summary
STATEMENT OF ACCOUNT
ALK 200
E.‘\:CE ptig AR st feeone hb:”,J\i“;l:‘S_‘t‘ll:w
Expense
Hotel
Personal C

Expensg

A

25716411 :
] w Azled Tax
Tase

ERSLTRR
_ — RS ALESY
@ B L] 1

L a
| o 08, 4 Tax
. = [FEXSLYAA RANEOETY
asfias HXEIHE513

golnakald

SR 1A FILL —- - PHANE woul

>
—[ Receipt Image Available ]

:hiel et

10. View allocations made by the employee. To view the allocation of an individual expense item,
hover over the allocation icon @ to display the
details of the Allocation.

—
Expenses View %] | Expense || Rg
Transaction Date+ Expense Type Vendor Name Business Purp... | City Payment Type Amount Adjusted Clai...
@ 10092014 Fixed Meals MOrmal \isits Augusta (Sinale Qut of Pocket 536.00 536.00 View Reirg
{Thisexpense has been allocated. ] (=]
[ Percentage Department [2 Program [y Fund Source [yz | Fund [y Project [y Class Activity Code
30 Program Integrit... (1073201) Dept ... (4) Redistribution (10100) Operati... (29105050) 50/5... 301 -4180602100-10...
70 Program Integrit...  (1071101) Certif.. (92051) State £...  (10100) Operati.. (28105050 S0/5... 201 -4150502100-10...

23| Page TeamWorks Travel & Expense Version Date: 08/07/2015
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11. View details for Fixed Meals.

Summary Details - Receipts Print / Email *
c i Report

xcepton Report Header
Expense Totals -
Hotel Audit Trail B

Personal Car-
' Approval Flow

Expenses Comments

Cash Advances

&

Assigned
®  pioces
A@ Allocations
Travel Allowances
Itineraries
g Expenses & Adjustments
w Rej e Allggvances Summary

TTE System: Approvers Handbook

Fixed Meals is the expense type for Meals Per Diem
or Travel Allowance.

To view ALL of the Travel Allowances for an
expense report, click on Details then Expenses &
Adjustments under Travel Allowances.

OR

To view a single day Travel Allowance, click on the
individual Fixed Meals expense type and then click
on Show Fixed allowances for XX/XX/XXXX

Single Day Fixed Meals

. [=]1F3
Travel Allowances For Report: Normal Travel 10/1 to 31
Assigned Itineraries || Expenses & Adjustments || Reimbursable Allowances Summary
Show dates from | 10/09/2014 |_| to|10/08/2014 |’
Exclude | All | Date/Location « Breakfast Provided Lunch Provided Dinner Provided Allowance
[l 10/09/2014
E‘ Augusta (Single Day), Georgia D D D 538.00

Multiple Day Fixed Meals

Travel Allowances For Report: Normal Travel 10/1 to 31 Bl
Assigned Itineraries || Expenses & Adjustments || Reimbursable Allowances Summary

Show dates frcm| |—| tc| |

Exclude | All (| Date/Location « Breakfast Provided Lunch Provided Dinner Provided Allowance
10/01/2014

t = \idalia, Georgia = = 51575
10/02/2014 -

D E‘ Savannah, Georgia [l = $25.00
10/02/2014 N

t = Savannah, Georgia = = $29.00
10/04/2014 -

D E‘ Savannah, Georgia D D |:| S27.00
10/06/2014

= & Decatur (Single Day), Georgia | ] ] $36.00
10/0%/2014

o & Augusta (Single Day), Georgia O = = 536.00

24| Page TeamWorks Travel & Expense Version Date: 08/07/2015
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TTE System: Approvers Handbook

12. To approve an Expense Report: after you are
satisfied with all the entries, comments and
receipts attached, click on Approve.

Approvals Home Requests Reperts

Cash Advances

Normal Travel 10/7 to 37 e sem

‘Send Back to Employee Approve Approve & Forward

Surghary Details * Rec eipjagr, 2rint / Email x

Click Accept to acknowledge the Final
Confirmation

Final Confirmation %

Approver Confirmation

By clicking on the 'Accept’ button, I certify that this report is in compliance with the State of Georgia Travel Policy
and therefore approved for expenss processing

Click Approve to accept the Approval Flow and send
the Expense Report to the next level of approval.

Approval Flow for Report: Normal Travel 10/1to 31 *
= Authorized Approval: .
Austin, Leslie 0 Q
Back Office Approval: .
| e ® e
sos
Cancel

25 Page TeamWorks Travel
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How to Allocate Expenses

The Allocations feature allows you to allocate single or multiple expenses to different chart fields
(projects, departments, funds, etc.). Your Agency may not be configured to have the Approver enter
Allocations.

1. Open an expense report from the Approvals The Expense Report opens.
tab, Quick Start Bar or My Tasks.

2. Click the Details tab and select Allocations
from the Allocations section of the drop down
menu.

Summary Details Receipts - Print f Email *

(=, . Report
Exception Report Header
Expense

MIA o
Audit Trail

Hotel
L= - Approval Flow
Expenses Comments

Totals

- Cash Advances

@' | Assigned
@

. Allocations

" Travel Allowances
Itineraries
Expenses & Adjustments

Reimnb g

The Allocations for Report window appears.

Allocations for Report: Normal Travel 10/1 to 31 Blas

1 | IR | | |

Temeries Department Program Fund Source Fund Project

Expense Group Amount

Fixed Meals 1
Ficed Meals 1

Rental Car...

@ Hotel

10/01/201

4 Hotel Tax
4 Hotel

4 Occupanc

4 Internet Ch

4 Hotel Tax

4 Hotel

4 Occupanc.

4 Intsrnet Ch

4 Hotel Tax

4 Hotel

4 Occupanc

4 IntsrnetCh.. 2
4 Parking

4

a

a

Personal C... 1

Cash Adva

Rental Car ...

Done

26| Page TeamWorks Travel & Expense Version Date: 08/07/2015
State of Georgia



TTE System: Approvers Handbook

Click in the check box next to the expenses Select one, multiple or all of the expenses listed in
listed in the Expense List that you want to the left hand column.

allocate or click in the .check box next to Date to If you have already entered some allocations you

select all the expense items. will see group numbers. Click on Select Group to
choose an entire group of expenses. Click Clear
Selections to start the selection process over.

