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CASH ADVANCES
Adding Documents to Cash Advance Requests

TTE now allows you to attach documents to your Cash Advance Request!!

Open a new Cash Advance request:
e Navigation: Expense tab>Cash Advances > New Cash Advance

0 You are currently logged into a test instance of Concur
Help ~
CONCUR Requests Expense App Center

Profile ~ &

Manage Expenses

Active R cepor Ly

OR from the Quick Task Bar on the home page select New +> New Cash Advance

@ vou are currently logged into a test instance of Concur
Help ~

CONCUR Requests Expense App Center ®
Profile ~

= | 00 01 21
- New Authorization Available Open Cash
Hello, Sherry Requests Expenses Reports Advances

Start a Request
Start a Report
New Cash Advance

COMPANY NOTES

Travel Training Portal

Please see the link above for additional Travel training opportunities.

e The Cash Advance Form opens. Enter the required information and any
additional information you might need to provide to obtain approval.
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New Cash Advance

Details
Mame Cash Advance Amount Purpose Cash Advance Comment
IED Certification (/23 to 25) l I 450.00 I Ush | v

Reguested Disbursement Date
DM E/2015

Travel End Date
09252015

Travel Start Date
09232015

Save

Click Save to display the two new additional options.
0 After approximately August 21, 2015 you will no longer need to take this

step to display these options.

New Cash Advance

Details || Approval Flow
MName Cash Advance Amount Purpose Cash Advance Comment
IED Certification (2/23 to 25) ] I 430.00 I UsD | w

Requested Disbursement Date
09182015 pit [

Travel End Date
0252015

Travel Start Date

0232015

Save
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¢ Click on the Documents tab to attach documents to the request

New Cash Advance

Details || Approval Flow || Documents

Browse and Attach

Receipt Image Not Available

You may attach scanned images.

You currently do not have receipt attached to this Cash Advance.

For best results, scan images in black & white with 3 resolution of 300 DPI or lower,

Click Browse and select a .pna, .jpag, .ipeg, .pdf, .html, .tif or .tiff file for upload. 5 MB limit per file,

e Scanned image requirements are displayed the form
e Click on Browse and Attach

. » Computer » OSDisk(C) » Documents and Settings b dfitzgerald » My Documents » Images » Receiptlmages

Organize +  New folder =2~ 0 @

»
»

7t Favorites =
P Desktop
18 Downloads

m

m

"l Recent Places

e T lckniavhorily Car Cost Car Cost Car Cost Car Cost Car Cost Car Cost Car Cost Car Cost
& OneDrive Comp-1DayCOM  Comp-1DayCOM  Comp-1DayCOM  Comp-1DayCOM  Comp-1DayCOM  Comp-1DayCOM  Comp-1DayCOM  Comp-1DayCOM
P-Copy@jpg  P-CopyGlipg P - Copyjpg Pipg P-PERS - Copy P-PERS - Copy P-PERS - P-PERS jpg
2), 3, Copyj
B Desktop (2)jpg ()jpg opy.jpg
4 Libraries . . -
% Documents

J’ Music
(&) Pictures id 14 4 = Ll
[ videos Car Cost Comp-3  Car Cost Comp-3  Car Cost Comp-3  CarCostComp-3  Charles Flight - Charles Flightpdf  Charles Hotel Bl Charles Hotel
A Fitzgerald, Donna Days - Copy Days - Copy Days - Copy.jpg Day=jpg Copy.pdf - Copy.pdf Bill pdf

@)ipg Blipg

1 Computer

€l Network
1 SAQ-29FTH12
18 SAQ-3FHXCPL

18 SAQ-3FLZCRL - N NE NE NE 4 s

File name: -

e Navigate to the location where you have the scanned image stored on your PC.
e Select on the item and then click on Open
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Please Wait...

Processing your request. Please wait...

e The system will process the scanned image you have selected

New Cash Advance

Details || Approval Flow Documents

Browse and Attach

o®

Georgia

Department of
Administrative Services

Car Rental Cost Comparison Results

Number of business miles you plan to drive: 151.
Number of commute miles you plan to drive: 60%.
e

A e o e S A S S g

m Cancel

e The image will display.

¢ If you have any additional scanned items to attach, click on Browse and
Attach and repeat this process for each additional item.

e Click Submit to send the Cash Advance request for approval

Recalling a submitted Cash Advance Request

Once you have submitted a Cash Advance for approval you may recall that Cash
Advance as long as it has not been released for payment by the TTE Expense Cash

Advance Administrator.

TeamWorks Travel & Expense System Version Date: 08/10/2015

4|Page
Atlanta, Georgia 30334



View your existing cash advances:
e Navigation: Expense tab>Cash Advances>View Cash Advances

0 You are currently logged into a test instance of Concur
Help ~

CONCUR Requests Expense App Center [}
Profile ~

Report Library =

e The Active Cash Advances list appears

Help +
CONCUR Requests Expense App Center ®
Profile ~
-
Manage Expenses Cash Advances
Cash Advance List
New Goa Advnee
[] cash Advance Name |Purpnsa Status Request Datev | Amount Reque...| Exchange Rate | Starting Balance | Available Bala...
[] Zip Certification (9/23 to Mot Submitted 08/D5/2015 5450.00 1.00DDDDDD Not Available 50.00
[[] Annual Turkey Fest (09 ... Pending Approval - Austin,  08/04/2015 5250.00 Not Avaiable 50.00
Leslie
[] