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Document Revision History:
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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) Engilish (U Deutsch Erancais Erangais canadie: Espaiio Espaiiol (L stincamérica Portugués (Brasi lederlands talianc Svenska B
Welcome
If you experienc e diffic ulty logging into the site, please click on the Forgot your password? link
below.
f[e] 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: 12/31/2014
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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.

@ vou are currently logged in as a test user

Help ~

Home Requests Travel Expense Approvals App Center

Profile ~ .

-
£ 00 0 10
New Required Authorization Available Open

H w m Approvals Requests Expenses Reports

TRIP SEARCH ALERTS

+ - e @ @ Tripit creates instant mobile itineraries for business and personal trips.
i connect your Concur account to Triplt Na s
Mult-Segment

® Round Trip () One Wey

e k1) COMPANY NOTES
ATL - Hartsfield Intl Arpt - Atlants, GA

A City
wal Gty @ Teamworks Travel Training Page on SAQ website

P andpol | Seemulige ot

Departure @ Please see the link below to access additional training.

depsrt ¥ [|00:00em ¥ | 23 ¥

Ret
etum @ - Georgia Travel Contacts
depart ¥ [|0500pm V| £3 v - - P P - e u s PRSP . . a fam s mm—
Read more

Pick-up/Drop-off car at aiport
Automatically reserva this car MY TASKS

Find a Hote

Required Approvals = Available Expenses = Open Reports >
Specify aifine @

Refundsble only air fares.
Class of Senics: | Economy class ¥ |@ Great! You currently have no 06/13 Southwest Airlines Dallas T... 08/26 Training-NOV-DEC

approvals. 334500
Search flights by @ Price () Schedule
07721 Southwest Airlines Dallas T...

| Fights wi no double connections $218.00
m 07110 Airfare
$342.00

O tellus in your wards what you want to do 07/14 Southwest Airlines Dallas T...

- . < to Paris on Tuesds —
8. from JFK to Paris on Tuesdsy Sea 521800
07/07 Southwest Airlines Dallas T...

5475.00
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?
-
89% of business travelers agree that mobile
67 Out of Policy technology improves their travel experience.

TRIPS

Company Policy

C‘ CON CU R 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: 12/31/2014
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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: 12/31/2014
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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.

Home Requests Expense Approvals Reporting App Center

+ 06 00 00 00 00
New Required Authorization Available Open Cash
Approvals Requests Expenses Reports Advances

Hello, Leslie

COMPANY NOTES f

Travel Training Portal

Please see the link above for additional Travel training oppertunities.

MY TASKS
m Required Approvals d m Avallable Expenses rd m Open Reparts rd
Authorization Requests 01 You currently have no available expenses. You currently have ne 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.

7lPage TeamWorks Travel & Expense Version Date: 12/31/2014
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Help ~
CONCUR Requests Expense Approvals Reporting App Center [ )
Profile ~
-
Approvals Home Requests Reports Cash Advances
Approvals
Requests Expense Cash
Reports Advances
Expense Reports
Report Name Employee Report Date Amount Due Employee Requested Amount
NOrmal Travel 10/16 to 31
NOrmal weekly trvi Armold, Sherry 10/31/2014 $305.44 $305.44
NOrmal Travel 10/1 to 31
NOmal Visits Amold, Sherry 10/28/2014 §541.47 §791.47
Travel 9-1to0 15
NOrmal Weekly Travel Amold, Sherry 09/16/2014 $85.12 $835.12
®0 Norma Travel 8110 15 Amold, Sherry 08/19/2014 $631.03 $831.03

Y ) e o AN A W ™ ¥ 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.

— e T e e A o i B
m e =Ty
NOrmal Travel 10/1 to 31 s swem S ovrore & Foreer
Summary  Details v Receipts *  Print/Email - Hide Exceptions
Exceptions -
Expense Date Amount | Exception
NiA Please review to ensure report should contain both Mileage and Fuel expenses. Mileage amount includes fuel reimbursement
Hotel 100412014 $350.00 ), This expense has no mate hing travel reservation. Please ensure that the comment adequately explains why the expense was not booked using Coneur Travel -
Expenses View = |%] | 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 Pocket $36.00 $36.00 Report Total
@ 10/06/2014 Fixed Meals NOrmal Visits Decatur (Single Out of Pocket $36.00 $36.00 Amount Due Company ~ Amount Due Employee
50.00 $541.47
Q@ C 1owennis Personal Car Mil NOrmal Visits Out of Poc ket s76.72 ST6.72
10/06/2014 Cash Advance NOrmal Visits Cash Advance [} o
equests
@ 10/04/2014 Fixed Meals NOrmal Visits Savannah, Geor... Outof Pocket $27.00 $27.00 Requests (1)
> Request.. Request.. Amount.. Amount...
20 10/04/2014 Rental Cars Only  Hertz NOrmal Visits Aflanta, Georgia  Out of Pocket $120.00 512000 S Approve.. 3D s25700  S-193.00
> Q@B C 1oouma Hotel Qasin Hotel NOrmal Visits Savannah, Geor... Outof Pocket 5390.00
10/03/2014 Fixed Meals NOrmal Visits Savannah, Geor... Out of Pocket $28.00 $29.00 Cash Advances (1)
10/02/2014 Rental Car Fusl Hertz NOrmal \isits Atlanta, Georgia Out of Pocket $32.00 $32.00 Cash .. Reque... Amou... Startin... Availa...
o o
10m2/2014 Fixed Meals NOrmal Visits Savannah, Geor.. Out of Pocket 529.00 s529.00 Approv.. 100147 525000 S25000 5000
10/01/2014 Fixed Meals NOrmal Visits idalia, Georgia  Out of Pocket $15.75 51575
8|Page TeamWorks Travel & Expense Version Date: 12/31/2014
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Booking Business Travel

Reguest ID: 3MJD
Approval Status - Approved

Employes Ham= - Arnold, Sherry B.
Email Address - sarnold@dch.ga.gov
Defautt Manager Name © Austin, Leslie
Default Manager Email - laustin@dch.ga.gov
Country of Residence | UNITED STATES
*S0G Org Unit 1-Business Unit : 41900
*S0G Org Unit 2-Dspzrtment - Program Integrity Provider Enr
*50 Grg Unit 4-Fund Source  Redistribution
*SOG Org Unit 5-Class - 304
"S0G Crg Unit B-AF Vendor 10 0000073362

Sender Mame - Arnold, Sherry B.
Emal Address - samold@dch.ga.gov
Defautt Manager Name © Austin, Leslie
Default Manager Email - Jaustin@dch.ga.gov
Ceuntry of Residencs | UNITED STATES
*50G Org Unit i-Business Unit : 41900
*S0G Org Unit 2-Depariment : Program Integrity Provider Enr
*508 Org Unit 4-Fund Source . Redistribution
*SOG Org Unit 5-Class : 304
"S0G Crg Unit B-AF Vendor 10 0000073362

Start Date - 10/15/2014
End Dat= © 10/18/2014
Request Poley * *80G Request Policy 1
Furpase : Training

Segments
Car Rental
Foreign Amount : $92.00
Allecations - 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) 41900-4190602100-41900-4-29105050-10100-1073201-301-41900-41900

Expenses
Transaction Date Expense Type Entry Description Foreign Amount Amount
107152014 Rental Cars Only $02.00 $82.00
107152014 Lodging $175.00 $175.00
Printed on 11/12/2014 10:52 AM
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 10/1 to 37 e swems
Summary Details ~ Receipts Print / Email =
OR
9|Page TeamWorks Travel & Expense Version Date: 12/31/2014
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Sumirmary Cretails - Receipts - Print / Emizil *

_ _ Report
Excep - Report Header
Expense

Totals
A

Hotel Audit Trail

Approval Flow

The Report Header page appears to allow you to
view the contents of the Report Header.