Aloi'ons for Report: Normal Travel 10/1 to 31 =

B

e cven | =3 |

Select Group ~ Percentage Department [y Program [y Fund Source [yz  * Fund 7 Project [y

|:| Date~ Expense Group Amount

[ 1012014 Fixed Meals 515.75

D 10/02/2014 Fixed Meals 529.00

[] 10032014 Fixed Meals 529.00

D 10/04/2014 Ficed Meals 1 527.00

D 10/08/2014 Ficed Meals 1 $35.00

D 10/09/2014 Fied Meals 1 538.00

D 10/04/2014 Rental Car.. $120.00

@ Hotel

[ 10012014 Hotel Tax 2 $12.00

[ 10012014  Hotel 2 585.00

[ 1012014 Occupanc... 2 58.00

[] 10012014 Internet Ch... 2 55.00

D 10/02/2014 Hotel Tax 2 5$15.00

[] 1022014 Hotel 2 5100.00

[ 1022014 Occupang... 2 510.00

[ 1022014 Internet Ch... 2 55.00

D 10/03/2014 Hotel Tax 2 515.00

D 10/03/2014 Hotel 2 $100.00

D 10/03/2014 Occupanc... 2 510.00

D 10/03/2014 Internet Ch... 2 $5.00

[ 10/04i2014 Parking 2 510.00

D 10/06/2014 Personal C... 3 57872

[] 10/06i2014 Cash Adva... 50.00

10/03/2014 Rental Car ... $32.00 »

m Cancel
| Done |

Click Allocate Selected Expenses. The Allocations window to the right is now

available.

Alloiiions for Report: Normal Travel 10/1 to 31 =

Exp =T Allocations
Allocate Selected Expenses Clear Selections o | | | | | |
Select Group ~ Percentage Department [y2 Program [z Fund Source [y | * Fund [y Project [y

|:| Date Expense Group Amount
Fi s

Click Allocate By and select Percentages or The system defaults to percentages.
Amount. (see above)

27 Page TeamWorks Travel & Expense Version Date: 08/07/2015
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You can allocate the expenses by a percentage of
the total or by a specific amount

Initially one line allocated per the default settings for
the user as coded in the HCM system with the entire
amount of the expenses to be allocated as dollars or

_[ Amount

%.
6. Click Add New Allocation to add an additional A new line appears to allow you to split the
line to split the allocation to two or more expenses between two different sets of GL entries.
different allocations. Each time you click Add New Allocation a new line

appears and the each line has equal distribution
(50/50, etc.).

7. Click in the field representing the chart field you Select the correct entry for the chart field. Once you
want to change. click on a field, a list of available choices appears.
If you know the information for the chart field you
may type it in

Allocations Total:$32.00  Allocated:$32.00 (100%) Remaining: $0.00 (0%)
=3 |
|:| Percentage * Department 7 | ° Program b7 * Fund Source 7 Fund 37 * Project el
=0 Program Integr... | | (1073201) Dep... |. =T | | | (10100) Opera... | | (25105050) 500..
r
| 50 Program Integr... | | (1073201) Dep... Type 10 search by
Text '® Code

(Code) Text

{21112) CHIP - ADMIN AND TRAINING
{21121) CHIP-BENEFITS

{21122) CHIP ADMIN & TRAINING
{21131) CHIP-BENEFITS

{21132) CHIP ADMIN & TRAINING
{21141) CHIP - BENEFITS

{21142) CHIP ADMIN & TRAINING
(21188) CHIPRA OUTREACH GRANT
(4) Redistribution

Notice where the scroll bar is. The goes to the point
in the list that reflects the default coding. Use the
scroll bars to navigate up or down through the lists
in the chart fields.

Also notice than the default search is by code. You
can change the search to text by clicking the Text
radio button.

Click on any additional chart fields you need to
correct for this allocation.

8. Enter the % or the dollar amount in the Percentage appears if you chose to allocate by
Amount/Percentage field you wish to percentage; Amount appears if you chose to
allocate. allocate by Amount.

28| Page TeamWorks Travel & Expense Version Date: 08/07/2015
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9. Click Add New Allocation for each additional
line of allocation you require. Then repeat steps
7 & 8 for each line of allocation you add.

TTE System: Approvers Handbook

Add as many allocations as necessary. You can
adjust the amounts or percentages.

To remove unwanted lines, click on the checkbox
next to the unnecessary line and select Delete
Selected Allocations then click Yes to confirm the
deletion.

Allocations

Total:$32.00 Allocated:$32.00 (100%) Remaining:$0.00 (0%)

Alocate By: » [l Add New Allocation Delete Selected Alloc ations Add to Favorites

I Percentage * Department [y2 | * Program [y * Fund Source [y7 | * Fund [y2 * Project [y

|:| T 20 Program Integr... | | (1073201) Dep... | | (4) Redistribution | | (10100) Opera... | | (29105050) 50/..
|:| i a0 Program Integr... | | (1073201) Dep... | | (4) Redistribution | | (10100) Opera... | | (29105050) 50/..
[¥] 0 Program Inteqgr... | [ (1073201) Dep... | | (4) Redistribution | | (10100) Opera... | | (2%105050) 50/..

Allocations for Report: Normal Travel 10/1 to 31

[=]]E:3

Allocations

Xpense LIst

e oo Fovortes

Total:$32.00 Allccated:$32.00 (100%) Remaining:$0.00 (0%)

C—

S

$0.00

VO i
[[] 10/62014  Cash Adva

Select Group ~ O Percentage * Department [yz | * Program [y7 “Fund Source [y7 | “ Fund 7 “ Project [y
¥
D Date v Expense Group Amount (] 20 Program Integr. (1073201) Dep. {4) Redistribution (10100) Opera. (29105050) S0/,
¥
I:l 10/01/2014 Fixed Meals 81575 (] 80 Program Integr (1073201) Dep. (4} Redistribution (10100) Opera. (29105050) S0/,
[ 10202014 Fixed Meals 526.00

T v . aenandll e s e

10/03/2014 Rental Car .. $32.00 4]

| 3

Save Cancel

10. Click Save and then OK in the Success box.
11. In the Allocate Report window, click Done.

The allocation icon @ now appears to the left of
the expense items that have allocations.

Expenses View > |
Transaction Date 1| Expense Type Vendor Name Business Purp... C
@ 10/0%2014 Fixed Meals MOrmal Visits A
@ 10/D6/2014 Fixed Meals MOrmal Visits B
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Send an Expense Report Back to the Employee

All reports awaiting your review and approval appear in the Approval Queue section of the My
Concur page.

1. Open an expense report from the Approvals The Expense Report page appears.
tab, Quick Start Bar or My Tasks.

2. Click the report name (link) to open the report.

3. Click Send Back to Employee. The Send Back Report box appears.
4. Enter a comment to explain to the employee The report is returned to the employee.
why the report is being returned, and then click
OK.
Normal Travel 10/7 10 37 wumo.sem
b

Send Back Report

Comment History
Date Entered By Comment Text

Add a comment to explain why you are returning the report. Then click OK to return the report to the employee.

Comment
Cancel
30 Page TeamWorks Travel & Expense Version Date: 08/07/2015
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Add an Additional Review Step for an Expense Report

Depending on your Agency configuration, you can add additional approval steps for an expense
report, as needed. For example, if the expense report has an allocation to a cost center that is not
within your approval authorization, or some expenses require Budget approval, you can manually

select the appropriate approver for the report.

1. Access the expense report from the Approvals
tab, Quick Start Bar or My Tasks.

2. Open the expense report by clicking on the
report name.

3. Click Approve & Forward.

4. Enter the last name of the approver you want to
add in the User-Added Approver field.

-OR-
Click the User Added Approver field and type in
the name of the additional prover or enter an *
to see a list of all approvers in your Agency. Use

Search Approvers By dropdown arrow to
change the search criteria.

Select the desired search option from the
dropdown list.

In the User-Added Approver field, type the
last name of the approver you want to add.

From the list of matches displayed by the
search, select the appropriate approver.

5. Enter any comments necessary for the added
Approver in the Comment box.

6. Click Approve & Forward

Travel 10/1 to 31

Additional Information

The Expense Report page appears.

The Approval Flow for Report window appears.

The system will display a list of matches. Select the
appropriate approver.

A list of search options appears.

Search by First Name, Last name, Email Address,
Login ID

The system displays all matches for the search
criteria that you entered.

The expense report is forwarded to the additional
approver.

Appro\ -'e % Forward Report: Normal :

User-Added Approver:

I.i"\.L stin|

{ Austin, Leslie (laustin@dch.ga.gov)

Search Approvers By
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7. Click on Accept in the Approver The report continues the approval hierarchy and the
Confirmation dialogue box. Employee status for this report is updated.

Final Confirmation

Approver Confirmation

By clicking on the "&ccept’ button, T certify that this report is in compliance with the State of Georgia Travel Policy
and thersfore approved for expense processing

Review a Resubmitted Expense Report

Any resubmitted Expense Reports waiting for your review and approval are accessible from the
Approvals tab or on the Home page from the Quick Task Bar or My Tasks and are indicated by

the @ icon.

Approvals Home Requests Reports

Approvals
02 04 02
Requests Expense ~ Cash
Reports Advances

Expense Reports

Report Name Employee Report Date Amount Due Employee Requested Amount

NOrmal Travel 10/16 to 31 24/
NOrmal weekly trvl Amold, Sherry 10/31/2014 $305.44 $305.44

00 Norma Travel 1071 o 31 Armold, Sherry 10/28/2014 541 47 5§791.47

T

You may view the comment before opening the

1. Place mouse pointer over the comments icon Q
report or after you open the report. (see step 3)

to view the comments you entered when
returning the expense report

2. Click the report name (link) of the report with The expense report appears.
the Resubmitted icon © to open the report. This icon indicates the report was returned to the
user, corrected and resubmitted for Approval.
2. Click on the Details tab and select Comments The Report Level comments will appear. The
comments you entered to instruct the employee
32| Page TeamWorks Travel & Expense Version Date: 08/07/2015
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what to correct appear here as well as any
comments the employee sent back to you.

Comment source is indicated in Entered By.
Click Cancel to exit the Comments.

Date v

Entered By Comment Text

11/13/2014

Austin, Leslie Mileage on 10/6 is more than what the mieage calcultor creaated

with no explanation. Please correct and resubmit.

If you would like to add a comment to this report, type it in the text box below and then click Save.

Comment

Summary Details » Receipts - Print / Email =
= - Report
xcepuor Report Header
Expense Totals
M o
Hotel Audit Trail
= = Approval Flow
Expenses
—————— Cash Advances :
@ Assigned
i Allocations
@ Allocations
@ Travel Allowances
Itineraries
Expenses & Adjustments

Save Cancel

3. Review the item that was corrected.

4. Click Approve. The prompts will be the same as
when you first approved the Expense Report.

33| Page TeamWorks Travel
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Section 4: Review & Approve (Authorization) Requests

Depending on your Agency policy, employees may be required to submit a Request to get pre-trip
authorization before incurring travel expenses under certain Agency specified conditions. Once
submitted, the request is routed to the Request Approver. Request Approval hierarchy is determined
by each Agency. Request will not appear if it is not configured for your Agency or if you do not have
approval authority.

Requests waiting for your review and approval can be accessed report from the Approvals tab,
Quick Start Bar or My Tasks.

Requests Pending your Approval (2)
=3

1. Access a Request from the Approvals tab,
Quick Start Bar or My Tasks. Click on the
Request name to open it.

The Request opens showing summary detail by
segment type.

2. Review the Summary Request Header The Request Summary opens automatically when
information. you open the Request.

To view segment details, click on View Increment
Detail or the Segments tab.

If you see the delegate icon E'-'= it indicates this
report was submitted by a delegate and not the

Approvals Home Requests Reports Cash Advances
Req u MJY Print / Email + Send Back Request Apprave & Forward
[Amold, Sherry]
Status: Submitted & Pending Approval
Request Name: ’?WE‘| Amount: $330.00
Purpose: Normal Travel
Request Header || Segments || Expense Summary | Approval Flow || Audit Trail
« Expense Type Transaction Amount
Rental Cars Only 90.00 usb
Date Expense Amount Requested ST
11/20/2014 Rental Cars Only $90.00 £90.00
1172012014 Lodging $175.00 $175.00
1172012014 Rental Cars Only $65.00 $65.00 .
TOTAL AMOUNT TOTAL REQUESTED
$330.00 $330.00 View segment detai

3. Review the Segments information: click on the

i ) Segment information can contain specific airline
Segments tab to view the details.

ticket costs, car rental costs, hotel costs,
miscellaneous costs and dining (Meals Per

34| Page TeamWorks Travel & Expense Version Date: 08/07/2015
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€D Air Ticket
Outbound From:
To:
Date:
Comment:
Return
Date:
Comment:
Car Rental
Pick-up City:
Date:
Detait
Drop-off
City:
Date:
Detail:
Comment:
@ Hotel Reservation
Check-In city:
Date:
Detail:
Check-Out
Date:
Comment:

351 Page

Round Trip One Way

11/26 to 27

Amount : $65.00

11126 10 27

Amount : $175.00

1120-23

TeamWorks Travel
State of Georgia

Multi-Segment

TTE System: Approvers Handbook

Diem/Travel Allowances) estimated by the employee
for the requested travel.