Nordal Travel 10/1

to 3 1 [Arnold, Sherry]

o ensure report should ¢ ontain b
&5 no matching travel reservatio

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 Mame Trip Type Policy
10/28/201. Il\larn‘sITrsueI1:-.-’1 to 31 In-State Travel State of Georgia Expense F| v

Trip Start Date Trip End Date

Purpose of Trip

Comment

10001/2014 10M5/2014 MOrmal \isits
Employee Mame Report Key Report Currency Receipts Received
Arnold, Sherry 70810 US, Dollar Yes v
Submit Date Approval Status Payment Status “Vendor 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 5267.00 5267.00 5-188.00
m Cancel
10| Page TeamWorks Travel & Expense Version Date: 12/31/2014
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2. To review the Audit Trail of this Expense Report, The Audit Trail appears allowing you to view the
click on the Details tab and select the Audit history of this expense report. A history of every
Trail from the drop down menu.

; : b4
Audit Trail
q 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 1041 to 31" to |:|
"Mormal Travel 1001 to 317

10/31/2014 O7:30 AM  Arnocld, Sherry Approval Status Change  Status changed from Submitted to
Submitted & Pending Approval
Comment;

100312014 O7:30 AM  Arncld, Sherry Approval Status Change  Status changed from Mot Submitted to
Submitted
Comment: -

Entry Level

Date/Time ¥ Updated By Action Description

10/28/2014 11:35 M Arnold, Sherry Exception Entered Mileage is greater than system =
¢ ale ulated mileage.

10/28/2014 11:35 AM  Arnold, Sherry Exc eption This expense has no matching travel
resenvation. Please ensure that the
comment adequately explains why the  «
masrmmeme s caame et el sl i s

‘ Close |

11 |Page

. =

time the report is “touched” after it is submitted
appears here — including the system “touches” such
as Exception Icons and Expense Report Status
changes.

Summary Details - Receipts -
-.-.7' Report
Exception Report Header
Expense Totals
R
Hot

|
| AwditTmil =

Approval Flow

Print / Email -

TeamWorks

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.

Travel & Expense Version Date: 12/31/2014
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3. To review Allocations made by the employee on
the Expense Report:

e |tems displaying the allocation icon @
have allocations entered.

Expenses View v %
Transaction Datev Expense Type Vendor Name Business Purp...

ﬂ @ 10/09/2014 Fixed Meals NOrmal \Visits
' @ 10/D5/2014 Fixed Meals MNOrmal Visits
@c 10/06/2014 Personal Car Mil... MOrmal Visits
10/D6/2014 Cash Advance ... MOrmal Visits
@ 1070472014 Fixed Meals MNOrmal Yisits
0 10/04/2014 Rental Cars Only  Hertz MOrmal Visits
> @c 10/04/2014 Haotel Oasin Hotel MOrmal Visits
10/03/2014 Fixed Meals MOrmal Visits
10/03/2014 Rental Car Fuel Hertz MOrmal Visits
107022014 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

Ao X 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 Fixed Mesls NOrmal Visits Al Bodoct Tobote 2
ﬂ‘-:l'hisexpense has been allocated.] glixl B
: Percentage Department 7 Program Iy? Fund Source Iy? Fund h? Project 7 Class Activity Code
@ k] Program Integrit...  (1073201) Dept ... (4) Redistribution {10100} Opersti._. (28105050) SO/5... 301 _4190602100-10.... |
70 Program Integrit... (1071101) Certif... (%2051) State E...  (10100) Operati... (28105050) S0/5... 301 -4180502100-10... m
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: 12/31/2014
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Summary tails - Receipts - Print / Email ~ Ii
3 - Report

xceptor] Report Header
Ex

pense Totals

(T i )
Hatel Audit Trail
= - Approval Flow
Expenses Comments

Cash Advances

Assigned

Allocations
Alloc ations

Travel Allowances
Itineraries

Expenses & Adjustments

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

1

Allocations for Report: Normal Travel 10/1 to 31 =i

Expense List Allocations

[ | |

(] Percentage * Department [y | * Program [y * Fund Source [y | * Fund 7 * Project [y

D Date Expense Group Amount

[[] 10012014  Fixed Meals 515.75

[[] 10/02/2014  Fixed Meals 529.00

[] 10032014  Fixed Meals 529.00

[] 10042014  Ficed Meals 1 527.00

[] 10/06/2014  Fixed Meals 1 536.00

[] 10092014  Fixed Meals 1 536.00

[] 10/04/2014  Rental Car... $120.00

@ Hotel

[] 10012014  Hotel Tax 2 $12.00

[] 10012014  Hotel 2 595.00

[ 1oio1z014 Occupanc... 2 58.00

[] 10012014  IntemetCh.. 2 $5.00

[] 10/02/2014  Hotel Tax 2 515.00

[] 10/02/2014  Hotel 2 5100.00

[ 1o/io2/2014 Occupanc... 2 510.00

[] 10022014  IntemetCh... 2 $5.00

[] 10032014  Hotel Tax 2 515.00

[] 10032014 Hotel 2 $100.00

[ 1oio3zota Occupanc... 2 510.00

[[] 10032014  Intermet Ch... 2 $5.00

[] 10/04i2014  Parking 2 510.00

[] 10/06/2014  PersonalC... 1 576.72

[] 10/06/2014  Cash Adva... 50.00

[] 10/03/2014  Rental Car ... 532.00 »
m Cancel

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 81575
[ Tonzrzo14 Fixed Meals 525.00
[] 1mozezoi4 Fixed Meals 529.00
[] 1modizoi4 Fixed Meals 1 527.00
[] 1iosiz014 Fixed Meals 1 536.00
[ 1oiosz014 Fixed Meals 1 536.00
[] 1modizoi4 Rental Car... 5120.00
@ Hotel
[] 1movizoi4 Hotel Tax 2 512,
] 1012014 Hotel 2 595.00