Using the Scroll Bars on the right, scroll through and

review each segment.

Amount : S275.00

Air Ticket Segment

Car Rental Segment

B ced]

Hotel Segment

& Expense

Version Date: 08/07/2015



e Miscellaneous Amount: 525.00
Departure City:

Arrival Date:

Detail

Arrival City:
Departure Date:

Detail

Commently? Bridge Pass

4. To review any documents attached to the
Request, click on Attachments.

Approvals Home Requests Reports Cash Advances

Request SMJY s swem

Request Name: Normal Travel 11/20-27
Purpose: MNormal Travel

TTE System: Approvers Handbook

Miscellaneous Segment

) il

!

Aftachments v Print / Email v ‘Send Back Request Apprave & Forward

Status: Submitted & Pending Approval
Amount: $330.00

Request Header || Segments || Expense Summary | Approval Flow || Audit Trail
® Expense Type Transaction Amount

Date Expense Amount Requested SEEDETy 0D JE
11/20/2014 Rental Cars Only $80.00 58000
11/20/2014 Lodging $175.00 $175.00
11/20/2014 Rental Cars Only $65.00 $65.00

TOTAL AMOUNT TOTAL REQUESTED

$330.00 $330.00 View ssgment detal

5. Select View Documents in new window to
display the attachments.

Aftachmenis ~

Print / Email ~

View Documents in a new window

Attach Documents

Send Back Request

Approve & Forward

Status: Submitted & Pending Approval
Amount: $330.00

36| Page TeamWorks Travel
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Notice that comments were entered for the
Miscellaneous request. It is a required field for the
traveler.

There is also a segment available for entering Dining
(Meals Per Diem).
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6. To approve the Request, click on Approve
OR

TTE System: Approvers Handbook

An approval confirmation acknowledgement will
appear briefly.

Requests Reparts Cash Advances

Request SMJY s swem

Request Name: Normal Travel 11/20-27
Purpose: Normal Travel

L

Aftachments v Print / Email v ‘Send Back Request Approve & Forward

Status: Submitted & Pending Approval
Amount: $630 00

7. To return the Request to the employee, click on
Send Back Request.

it e .ass.

Requests Reports Cash Advances

Request SMJY s swem

Request Name: Normal Travel 11/20-27
Purpose: Normal Travel

L :

Aftachments » Print / Email » ‘Send Back Request Approve & Forward

Status: Submitted & Pending Approval
Amount: $630 00

Send Back Request

et e aap.

Clicking on Send Back Request opens the Send
Back Request dialogue box. In the Comments
box enter exactly what you want the employee to do
before he re-submits this same Request.

Click on OK to send the Request with your
comments back to the employee.

Comment History

Creation date ¥ Entered By

Comment Text

111372014 Austin, Leslie

Where is the request for
the bridge pass we
discussed?

Add a comment to explain why you are returning the request. Then click OK te return the

request to the employee

Comment

Please indicate whether the Braidge Pass is for the 11/20 or the 11/26 irip

8. To add an additional review step for the
Request, click on Approve & Forward.
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Requests Reports Cash Advances

Request 3MJY wma swem

Request Name: Normal Travel 11/20-27
Purpose: Normal Travel

. 2

pr ]| Sendpack At RSt

Status: Submitted & Pending Approval
Amount: $630 00

The Approval Flow tab opens.

Request 3MJY s .

Roquest Name: Nomal Travel 11/20-27
Travel

Click in the User Added Approver field and type
the last name of the approver you want to add to
the workflow or enter an asterisk (*) to view all the
approvers in the Agency or to use different search
criteria to locate the added authorized approver.

Click on the drop down arrow in the User-Added
Approver box

Click Approve

G A P S ) (S S s
Statu;

s: Submitted & Pending Approval
Amoun t: $630.00

o o

D e Seemm— S

The system will display the best matches it can find
as you type.

Select the appropriate approver from the approver
list.

The Search Approvers By box appears

A brief confirmation box appears and will auto clear.

Section 5: Review & Approve Cash Advance Requests

Employees may be able to request a Cash Advance in TeamWorks Travel & Expense before incurring
travel expenses. Once submitted, the request is routed to the Cash Advance Approver. Cash Advance
Requests waiting for your review and approval can be accessed report from the Approvals tab,

Quick Start Bar or My Tasks.

Cash Advance will not appear in the Approvals tab, the Quick Start Bar or My Tasks if it is not
configured for your Agency or if you do not have Cash Advance approval authority.

1. Access a Cash Advance Request from the
Approvals tab, Quick Start Bar or My Tasks and
clicking on the Report Name.

38| Page TeamWorks Travel
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Additional Information

The Cash Advance Approval List opens.
Select one to review for approval by clicking on it.

& Expense Version Date: 08/07/2015




TTE System: Approvers Handbook

Help ~

CONCUR Requests Expense Approvals Reporting A — ®
Profile ~
-
Approvals Home Requests Reports Cash Advances
Approvals
Requests Expense Cash
Reports Advances
Cash Advances
Cash Advance Name Employee Request Date Amount Requested
Travel 11/20-23 Amold, Sherry 11/04/2014 $300.00
State Convention 11/17-20 Amold, Sherry 11/06/2014 $500.00
pan r ~ §-odd - — - PR Y . ’

There are only a few fields in the Cash Advance
Request. You can see all of them. However, only
the Name, Amount, the Travel Start Date and
the Travel End Date are required of the employee.

2. Review the submitted data.

If the employee has entered a Requested
Disbursement Date, please pay attention that the
You may change the amount of the Cash Advance disbursement can be made by this date. Employees
and add a Cash Advance Comment to explain why. are instructed to request manual disbursement if
there are five business days or less between the
request date and the required disbursement date.

To review any attachments click on Attachments
and then select View documents in a new
window.

3. Review Attachments.

To Approve the Cash Advance click on Approve.
4. Approve the Cash Advance. There are only a couple of fields in the Cash
Advance Request. You can see all of them.

Click on Accept in the Final Confirmation box that
appears.

Enter any optional comments in the Approve Cash
Advance comment box appears.

Click OK.

Upon approval, the Cash Advance Request will be
routed to the Cash Advance Administrator for final
approval and release to the accounting system for
disbursement.

39| Page TeamWorks Travel & Expense Version Date: 08/07/2015
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5. Reject the Cash Advance
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To Reject the Cash Advance, click on Send Back to
Employee

A Send Back to Employee comment box appears.
You are required to enter a reason for rejecting the
Cash Advance Request.

Click on OK.

The rejected Cash Advance Request is routed
back to the employee.

Cash Advance Details: State Convention 11/17-20 X
Name Cash Advance Amount Purpose Cash Advance Comment
| State Convention 11/17-20 | |§m usp | v | \ |
Travel Start Date Travel End Date Requested Disbursement Date City
[1171712014 | [117202014 | ‘ | | |
Comments History | Expenses | Audit Trail
Date Entered By Comment Text

m Send Back fo Employee Cancel

Final Confirmation

Approver Confirmation

the State of Georgia Travel Policy and the Office of Planning & Budget's Policy governing Travel Advances;

Y
By clicking on the "Accept” button, I certify that this Cash Advance Request for this traveler is in compliance with D
therefore, this Cash Advance Request is approved for processing. -

40| Page TeamWorks Travel
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Approve Cash Advance

Comment

m Cance'

Send Back to Employee

Comment

m Cancel

Section 6: View Previously Approved Requests or Reports

Previously approved Requests or Expense Reports no longer appearing in Reports Pending Approval
may be accessed from the Approvals tab, Quick Start Bar or My Tasks.

Home tab View:

Take a Tour ~ Help

Home Requests Expense Approvals Reporting ~ App Center

Profile ~ &

07 00 00 00 00

New Required Autnorization Available Open Cash
Hello, Leslie Approvals Requests Expenses Reporis Advances

COMPANY NOTES

Travel Training Portal

Plaaza s the link abova for additional Travel training opportunitiss.

MY TASKS

m Required Approvals > m Available Expenses > m Open Reports

You currently have no available expenses You currently have no active reports

Authorization Requests 02

41 | Page TeamWorks Travel & Expense Version Date: 08/07/2015
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How to view previously approved Expense Reports (continued)
From the Approvals Home select Requests or Reports.

Help ~

CONCUR Requests Expense Approvals Reporting ~ App Center )
Profile ~ -

Approvals Home Requests Reports Cash Advances

Approvals

02 04 01

Requests Expense Cash
Reports Advances

Expense Reports

Report Name Employee Report Date Amount Due Employee Requested Amount
Normal Lfggﬂ?vﬂ 61031 Amold, Sherry 10/31/2014 $305.44 5305 44

@O Hg:mg: \Tﬂr;‘t’f' 10110 31 Amold, Sherry 1012812014 $541.47 $791.47
Lg}':'a?vlfé‘gljlﬁ Travel Amnold, Sherry 09/16/2014 $8512 $835.12

©0 Norma Travel 81110 15 Amold, Sherry 08/19/2014 $831.03 $831.03

I Y s " Y o W NP S SR e W

The Approval tab offers additional options for viewing Request or Expense Reports pending and/or
already approved.

Approve Reports View:

ccncun Requests  Experse | Approvall | Reparbing = App Cenler
Approvals Home  Hequests  Repats  Cash Advances
Expense Report List
Repor Hame Begns W
Lmployes Nawe Haport Name Reéwport Date Date Submitted Tetal  Amount Dus Lmployes Hequested Asount
Aokt Sherry 8 MOumal Trawvel 1046 to 1 10212004 20 530544 SM5 44 530544
Hiemal weekly Wt
£ Thes cepont andior sy ko ation bas been <hs e 15 ey depaiment [f sppa e, pran 10 appIng ade an il appac s siep fon e chas e Approves by sk B “sppames & Fonead opbon
‘This report has one of more entry level excepions
@ Aok, Sherry 8 Moemad Traved 1011 to 3 Mieage on 106 & more Shan what the mieage calcultor 10200014 A2 TeraT 5541 47 sTenaT
Hoamai \Viaay ereaaied with po erplanason. Pease comect ang
ekl
i Wieage and | - M age amaund poluden Aol (erbunement
4h The report has ane o mare eniry level exncepieny
e, Shervy B, Trwvel 31 to 15 WBHE20E 101420408 83517 512 52
Hiumal Weekly Travel
ds Thes repodt and'er eniry akecabion Pas been charged 1o ancther desartment If aopkc able. Srr 10 apEraving a3d an S3OBON aperv d step for B Chaiped Aperover by UIRg Be "Approve B Fonvad” option
4 This report has ane o mere eniry vl enzeptions
9 Epnela, Shervy 8. Moemal Travel 84 10 15 THe HER REnal o suppesed 12 be COmpany Pid NS0 US04 M0 00 £431.03
MHotmal Please comect and toaubed
o Eapense iepoits shonkd bt SobmiBed vwithin 45 days afer the g i Complele Y 0 Sampielng your
The report has cne of mare exiry el encepions

S SNl s TN L R S YV NPV o SNy oS TN TV N NN o
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How to view previously approved Expense Reports (continued)

Select the Approvals tab, or select Required
Approvals from the Quick Start Bar or My Tasks The Approvals Home opens

Iamu - Help

Home Requests Expense Ap H Reporting ~ App Center

Profile ~ &

071 00 00 00 00

New Required Authorization Available Open Cash
Hello, Leslie Approvals Requests Expenses Reports Advances

COMPANY NOTES

Travel Training Portal

Please see the link above for additional Travel training opportunities.

MY TASKS l
m Required Approvals > m Available Expenses > m Open Reports >

Authorization Requests 02 You currently have no available expenses You currently have no active reports.

CDNCUR Requests Expense Approvals Reporting -

Approvals Home Requests Cash Advances
Approvals

02 04 01
e oo Adviatas

Expense Reports

Report Hame Employee Report Date Amount Due Employes Requested Amount

The Reports Pending your Approval window opens
Select Reports

Select View
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How to view previously approved Expense Reports (continued)

Select the filter that serves your needs

L~ I

® Reports Pending your Approval

Reports you Approved this Month
Reports you Approved last Month

T—

Reports you Approved this Quarter
[ Reports you Approved last Quarter
Reports you Approved this Year
Reports you Approved last Year
All Reports you Approved

Click on the drop down arrow to begin selecting the
report criteria in the first field

Expense Report List
Reports yo
)

Report Mame Begins With

EReport Name

Report Name

Spotlight 0701-0722
Training

— Employee First Name L
Employee Last Name
Employee ID

For our example we selected Reports you approved
last Quarter to filter the information

For our example we chose Submit Date. The
following two fields will change depending on the
report criteria chosen in the first field.

pproved last Quarter

Comments

PlLease check the allocation fo

[ Report 1D sntry allocation has been charged to another department. If applicable, prior to approving add an additicnal approw
P isure report should contain both Mileage and Fuel expenses. Mileage amount includes fuel reimbursement.