2 58.00

[] 100142014 Qccupanc...
ternet C

Click on Allocate Selected Expenses

Allocations for Report: Normal

Expense LisT
Alloc ate Selected Expenses

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%}]
| = | |

|:| Percentage * Department b " Program 7 * Fund Source e " Fund b7 * Project [

|:| &0 Program Integr... (1073201) Dep... (4) Redistribution (10100) Opera... (28105050) 0.

|:| 40 Program Integr... (4550100) ™C.... (4) Redistribution (10100) Opera... 28105050) 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: 12/31/2014
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4. To view any approved Cash Advances assigned

tot

he Expense Report

View the Cash Advance item on the
Summary

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

xception

E Report Header

Expense Totals

A i ]

Hotel Audit Trail
- - Approval Flow

Expenses Comments

@ Allocations
Alloc ations
@ Travel Allowances

Summary D&Lils v Receipts ~ Print ! Email ~

Report

Cash Advances

Itineraries

Expenses & Adjustments

TTE System: Approvers Handbook

The Cash Advances Assigned to Report window

opens and lists the Cash Advances assigned. It

shows the amount of the Cash Advance, how much
was used in the Expense Report and any Balance.

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 Rﬂtem m Amount Used in Repo

15| Pa
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5. To review the overall Travel Allowance The Assigned Itineraries will display.
Itineraries asisigned to this Expense I'?eport,' 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), cligk on The Expenses & Adjustment tab opens.

the Expenses & Adjustments tab to view the

details by meal period for each day.

down menu.

Travel Allowarg;or Report: Normal Travel 10/1 to 31 o

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 10/01/2014 07:00 AM ‘idalia, Georgia 10/01/2014 10:00 AM US-GA, UMITED STATES
EI “idalia, Georgia 10/02/2014 02:00 PM Savannah, Georgia 10/02/2014 04:00 PM CHATHAM COUNTY, US-GA, US
EI Savannah, Georgia 10/04/2014 09:00 AM Atlanta, Georgia 10/04/2014 01:00 PM FULTON COUNTY, US-GA, US

@ Itinerary: 10/06/2014 Chamblee (Single Day)
B Roswell | Single Day), Georgia 10/06/2014 07:00 AM Decatur (Single Day), Georgia 10/06/2014 02:00 PM Decatur (Single Day ), US-GA, US

B Decatur (Single Day), Georgia 10/06/2014 06:00 PM Roswell (Single Day), Georgia 10/06/2014 O7:30 PM Roswell (Single Day), US-GA, US

@ Itinerary: 10/09/2014 Augusta (Single Day)
El Atlanta (Single Day), Georgia 1VDV2014 08:00 AM Augusta (Single Day), Georgia 102014 10:00 AM Augusta (Single Day), US-GA, US

EI Augusta (Single Day), Georgia 1VDV2014 08:30 PM Atlanta (Single Day), Georgia V092014 08:00 PM Atlanta (Single Day), US-GA, US

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

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

Show dates from EH| to G

Exclude | All (| Date/Location « Breakfast Provided Lunch Provided Dinner Provided Allowance
B g J,Pégﬂf[g:orgia [ | 1575
- & ;g:?ﬁﬁgrseurgia 0 =] $29.00
- & é&fgﬁgrtfweurgia [} [} $29.00
- g ;gi?:ﬁngeurgm O O " $27.00
B Q‘ 10356;{5933ing\e Day), Georgia o O o $36.00
0 Ly 10/09/2014 " F = 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.

16 |Page TeamWorks Travel & Expense Version Date: 12/31/2014
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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
details.
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: 12/31/2014
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Approvals Home

Requests

Reports Cash Advances

Normal Travel T0/T 10 37T wme s

Send Back to Employee Approve & Forward

Summary  Detsis *  Receipts v PrintJ Email » Hide Exceptions
Exceptions _
Expense Date Amount | Exception
Hotel 1000472014 5300.00 J\, This expense has no maiching travel reservation. Pk that th explains why the expense was net booked using Concur Travel -
Perscnal Car 1010612014 7872/ Entered Miage is grester than system calculated miage. -
Expeﬁses View v [« | Expense ‘ Receipt Image || Summary ‘
Transaction Date | Expense Type | VendorName | Business Purp... | City Payment Type Amount Adjusted Clai... Total Amount: 5350 00 | ftemized: $390.00 | 9
@ 10/09/2014 Fixed Meals NQOrmal \isits Augusta (Single ... Out of Pocket $36.00 $36.00 -
- Previous Cemment
@ 10/08/2014 Ficed Meals NOrmal Visits Decatur (Single .. Out of Pocket 3600 3800 Entered By Sherry Amold: Had to baok hots!
directly with conference registration
Q@BC 1woen: Perscnal Car Mi... NOMmal Visits Out of Pocket s7672 s7eT2 ¥ E
10i0612014 Cash Advance NOrmal Vists Cash Advance 0 o Exponss iype)
® 100412014 Fixed Meals NOrmal Vists Savannah, Geor _ Out of Pocket 527.00 s27.00 Hotel
00 10/0412014 Rental Cars Only  Hertz NOrmal Visits Aflanta, Georgia  Out of Pocket $120.00 $120.00 JirmneactioniTiste)
100412014
@c 10/04/2014 Hotel Qasin Hotel NOrmal \isits Savannah, Geor... Out of Pocket $390.00
Purpose of Trip
|Tms expense has no matching travel reservation. Please ensure that the comment adequately explains why the expense was not bocked Using Concur Travel | NOrmal \isits
\endor
100312014 Fixed Meals NOMmal Visits Savannah, Geor... Out of Poket 529.00 s20.00 IO fo
&sin Hotel v
100312014 Rental Car Fuel  Hertz NOMmal Visits Alanta, Georgia  Out of Pocket s32.00 s32.00
c
10/02/2014 Fixed Meals NOrmal Visits Savannah, Geor... Out of Pocket $29.00 $29.00 fy =
Savennah, Georgia
100172014 Ficed Meals NOrmal Visits \idalia, Georgia Ot of Pocket 51573 1575
Payment Type
Out of Pocket v
Amount
330.00 UsD | w
Reviewed
No v
Approved Amount
330.00
TOTAL AMOUNT TOTAL REQUESTED
N | sttach Receipt
$791.47 $791.47 "

To Review Personal Car Mileage: Additional

information may need to be reviewed for some

expense types.

i
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 Atftach Receipt

18| Page
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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

19| Page TeamWorks Travel & Expense Version Date: 12/31/2014
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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: 12/31/2014
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Normal Travelgd 0/71 tO 37t swerm:

Sumimary Details - Receipts » ! Email »

Receipts Required

Exceptions - e

YView Receipts in new window
Expense Date : : :