Submit Date

-a I Status -
pproval statu Normal Travel 6/1 to 7115

Payment Status Mormal Travel

[” Receipts Received

1ould be submitted within 45 days after the trip is complete. Please be more timely in completing your expense rep)

antry allecation has been charged to another department. If applic able, prior to approving add an additicnal approv

Receipt Image Available : or more entry level exceptions.

~ Report Total P

Orlando /6 to 9
Amount Approved

Testing
|: Amount Due Employee

Why are there no meals on this
REview and return

3 rms report anasor entry allecation has been charged to another department. If applicable, prior to approving add an additional approv

This report has one or more entry level exceptions.

Choose your display criteria

In our example we chose Before

Expense Report List

Reports you Approved last
=23

uarter

Submit Date Equals
Equals
Empl N
[ mployee Name | [
n
@ Arnold, Sherry B. After

44 | Page &
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How to view previously approved Expense Reports (continued)

Select an options from the third report criteria field For our example we October 1, 2014. The report
and click Go. criteria will change depending on the report criteria
chosen in the first field.

Expense Report List

Reports you Approved last Quarter

| Submit Date | v | | Before | ~ | | 10102014
|:| Employee Name Report Name ¢ October 2014 « 5
@ Arnold, Sherry B. Spotlight 0701-0722 k the allocatip
Training T F 5
) ) 213 4 .
D This report and/or entry allecation has been charged to ancther departme additional apf
Please review to ensure report should contain both Mileage and Fuel exp 5 G 7 g o |10 11 sursement.

Expense reports should be submitted within 45 days after the trip is comg

YOUT 8XPens

Arncld, Sherry B. Normal Travel 61 to 715
Mormal Travel

This report andior entry allecation has been charged te ancther departme
This report has one or more entry level exceptions.

additional ag

@ Arnold, Sherry B. Orlando 7/6 to 9
Testing

Report data based on the filter and selection criteria
you have chosen will appear.

R'eports you Approved last Quarter
(S

St D v Betare ] E | 8o
Employes Name e Commenty Soaruy Pament Stauss fepon Dare Dot Submnted Total  Fsquested Ama.,.
® ienckd, Shery B Nuemal Trd 814 to 15 by was e hotel nod bocked eu TTE. deprovmt Echacted for Pisgment B1AT14 M 5104300 I
Ngimal GO and retun

41, This report has ome ar more eriry kel excegbon

enaid, Sheery B Noemad Trvi 630 ta 73 Eppreea Exiracted fer Pyment oTRaz4 oA SEWEE s820 62
NCmal Travel
4. T repon andice eniry oz aten hay » par W apghe atie. priey 25t an ansmcnM B0 ADROOYr DY LN The “Aepreve & Forward cpmon
4. Thin repcat has com or racen andry o mcopbions
® arnoks, Sty B Moemat Teawel 1 1 18 [ p—py e presm—— Exlrscted o Barymant oreRaTE oTen = P

Normal wavel

Ak, Thin report amaiice wrbiy o sbom hirs b chavped 15 arother deparimest. i applc able, prie 8 ipprovng add o addilional appeoval viep for e changed Apprives by ubing he “Spprove & Farmind option
Li Th et has ene o morne anlry vl exceptiont

® Arnoi, Sheery B, Onands 1508 Wiy 3 B o sl o0 B repoct? Agproved Exiracied der Payment oAz AN 569660 55577
Testng REview and retum

Ak, This repoit sadice #nlry ao5 4100 has béen Charped 12 Snclitr Gaparment 1 Spphcab. BSE 1 S0PMGVING 503 &0 J3BGOM 3ppeoval 1350 0 Ihe Chicped ARSCOVEl by s The “Agrave & Farnard” option
11, Thes regent has ne of mese aniry kevel euzegnons

Arneld, Sheery 8. Mormal Travel 41 te 715 Egprmved Exiracted fer Payment 0TS0 TSN -Fn 924
Phoamal Yool
i, This report acior entry slocaton hay been changsd 1 ancther depariment. H appk able, price st #ar the charged Approves by using the “Apprave & Formand” option,
4\ Thia et hira caoe ex tm enlry Bl excoglions
® Aenckd, Shwery B Spotiyht 0701.0733 Plaase chack the sk sben for 1y Agprisemd b In feconnbing Ry Mo Pt oTART0N sazsoN 350788 50780
Tranesy
4 Thin regon ancor enlry ahocistion hact been changed §o anoiher depariment. f appicabl, prior 1o apoiovineg sdd an addiional aporoval sten for the changed Apgrenns by uaing the “Spprses & Formard” option
st bom h

iy - Wizage lieage
4, Expense teports shouid be submtied wihin 45 days afler the o is complete, Ploane De mons fimely in Completing yoer expense reports
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How to view previously approved Expense Reports (continued)

Consider using this same option with the Reports
Pending Your Approval options to select the oldest
outstanding reports to approve.

Click on a report in the list to open it and view the

data.

[Hconcur | Requests  Expesa | Appmals Ropoting - App Certar

Normal Trvl 6/1 t0 15 s smm

Recrs -

| Exguense Dale Amount | Excsplian
| o 05062914 SHUID L This expers 1 ne matiins Wavel re3ervasen Pease $N3Une Al the SOmment Jdocusiely Sxplamy why the experss vy ot bosh st wamg Carcer Travel
R
Teanuaction Des Vemsdor Name Business Purp.., | €
S0 Hooral
d il Il Amaant Due Company Amaunt Dee Employes
@ [ [ S o
w0 Howmal
08 [ e Nowral
aEchie Hon ]
= = > Request Mame Requent 0 Aot Approved Amount fismaining
o aneante e Mesal [ - = —
S Coboraturt G & = 340000 3180
> AOGC mwon Hetel Giean bl Nowna [
0% e0sz0te RerasCars Only etz sl 5| Cash Advances (7
@ ey Fiond M Nowral ¥ Conh Anvance Name Fequent Dusy 2 a Avalaile Balance
@ DaznTe Freed Msan ounal | Vieata Trp 62024 W0 50008 000 L
Esherbus Trip 1013 N a0 S0 e
@ [Cerenn Fluea tins Nowral [
@ 602z018 Fived Meals Howmal [
TOTAL AHOUNT TOTAL APPROVED
$1,040,00 $612.51

Once you open an already approved Expense
Report for review, Next Report and Previous
Report buttons appear at the bottom of the
expense report page. You can scroll back and forth
from report to report easily.

These buttons appear for all previously approved
reports, when the approver is reviewing historical
data. They do not appear for reports pending

_ _ review, where the approver needs to take action to
When you exit Reports, the system will default to approve or return the report.

the Reports Pending your Approval view.
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How to view previously approved Expense Reports (continued)

All Approved Requests (48)

e 5 (e E —
[a] | Request Name | Employee Name ‘ Request ID ‘ Request Dates ‘ Comment Status Date Submitted Total| Approved ... | Remaining ...
123 Certication 08/01-05 Arnold, Sherry MRG 0810172015 Approved 0710612015 515,00 5515.00 5150 -
Prod certication
0810512015
ZIP Training 7720 t0 24 Arnoid, Sherry 3uRD 072012015 Approved 062272015 $665.00 $665.00 5665.0
Froduct raining
072412015
©  AnnualBBX Certifc 71151018 Amold, Sherry 3uRA 0711572015 Why are you not laking a rentalcar?  Approved 0812072015 5640.00 5640.00 5260.0
Ann cert required by 7/31
0782015
ABC COnference 7310 15 Arnoid, Sherry 3uNg 07132015 Approved 051272015 5445.00 5445.00 65.0
Ceriifcation
071512015
sy certfization 07704 to 10 Armold, Sherry 3maN 0710472015 Approved 0811872015 5460.00 5460.00 5460.0
Presentation
071012015
TTE Testing 07/01 to 05 Arnoid, Sherry aman 070172015 Approved 0610872015 5815.00 5815.00 58150
Annual Cerification
0710512015
BBC Convention 6/15 1o 18 Armold, Sherry auas 0811572015 Approved 0610272015 5485.00 5485.00 52620
Annual Certfication
08182015
May GGG Conference 057251030 Ao, Sherry 3uNT 052512015 Approved 0510572015 5907.50 5907.50 5225
ANnual Cerlifiation xocx
053012015
Annual ZZ2 Convention 04720-24  Amold, Sherry 3umMG 0412072015 Approved 0410872015 567100 S671.00 5156.0
‘Annual blah bolah blah
042412015
©  AnnualCertdTtos Arnoid, Sherry EIan) 040712015 HOw did you estmate the personal 0412872015 534000 5340.00 5250
‘Annual Certification for XVZ
0410912015
TZ Certfication Armold, Sherry 3ume 0410172015 Approved 0212072015 5725.00 5725.00 5725.0
osehnrifosnt
040712015
XYZ Certfic Arnoid, Sherry w3 031012015 Approved 0210972015 549000 5490.00 SIT0 +
07 carifin o

Displaying 1- 20 of 48
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Appendix A: Buttons and Icons Reference

Button/Icon Description |

General:

(&l CONCUR m Tabs: Click to return to the Home page
=
Tabs: To access specific functions

Tabs: To access traveler profile settings or administer for another user
romnle -
- (delegate/travel assistant)

Approver:

Approve: Approve for processing

[Hemie
Approve & Forward Approve & Forward: Add additional review steps for an expense report
Ty S—— Send Back to Employee: Return the Report or Cash Advance to the employee
unapproved; requires Comments from the Approver

Request:

Air Ticket: Indicates Air Reservation on Request

Car Rental: Indicates Car Rental on Request

Dining: Indicates Per Diem/ Meals on a Request.

Lodging: Indicates Hotel/Lodging on Request.

Misc: Indicates Miscellaneous Expenses on a Request

Calendar: Brings up a calendar to select transaction date

Aftachments » Attachments: Check or add attachments to a Request

Print/Email: Print or email the Request

II 0030

Print / Email =

Send Back Request: Return the Request to the employee unapproved;
requires Comments from the Approver

Delete, Modify, Allocate: Select to delete, modify or allocate a saved Request

Send Back Request

segment
@ Resubmitted: This icon indicates a Request was returned to the traveler by an
approver at least once and remains with the report from that point forward.
Submit Request Submit Request: Submit the Request for approval
m Recall: Allows you to recall a submitted Request if it has not been approved.

Expense Reports:

m
m
L
=
i)
T2
o

New Expense: Add a new expense entry to an Expense Report.
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Button/Icon Description |

i -+ :
C';f;;ew ‘ + Create New Expense Report: Create a new expense report
+ + New: Access to Start a Request, Start a Report, New Cash Advance or Upload
New Receipts from the Quick Task Bar
" !
upfli?:ﬁcii':fw ' UploadZ
28 o : + Upload New Receipt: Upload a new receipt (support document or receipt)
Upload
[ Attach Receipt l Attach Receipt: Attach a receipt to an expense item
Receipts Receipts: Access to attach receipt images or view previously attached receipts.
Receipt Required: Statewide Travel Policy requires a receipt for this item
G Receipt: Statewide Travel Policy requires a receipt for this item and it is
; attached to the expense line item
Add New Allocation Add New Allocation: Add a new allocation row.
Allocate By: + Allocate By: Select between allocating by percentage or amount.
Allocate Selected Expenses Allocate Selected Expenses: To open the allocation window
Clear Selections Clear Selections: Clear the items selected for allocation
Delete Selected Allocations Delete Selected Allocations: Delete on or more allocation rows
Select Group: To select a group of allocations previously entered to review or
@ Allocations: Indicates that an expense entry has been allocated.
New Attendee: Add a new attendee to an expense report.
@ Attendees: Indicates that an expense entry has associated attendees.
Calendar: Brings up a calendar to select transaction date
6 Credit Card Transaction: Indicates that an expense entry was from a credit
card transaction
Q Comments: Indicates that an entry has comments associated with it
Copy Copy: Copy an expense item
Copy Report Copy Report: Copy an expense report
Delete: Delete an item
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Button/Icon Description |

Delete Report

Delete Report: Deletes the current expense report. *Only originator can delete

Details =

Details: Provides options to view details of the expense report such as the
report header, allocations, and audit trail

Move: Move an expense item to another expense report; also used to move a
trip expense from Available Expenses to an expense report

-

Exceptions: Indicates that an expense entry has an exception associated with
it; red exceptions create a hard stop; yellow exceptions allow you to continue

Hide Exceptions

Hide Exceptions: Toggle to hide or display report exceptions

Import

Import: Access to Available Expenses display for reservations and/or credit
card charges available to be imported the expense report

mpot ¥

Import: Import selected Available Expenses into expense report

Delete: Delete an Available Expense item from the Import display

tch

Match: This is used to combine Available Expense entries in the Import
display when Corporate Card Charges and Trip data are not automatically
matched by the system

Unmatch: This is used to unmatch previously matched Available Expense
entries in the Import display when Corporate Card Charges and Trip data were
not automatically matched by the system

[temize

Itemize: Begin the itemization process; for example, hotel expenses have to be
itemized

Save temizations

Save Itemizations: Save itemizations entered in an expense; currently only
required for hotel expense.