YView Receipts in current window
Hotel 1000442

Attach Receipt Images tehing travel rese

i r 3 |
T B S .
[ httpsy//imagingupload.concursolutions.com/file/t(] View in New Window Option |ZIDZBC3BlDQFOAﬁGSSB?1911CBFBD43558\2A9682E38 ;Ig:' HE] )
& https://imagingupload.concursolutionScormmrmeroor=ooomgsrreree oo -lfll“ 161F0B8CC375292615A70D2BC3B10D9F
g7 7o 00161FO0B! 375292615A70D2BC3B1D9F0ABG38B71S

STATEMENT OF ACCOUNT

) : 1401 Strand A - BO: f)ﬁﬁoislal I, GA 31328
OCEAN ___-:‘f PLA ZA Ph: S‘T'Il-?si‘:;;j;? " T‘a3912?;86-453l

- &
BEACHS RES OR T wwwOceanPlaza.com

accountno:  10385T
pooMANITNO: 1250 cierk:  AH
aprive; 09/16/11

pEpART: 09/18/11

RATE PLAN/PACKAGE: 170.10
RATEPACKAGE DESCRIPTION:  BARP
WO TN PARTY: 2

ADVANCE DEPOSIT REC'D.
DEPOSIT REFUNDED:

DESCRIPTION

09/16/11 Transient Discounts 170.10
09/16/11 State Sales Tax 11.91
: 09/16/11 Room Tax 10.21
e - 2 I Transient Discounts 170.10
~09/17/11 State Sales Tax 1l
' 09/17/11 Room Tax 10.21
09/18/11 XXXX0317 192.32
09/18/11 XXXXA4612 s
Subtotals $ 384 .44 384 .4
pATID IN FULL --- THANK YOU!
Click on the red X to close the new window.
21| Page
| g TeamWorks Travel & Expense Version Date: 12/31/2014
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View in Current Window Option

Approvals Home Requests Reports Cash Advances

Normal Travel T0/T 10 37T wme s seprove

Summary Details » Receipts Print / Email Hide Exceptions

Exceptions =
Expense Date Amount | Exception
Hotel 100472014 $390.00 This expense has no matching travel reservation. Please ensure that the comment adequately sxplains why the expense was not booked using Concur Travel -
Personal Car 10/06/2014 §76.72 Entered Mileage is greater than system calculated mileage. -
Expenses View* [« | Expense Ima Summary Recelpts -
Transaction Date Expense Type Vendor Name e - Pl
® 10/08/2014 Ficed Meals o e eLmoun STATEMENT OF ACCOUN1
137 7672 UsD | v 3 POxBor 2830
[ 10/06/2014 Fixed Meals g | 1401 Swrane Avenve * Tybee lland, GA 31328
Approved Amount OCEAN _/'PLAZA Phe9127867777* Fax 9127060531
Q@ 1o0sreoi4 Personal Car Mil 7672 2t hCH” mEs ok S wearmiCiceanPlaza.com
Accounrno;  1038ST v
| Entered Mieage is greater than system cal ulated mileage. Reviewsd RomUNTHD 1250 e
awuve 09/16/11
D ¥ oo 09/18/11
10/06/2014 Cash Advance ATEPLANBACKAGE: 110}.;;:?
® 1010412014 Fixed Meals TP Type e
In-State Travel AIWANCE DEFOSIT RECTD.:
0 10/04/2014 Rental Cars Only ~ Hertz DEPOSIT REFURSIED:
Comment
) @C 10/04/2014 Hotel Qasin Hotel
10/03/2014 Fixed Meals 09/16/11 Transient Discounts
098/16/11 State Sales Tax
10/03/2014 Rental Car Fuel  Hertz 09/26/11 Rocm Tax
09/17/11 Transient Discounts
10/02/2014 Fixed Meals 09/17/11 State Salea Tax
09/17/11 Room Tax
10/01/2014 Fixed Meals 09/18/11 XXXX0317
\ehicle ID 0s/18/11 AXKK4612
Personal Car- Tier | v gubtotals
Mumber of Passengers PAID IN FULL --- THANK YOU!
]
Distance to Date:
o
J Fola »
TOTAL AMOUNT TOTAL REQUESTED
$791.47 $791.47 e .
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.
22 | Page TeamWorks Travel & Expense Version Date: 12/31/2014
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10. View allocations made by the employee.

Summary .
STATEMENT OF ACCOUNT
L B A
Except o strand e bl Hind G S1en
EXCEPHC i
gl

Expense

Hotel

Personal C

2RI 1M FTILL —-

golmakald

THARE TOU]

el et

To view the allocation of an individual expense item,

®

hover over the allocation icon = to display the
details of the Allocation.
Expenses View v [« | Expense
Transaction Date ' Expense Type Vendor Name Business Purp... | City Payment Type Amount Adjusted Clai...
® 10/09/2014 Fixed Mesls NOrmal Visits ta (Single ... Out of Pocket $36.00 $36.00 View Reirg
{This expense has been allocated. ] (=]
[ Percentage Department [y Program [y Fund Source [yz | Fund [y Project [y Class Activity Code
a0 Program Integrit... (1073201) Dept ... () Redistribution  (10100) Operati.. (29105050 50/5... 201 -4150602100-10...
70 Program Integrit... (1071101) Certif... (92051) State E... (10100 Operati.. (28105050 50/5... 201 -4190502100-10...

TeamWorks Travel
State of Georgia
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11. View details for Fixed Meals. Fixed Meals is the expense type for Meals Per Diem

or Travel Allowance.
To view ALL of the Travel Allowances for an

Summary Details Receipts Print / Email »
Report expense report, click on Details then Expenses &
EXCEPUON  popon Header Adjustments under Travel Allowances.
Expense - Totals -
Hotel 1 Audit Trail ?_5

Personal Car

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

Approval Flow
Expenses Comments

Cash Advances
@ Assigned

@ pioca
A@ Allecations

Travel Allowances
Itinerares

M Rej regble Allggvances Summary

Single Day Fixed Meals

. [={F3
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 O 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 i
Assigned Itineraries || Expenses & Adjustments || Reimbursable Allowances Summary

Show dates fr0m| |—| t0| |—|

Exclude | All (| Date/Location « Breakfast Provided Lunch Provided Dinner Provided Allowance
10012014

8 & \Aidalia, Georgia o = 515,75
10022014 -

8 E‘ Savannah, Georgia = ] $25.00
10032014 N

r E‘ Savannah, Georgia = | £28.00
10042014 -

D E‘ Savannah, Georgia D D |:| S27.00
10082014

r é Decatur (Single Day), Georgia O = = 538.00
10/0902014

B Q‘ Augusta (Single Day ), Georgia ] [ = $36.00
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12. To approve an Expense Report: after you are
satisfied with all the entries, comments and
receipts attached, click on Approve.

Approvals Home Requests Reports Cash Advances

Normal Travel 10/7 tO 37 e s

‘Send Back to Employee Approve Approve & Forward

Surgnary Details * Receipzar rint / Emiail =

Click Accept to acknowledge the Final
Confirmation

Final Confirmation %

Approver Confirmation

By clicking on the 'Accept’ buttan, 1 certify that this report is in compliance with the State of Georgia Travel Policy
and therefors 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 10/1 to 31 *

= Authorized Approval: .