< =
Iliii
A" i a ]

Show / Hide Itemization: Click to view or hide itemization details

Go to Single Day Hineraries

Go to Single Day Itineraries: Access Meals Per Diem entry for Single Day (no
overnight stay)

o to Standard Hinerary

Go to Standard Itinerary: Access Meals Per Diem entry for Multiple Days
(with overnight stay)

Add Stop: Add a stop to a Standard Itinerary to calculate Meals Per Diem for
multiple days with an associated overnight stay

Next==

Next>>:
<<Previous: Navigate to next or previous step in the process

Save tineraries

I 2
g

Save Itineraries: Save Single Day ltineraries entry

Create Expenses Create Expenses: Creates Fixed Meal Expenses on an expense report
Update Expenses U!odatg E_xpenses: Add new or corrected Meals Per Diem to an expense report
with existing Fixed Meal entries
@ Mobile Expense: Indicates that the expense was entered in Concur Mobile
5 Multiply: Reverses the exchange rate when working with foreign out of pocket
transactions
Print/ Email * Print/Email: Access the fax cover page or detail report for the current expense
report
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Button/Icon Description |

Resubmitted: This icon indicates the expense report was returned to the

@ traveler by an approver at least once and remains with the report from that
point forward.

Notify Employee: Used by Delegate to notify an employee of a change made
to an expense report

Save: Save an expense item

Submit Report: Submit the Report for approval

Recall: Allows you to recall a submitted Expense Report if it has not been
approved.

Travel:

Select: Selects the selected travel item for booking. A green reserve indicates
the reservation is within Policy, Yellow indicates out of policy but you can book
it. Red indicates out of policy and you will not be allowed to make the
reservation.

m Search: Search in Trip Search

Search Search: Search for an off-airport rental car location

Seat map: Click to view the flight seat map

Travel Search Air Fare Legend: Flight has least cost logical airfare

Travel Search Air Fare Legend: Refundable Fare

Travel Search Air Fare Legend: Arrives on a different day than departure

Travel Search Air Fare Legend: Short or long connection time

Travel Search Air Fare Legend: Turboprop aircraft used

Travel Search Air Fare Legend: Flight is Fly America Act compliant

Travel Search Air Fare Legend: Flight has 50-90% Go-Go Wi-Fi coverage

D IF |~ @ = | E

i1
F

Travel Search Air Fare Legend: Flight has 100% Go-Go Wi-Fi coverage

Check Flight Status: Click to check the current status of a booked flight.

Nicll)

Peaches: Preferred Vendor with special pricing for State of Georgia

Yellow Diamond(s): Northstar Travel Rating for hotels

Choose Room: Select to view hotel rooms and rates available a the selected
hotel

View Rates: Click to view lowest hotel room rate and make the choose room
option available

More Info: Click to view hotel detail information such as cancellation,
amenities, etc.

choose room »

View rates

more info
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Appendix B: Expense Report Approver Checklist

Open an expense report from the Approvals tab, Quick Start Bar or My Tasks and select
Expense Reports. Click on the Report Name you want to review for approval.

Summary Tab:
The Expense Report opens in the summary view. You have a “bird’s eye view of Expenses, Cash
Advances, Requests and the Report Summary

L1 Review any Requests in the Requests section of the Summary Tab by clicking on the Request
Name in the Summary view.

] Cash Advances assigned to the report appear in the Cash Advance section of the Summary.
They can also be viewed from the Details tab.

1 Click on the Report Totals link in the Report Summary section to view more detail
Exceptions:

] Review any Exceptions. Click on an exception to open the expense item the exception
references. You can view expense detail, attached receipts or summary information for the expoense
item.

Report Name:

1 Click on the report name to open the Report Header and review the information for accuracy.

Details Tab:

L1 Review the Audit Trail
1 Review the Approval Flow
L1 Review Comments for the report or add any comments you feel are necessary
1 Review and/or enter any Allocations (depends on Agency configuration)
] Review Cash Advances Assigned
0 Review Travel Allowances (Meals Per Diem) entered
Expenses:

L1 Click on an expense to review in individual expense item detail, attached receipts or summary
information. Pay careful attention to Air, Hotel and Rental Car receipts.

Hover over Receipts icon Q to view receipts attached to individual line item Expenses
Review Personal Car Mileage and Mileage Calculator Mileage calculations
Hover over Allocations icon @ to review allocations made by the employee to an individual
line item

] Hover over Comments icon © to review any attached comments.
Receipts Tab:

L1 Click Receipts Required to detail receipts required by statewide Travel Policy

Click View Receipts In New Window or View Receipts in Current Window to veiw ALL
receipts attached to the report.

Attachments
L1 Click Attachments and then select View receipts in new window. You will be able to view
any documents attached to the Cash Advance.
Approve or Deny Report:
Select Send Back to Employee, Approve, or Approve & Forward

Ood
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Appendix C: Cash Advance Approver Checklist

Access a Cash Advance Request from the Approvals tab, Quick Start Bar or My Tasks and clicking on
the Report Name

All fields are visible from the Cash Advance Approval List
L1 Click Attachments and then select View receipts in new window. You will be able to view
any documents attached to the Cash Advance
1  Select Send Back to Employee or Approve
Send Back to Employee requires a comment to the employee to complete the process.
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Appendix D: Request Approver Checklist

Access Request from the Approvals tab, Quick Start Bar or My Tasks. Click on the Request name to
open it.

Request opens to Expense Summary view
Request Header Tab:
[1 Review the Request Header Information
Segments Tab:
1 Review any Car Rental requests
] Review any Airfare requests
L1 Review any Hotel requests
1 Review any Meals requests
[0 Review any Miscellaneous requests
Attachments:
L1 Click on Attachments and select View documents in a new window to review
attachments.
Approval Flow and Audit Trail and availabe for review
Approval:
1 Select Send Back Request, Approve or Approve & Forward
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