Austin, Leslie 0 Q

Back Office Approval:

oo
s
Cancel
25 Page TeamWorks Travel & Expense Version Date: 12/31/2014
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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 Dietails Receipts ~ Print / Email ~

— N Report
Exception Report Header
Expense

A o
Audit Trail

Hotesl
= -- Approval Flow
Expenses Comments

Totals

- Cash Advances

@ | Assigned
@

. Allocations

" Travel Allowances

Itineraries
Expenses & Adjustments
imb,

The Allocations for Report window appears.

Allocations for Report: Normal Travel 10/1 to 31

1 | IR | | |

Percentage

Department Program Fund Source Fund Project

Expense Group Amount

$15.75

Ficed Meals 1
Fixed 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.. 2
4 Internet Ch

4 Hotel Tax

4 Hotel

4  Occupanc.. 2
4 Internet Ch

4 Parking

4 PersonalC.. 1
n

4

Cash Adva

Rental Car ...

Done

26 |Page TeamWorks Travel & Expense Version Date: 12/31/2014
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3. 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.

Alloi Lons for Report: Normal Travel 10/1 to 31 =

Expoe =L Allocations
Allocate Selected Expenses Clear Selections Add New Alocation
Select Group Percentage Department [y Program [y Fund Source [yz | * Fund 7 Project [y
D Date~ Expense Group Amount
[ 100112014 Fixed Meals 51575
I:‘ 100272014 Fixed Meals 529.00
I:‘ 10/03/2014 Fixed Meals 52500
I:‘ 10/04/2014 Ficed Meals 1 527.00
I:‘ 10/06/2014 Ficed Meals 1 $38.00
I:‘ 10/092014 Ficed Meals 1 536.00
I:‘ 10/04/2014 Rental Car. .. $120.00
@ Hotel
I:‘ 10/01/2014 Hotel Tax 2 £12.00
[] 1oio1/2014 Hotel 2 585.00
[ 1oo12014 Occupanc... 2 $8.00
[] 10012014 Internet Ch... 2 $5.00
I:‘ 10/02/2014 Hotel Tax 2 5$15.00
[ 100202014 Hotel 2 5100.00
[ 1ooz22014 Occupanc... 2 $10.00
[ 100202014 Internet Ch... 2 $5.00
I:‘ 10032014 Hotel Tax 2 515.00
I:‘ 10/03/2014 Hotel 2 $100.00
I:‘ 10/03/2014 Occupanc... 2 51000
I:‘ 10/03/2014 Internet Ch 2 $5.00
I:‘ 10/04/2014 Parking 2 31000
I:‘ 10/06/2014 PersonalC... 3 57872
[ 1o/ms2014 Cash Adva... $0.00
10/03/2014 Rental Car ... £32.00 b
m Cancel
| Done |
4. Click Allocate Selected Expenses. The Allocations window to the right is now

available.

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

Exr = Allocations
Allocate Selected Expenses Clear Selections T P .
Select Group * Percentage Department [y Program [y Fund Source jy7 *Fund 2 Project [y

|:| Date Expense Group Amount

c

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

27 | Page TeamWorks Travel & Expense Version Date: 12/31/2014
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You can allocate the expenses by a percentage of

| l the total or by a specific amount

[ Initially one line allocated per the default settings for
q = the user as coded in the HCM system with the entire

[ Amount
amount of the expenses to be allocated as dollars or
%.

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%)
ey | |
N Percentage * Department [z | " Program [y *Fund Source [z | " Fund [y7 * Project [z
0 Program Integr... | | (1073201) Dep... | |EERCnmenear | | | (10100) Opera... (29105050) 50v..
F
|:| S0 Program Integr... (1073201) Dep... .
Type to 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 QUTREACH 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: 12/31/2014
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9. Click Add New Allocation for each additional Add as many allocations as necessary. You can
line of allocation you require. Then repeat steps adjust the amounts or percentages.
7 & 8 for each line of allocation you add. 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%)
Mlocate By: [l Add New Allocation Delete Selected Alloc ations Add to Favorites
O Percentage * Department [y2  * Program [y *Fund Source [yz | “Fund 47 * Project fy7
F
|:| 20 Program Integr... | | (1073201) Dep... | | (4) Redistribution | | (10100) Opera... | | (28105050) S0/..
F
|:| a0 Program Integr... | | (1073201) Dep... | | (4) Redistribution | | (10100) Opera... | | (28105050) 50/..
[#] 0 Program Integr... | | (1073201) Dep... | | (4) Redistribution | | (10100} Opera... | | (25105050) 50/..
Allocations for Report: Normal Travel 10/1 to 31 Sl
xpense List Allocations Total:$32.00  Allocated:$32.00 (100%) Remaining:$0.00 (0%)
| Percentage “ Department [yz | * Program [y7 “Fund Source [y7 | “ Fund 7 * Project [y
D Date v Expense Group Amount D T 20 Program Integr. {1073201) Dep. (4) Redistribution (10100) Opera. (29105050) 50/.
[[] 10/01/2014  Fixed Meals 315.75 o "o Program Intsgr (1073201) Dep. (4) Redistribution | | (10100) Opera. (29105050) S0v.
|:| 10/02/2014 Fixed Meals $29.00
] e aaE “sn i b 4 aul - e e bt ol
10/03/2014  Rental Car 532.00 4| | »
Save Cancel
10. Click Save and then OK in the Success box. @

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

11. In the Allocate Report window, click Done.

Expenses View T [«
Transaction Date+ Expense Type Vendor Name Business Purp... C
@ 10/08/2014 Fixed Meals MOrmal Visits A
@ 100872014 Fixed Meals MOrmal Visits O
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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 10/1 10 37 wmesem

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
I
Cancel
30]Page TeamWorks Travel & Expense Version Date: 12/31/2014
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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

3l1|Page
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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 ‘Accept’ button, T certify that this report is in compliance with the State of Georgia Travel Policy
and thersfors 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 fo 31 ,
NOMmal weekly trvl Arnold, Sherry 10/31/2014 $305.44 330544

®©0 Ngrm;} I,‘Igl‘g‘ 110/1 to 31 Amold, Sherry 10128/2014 $541.47 $791.47

T

You may view the comment before opening the

1. Place mouse pointer over the comments icon o
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: 12/31/2014
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Comment History

TTE System: Approvers Handbook

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

Entered By Comment Text

11/13/2014

Mileage on 10/6 is more than what the mileage calcultor creaated

Austin, Leslie
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.

Summary Detailz » Receipts » Print / Email »
- - Report
wcentior
xcepuor Report Header
E:
HpEnse Totals
MIA ) .
Hotel Audit Trail
= = Approval Flow
Expenses
——————— Cash Advances (fummant
@ Assigned
L Allocations
Q Allocations
@ Travel Allowances
_ Itineraries
] .
& Expenses & Adjustments
G

3. Review the item that was corrected.

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

TeamWorks Travel

33| Page
State of Georgia
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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)

1. Access a Request from the Approvals tab, The Request opens showing summary detail by
Quick Start Bar or My Tasks. Click on the segment type.

Request name to open it.

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

employee.
Approvals Home Requests Reports Cash Advances
RequegBMY.
[Amold, Sherry]
Status: Submitted & Pending Approval
Request Name: raw‘ Amount: $330.00

Purpose: Normal Travel

Request Header | Segments || Expense Summary | Approval Flow | Audit Trail

« Expense Type Transaction Amount

Rental Cars Only 90.00 uso
Date Expense Amount Requested ental Cars Only
117202014 Rental Cars Only 590.00 590.00

117202014 Lodging $175.00 $175.00

117202014 Rental Cars Only $65.00 $65.00 .

TOTAL AMOUNT TOTAL REQUESTED

s33000 | " §33000

3. Review the Segments information: click on the

; . 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: 12/31/2014
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e Air Ticket Round Trip One Way Multi-Segment
Qutbound From
To
Date:
Comment
Return
Date
Comment: 11,26 fo 27
Car Rental Amount : 565.00
Pick-up city:
Date:
Detai
Drop-off
City:

Date:

Detail:

Comment: 11726 1o 27

@ Hotel Reservation Amount : 517500
Check-In city:
Date:

Detail:
Date:

Comment: 11/20-23

35]Page TeamWorks Travel
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Diem/Travel Allowances) estimated by the employee
for the requested travel.

Using the Scroll Bars on the right, scroll through and
review each segment.

Air Ticket Segment

Amount : $275.00

=
Car Rental Segment
=3
Hotel Segment
[ uocee | oty |

& Expense Version Date: 12/31/2014
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Miscellaneous Segment

e Miscellaneous Amount: 525.00

Departure City:
Arrival Date:

Detail:

Arrival City:
Departure Date:

Detail:

Comment s> Bridge Pass

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).

4. To approve the Request, click on Approve An approval confirmation acknowledgement will

OR appear briefly.

Requests Reparts Cash Advances

R £ 3MIY
eq ues [Amold, Sherry]
Status: Submitted & Pending Approval
Request Name: Normal Travel 11/20-27 Amount: $630.00
Purpose: Normal Travel
sl e

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

. B

Requests Reports Cash Advances

R £ 3MIY
eq ues [Arnold, Sherry]
Status: Submitted & Pending Approval
Request Name: Normal Travel 11/20-27 Amount: $630.00
Purpose: Normal Travel
o —_aa AR

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.

36|Page TeamWorks Travel & Expense Version Date: 12/31/2014
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— >
Send Back Request
Comment History
Creation date v Entered By Comment Text
11132014 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

aidge Pass is for the 11/20 or the 11/26 frip

m Cancel
OR

6. To add an additional review step for the
Request, click on Approve & Forward.

Requests Reports Cash Advances .

Request SMJY psm

Status: Submitted & Pending Approval

Request Name: Normal Travel 11/20-27 Amount: $630.00

Purpose: Normal Travel

i S et aabl.

The Approval Flow tab opens.

Request 3MJY e sner SRS | IS § NSRS | [S"s"y S —

Status: Submitted & Pending Approval
Request Name: Namal Travel 11/20-27 Amount: $630.00
Purpose: Nomal Travel

Request Header | Segments | Expence Summary | Approval Flow | Audit Trail

Manager Approval 1

Aain, Lesbe [+ = ]

Liser. Added Appaover 0 0 a
Click in the User Added Approver field and type The system will display the best matches it can find
the last name of the approver you want to add to as you type.

the workflow or enter an asterisk (*) to view all the

X / Select the appropriate approver from the approver
approvers in the Agency or to use different search

list.
criteria to locate the added authorized approver.
Click on the drop down arrow in the User-Added The Search Approvers By box appears
Approver box
Click Approve A brief confirmation box appears and will auto clear.
37| Page TeamWorks Travel & Expense Version Date: 12/31/2014
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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.

The Cash Advance Approval List opens.
1. Access a Cash Advance Request from the

Approvals tab, Quick Start Bar or My Tasks
and clicking on the Report Name.

Select one to review for approval by clicking on it.

Help ~

CONCUR Requests Expense Approvals Reporting App Center [}
Profile - -

Approvals Home Requests Reports Cash Advances

Approvals
02 04 02

Reports Advances

Cash Advances

Cash Advance Name Employee Request Date Amount Requested
» Travel 11/20-23 Armnold, Sherry 11/04/2014 $300.00
State Convention 11/17-20 Amold, Sherry 11/06/2014 $500.00

s Pt P a B sl oo™ oo st Pl ettty P i e,

You may change the amount of the Cash Advance There are only a few fields in the Cash Advance
and add a Cash Advance Comment to explain why. 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.

If the employee has entered a Requested
Disbursement Date, please pay attention that the
disbursement can be made by this date. Employees
are instructed to request manual disbursement if
there are five business days or less between the
request date and the required disbursement date.

38| Page TeamWorks Travel & Expense Version Date: 12/31/2014
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2. To Approve the Cash Advance click on
Approve.

3. To Reject the Cash Advance, click on Send
Back to Employee

TTE System: Approvers Handbook

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.

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.

H . — v i “ f i X

Cash Advance Details: State Convention 11/17-20

MName Cash Advance Amount Purpose Cash Advance Comment

State Convention 11/17-20 Im Iua[: w

Travel Start Date Travel End Date Requested Disbursement Date City

11172014 112002014

Comments History || Expenses | Audit Trail

Date Entered By Comment Text

39| Page
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Final Confirmation &

Approver Confirmation

e
By clicking on the "Accept” button, I certify that this Cash Advance Request for this traveler is in compliance with
the State of Georgia Travel Policy and the Office of Planning & Budget's Policy governing Travel Advances;

therefore, this Cash Advance Request is approved for processing. -

Approve Cash Advance )

Comment

OK Cancel

Send Back to Employee ¥
Comment
|
0K Cancel
40 Page TeamWorks Travel & Expense Version Date: 12/31/2014
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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 Authorization Available Open Cash
Hello, Leslie Approvals Requests Expenses Reports Advances
COMPANY NOTES
Travel Training Portal
Flease se the link above for additional Travel training opportunities.
MY TASKS
m Required Approvals - m Available Expenses > m Open Reports -
Authorization Requests 02 You currently have no available expenses You currently have no active reports

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 Travel 10/16 to 31
NOrmal weekly trvl Arnold, Sherry 10/31/2014 330544 $305.44
Normal Travel 10/1 to 31

®Q Normal Visits Arnold, Sherry 10/28/2014 5541.47 §791.47

Travel 9-11to 15

NOrmal Weekly Travel Amold, Sherry 09/16/2014 $85.12 $835.12

®0 Norma Travel 8110 15 Amold, Sherry 08/19/2014 $831.03 $831.03

NI Y o e Y I e NI e
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The Approval tab offers additional options for viewing Request or Expense Reports pending and/or
already approved.

Approve Reports View:

Repatting = App Cenler

covals Home  Fequests  Reports  Cash Advances

R'éptj;t;Pending your Approval(4)
=3

Repen tame Begns vin
Lmpityes Name Raport Mame Comments Riport Date Date Submitted Total| Amount Dug Cmployes Fiequested Amount
Amokd. Sherry 8 Momal Travel 1046 1o 31 10312014 0T 3054 53544 S35 48
PHGamal weekly Wt

Them epeon anctor mrey Sloe sion B been chaeged 1 aeothey depaiimenl [f sppie s, pres 1o Appioving 350 e addoonal appo ol Sl for B chiged Speom by ey B Ao & Fonmd opten
This report has one or mare entry evel exceptions

® Ammoki. Sharry 8 oemal Trawel 104 1o 34 Mieage on 1046 i more fan what ihe mieage caitutor 103014 1Mz ST14T e sTa1ar
Pletmai sty ereaaied wih no euplanaten. Piease comeet ang
ek

Pleane thview 1o erbia et BB Contain oM Mikeage and Fusl xpentes. Msige amcund ncludes fusl temburement
The report has ane of mere eniry kevel exzepiens

Zpneks, Shery B Travel 31 1o 15 TR 107142012 83517 512 FrETe)
Piemal Weekly Travel

Thes repont a0a/sr nry alocabon has besn chasped 1z aectiar degartment. If soplcaths, Grod 10 ApEroving 550 an A0dtondl apersal slep for B chaiped Apsroved by Ui Be “Approve & Fofwaid” csbon
‘Thia report kas ene or mere eniry kevel enzeptions

® Zenel, Shervy B Meoemal Trmvel 44 1015 THe HERz REntal i supgoeed 1o be Company Pid (4150018 L= 83103 sa390 a0
Motmal Please cemmret and saubed

Eptibe 1eports Shovkd b submBed wihin 45 Says st Ihe I b Sompule N Sompiting our
Then repaort has o of mare entry kevel exceptions

S S N T NS R S VNPV e SN o SN Y NS NN o S

How to view previously approved Expense Reports

1. Select the Approvals tab, or select Required
Approvals from the Quick Start Bar or My
Tasks

Iamﬂ ' Help

Home Requests Expense Approvals Reporting + App Center '
Profile - -

+ 01 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 -

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

Authorization Requests 02

42 Page TeamWorks Travel & Expense Version Date: 12/31/2014
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How to view previously approved Expense Reports (continued)

The Approvals Home opens

Help ~
CONCUI! Requests Expense Approvals Reporting ~ App Center ()
Profile -
L4
Approvals Home Requests Cash Advances
Approvals
Requests Expense Cash
Reports Advances
Expense Reports
Report Name Employee Report Date Amount Due Employee Requested Amount
2. Select Reports The Reports Pending your Approval window opens

3. Select View

[@concur  Regests  Expense | Appioals | Repoting = Apn Centen

Report Date O Subirmten Towsl| Amount

Jur Employee Herpuested Amount
wanTa nmzes 30848 530544 308 48

4. Select the filter that serves your needs For our example we selected Reports you approved
last Quarter to filter the information

=y
® Reports Pending your Approval

Reports you Approved this Month

[i Reports you Approved last Month
Reports you Approved this Quarter

[ Reports you Approved last Quarter

Reports you Approved this Year

Reports you Approved last Year

All Reports you Approved

43 | Page TeamWorks Travel & Expense Version Date: 12/31/2014
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How to view previously approved Expense Reports (continued

Additional Information

For our example we chose Submit Date. The
5. Click on the drop down arrow to begin following two fields will change depending on the
selecting the report criteria in the first field report criteria chosen in the first field.

Expense Report List

Reports y‘Approved last Quarter

Report Name Begins With

ERepurt Hame

) Report Name Comments
- Employee First Name
Emploves Last Hame Spotlight 0701-0722 PLease check the allocation fo
play s Training
Employee 1D
Report 10 :ntry allocation has been charged to another department. If applicable, prior to approving add an additional approv
isure report should contain both Mileage and Fuel expenses. Mileage amount includes fuel reimbursement.

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

- Approval Status
pproval Statu Normal Travel 6/1 to 7115
Payment Status Mormal Travel

[ Receipts Received ) _ ) ) B
:ntry allocation has been charged te ancther department. If applicable, prior to approving add an additional approv

Receipt Image Available + of more entry level exceptions.
- Report Total
) Orlando 76 to 9 Why are there no meals on this
Amount Approved Testing REview and return

|: Amount Due Employee
I'ms report anarer entry allocation has been charged to ancther department. If applicable, prior to approving add an additional approv

This report has cne or more entry level exceptions.

In our example we chose Before
6. Choose your display criteria

Expense Report List

Reports you Approved last@uarter

Submit Date Equals

EEquaIz
mployee Name omments
Emp| N Before €
@ &rnold, Sherry B. After PLeaze check the allocation for x,
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How to view previously approved Expense Reports (continued
Additional Information

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

Expense Report List

Reports you Approved last Quarter
=

Submit Date Before 10012014
|:| Employee Name Report Name < October 2014 3
@ Arnold, Sherry B. Spotlight 0701-0722 k the allocati
Training 5 M T W T F s
- - EEEN - - | ..
D This report andior entry allecation has been charged to ancther departme additional apQ
Please review to ensure report should contain both Mieage and Fuel exp 5 1 ri g 9 |10 | 11 wrsement.
Expense reports should be submitted within 45 days after the trip is comg your expeng
1 12 [ 13 | 14 | 15 | 16 | 17 | 18 | _
Arncid, Sherry B. Normal Travel 61 to 7115 - _ P _ -
Marmal Travel 19 (20 |21 |22 | 23 | 24 | 25

This report andfor entry allocation has been charged to another departme

26| 27 | 28|29 | 30 | 3 n
This report has one or more entry level exceptions. Hnﬂn

@ Arnold, Sherry B. Orlando 7/6 to @ & no meals
Testing Today seturn

additional ag

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

Reports you Approved last Quarter
(S

Suctrrd Date Belore e
Emplayes Mame Repen Mame Commenty Soaruy Payment Stansy Repan Dare Dete Submitted Total  fRsquested Amo
® Aenckt, Sherry B Noemal Tel 811 80 15 Wy was the hotel ned bocked eu TTE. Appronend Extracted for Payment BEIATOI CL T 5108500 FrEEn
Hovmal CoOmemant and retum

Thes report has one o more sriry kel exceptons

Apneii, Sheery B Normal Trvt 630 ta 73 Spprevea Exiracied ter Payment 0TmATIE TAENE 620 62 S8 62
Novm

T repon andies emry Mecaten

e 1 anaiher SepIrment I apga able. Dot 12 JECISNG B3 B8 S50 3pE0 il 13D S e Sharged ADSOover by UNeg the “Soptave & Ferware coton
Ths repeal has croe i rcae o -

® arnoks, Sty B Moemat Teawel 1 1 18 pe— prmm— orowane atnizes T 3Tma
Mormal raved
Thin repnt aeabice eriy sl atiom hics bven ¢ harped 1 inclher depariment W appic able, price b spproving add e addtional appeiwsl siep b the charged Approves by uveg the “Agpore & Formunet cphon
Ths feport has cné ot more eniry vl excestions
® Aenckd, Stery B Orande 1% t03 Why e Bate fo madl c e report?  Appreved Exiracied ter Payment o aTnaTeN 09,60 ETEEY
Testny REsw and refum
Thh fepoit ancion $0iry SROS4IoN s Déen Gharged 1o SHoIher GEparimest I apokc-Ab%. IGr 1o 490NV 400 3 S50BGOM ARRroval 1347 100 the Changed ACOV! by ubing The "Agprave & Formand” option
Thes repost has one o mese entry kel exceptons
ok, Sherry B Mormal Travel 4 1 715 Hppreves Exiracted fer Payment o720 871520 224 924
Hoamai Tarel
This report andice entry o< lon han t4en Charged 1 ancther deparment. H apok able. Brice 1 ROGroVING 343 an addtional appeoval 9D % the charged Apgroves by using the “Agprove & Forvard” cpton.
Thin, repent has cxm e e enby bovel eacep
® Aenckd, Shwery B Spotiyht 0701.0733 Ploane chack the sl shon for 1y Agprisemd b In feconnbing Ry Mo Pt oTART0N sazsoN 5507 88 50780
Tranes

Than rrenl areber endry shocat hans been harged o arothe drpartmeel I apsheable. proy b apioving sl an addionsl apprial sten for the charged Apgrine by ting e “Seprser & Fermard” spbion
Fieane dévevr 16 Snbule [por Shoukd contam bl Misage 30d Fuel expenses. Mieage 3miurt nchudes el EnEurbement
Expense 1eports $houkd be subenes witin 45 Says aher he TQ 5 complets, Pieane e mone imely 1N COMEAING Y00 EXPENSE repors

Consider using this same option with the Reports
Pending Your Approval options to select the oldest
outstanding reports to approve.
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How to view previously approved Expense Reports (continued,
Additional Information

9. Click on a report in the list to open it and

view the data. 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
approve or return the report.

10. When you exit Reports, the system will
default to the Reports Pending your
Approval view.

[BcoNcur  Rogusis  Expense | Appeovals  Repeting +

larma | 15
Normal Trvl 6/1 10 15 e 2w
®
Hetel 06062014 £343.00 Tha espense has ro maizhing wavel 1eseraation Please ensule Bhal Be comment asequalely esplaing why he sxpense wian ned bosked using Concwr Travel
Date® Expemee Type Vendot Name Buviness Purp.. €| o
Ol s
i) Kairoud: Do Coamtrkny ot Dt Exviolonis
Bl T 000
Fired Mealn NOmmal =
PR Mgty NGO Pl maquent Mome Fequast 15 [T r— Asmerunt Remainin a
Fied Meais HOmmal v
> E—. WeQ 340000 nm
> Hotel Ooean Hoted Honmal [
Rental Cors Only  Hers HOmmal A Cash Advances (2
Foiga Meain NOmal W | Cash Advanes Hame Requeest Date Aot t Requested Sprting Balance Avadable Balance
‘&‘;’ AT Pt Mesis NOrmal v Vidaka Trp 62024 a4 T Hov oo wo
Coumtos Trip £/10-13 DENTO4 £453 00 545000 5000
@ 040014 Fied Maan HOrma 13
@ S012014 Fined Masin HOrmal L
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Appendix A: Buttons and Icons Reference

Button/Icon Description

General:

(@ CONCUR m Tabs: Click to return to the Home page
= =3
Tabs: To access specific functions

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

Approver:

Approve: Approve for processing

Approve & Forward Approve & Forward: Add additional review steps for an expense report
Send Back fo Employee 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

009 0O

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

Send Back Request: Return the Request to the employee unapproved;

Send Back R 14 .
requires Comments from the Approver

Delete, Modify, Allocate: Select to delete, modify or allocate a saved 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:
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Button/Icon Description |

Receipt

Upload

+'¢“ E“I”="“¢ New Expense: Add a new expense entry to an Expense Report.
! + :
C“;it:o'ffw ; + 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
+
Upload New UploadZ

+ Upload New Receipt: Upload a new receipt (support document or receipt)

[ Attach Receipt l

Attach Receipt: Attach a receipt to an expense item

Feceipts =

Receipts: Access to attach receipt images or view previously attached receipts.

Receipt Required: Statewide Travel Policy requires a receipt for this item

O

Receipt: Statewide Travel Policy requires a receipt for this item and it is
attached to the expense line item

Add New Alloc

g

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
Select Group

edit

®

Allocations: Indicates that an expense entry has been allocated.

8

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

Credit Card Transaction: Indicates that an expense entry was from a credit
card transaction

e
=)
o

Comments: Indicates that an entry has comments associated with it

Copy: Copy an expense item

Copy Report: Copy an expense report

TeamWorks Travel & Expense
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Button/Icon Description |

Delete: Delete an item

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

Innport

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

Import: Import selected Available Expenses into expense report

Delete: Delete an Available Expense item from the Import display

Ma

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

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

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

teh

W

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

Go to Single Day lineraries

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

Go to Standard Kinerary

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

Add Stop

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

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

Save Hineraries

Save Itineraries: Save Single Day Itineraries entry

Create Expenses

Create Expenses: Creates Fixed Meal Expenses on an expense report

Update Expenses

Update Expenses: 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

=

Multiply: Reverses the exchange rate when working with foreign out of pocket
transactions
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Button/Icon Description |

Print/Email: Access the fax cover page or detail report for the current expense

Print / Email =
report
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

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.

Search: Search in Trip Search

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

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

| DR |~ |@Cw = £ |E

r g

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.

Nclt

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

[1 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.

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

1 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
L1 Review the Approval Flow
L1 Review Comments for the report or add any comments you feel are necessary
L1 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:
1 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..

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 available from the Cash Advance Approval List
L1  Select Send Back to Employee or Approve
Send Back to Employee will require a comment to the employee to 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:

[J Review any Car Rental requests

L1 Review any Airfare requests

[J Review any Hotel requests

1 Review any Meals requests

[0 Review any Miscellaneous requests
Approval Flow and Audit Trail and availabe for review
Select Send Back Request, Approve or Approve & Forward
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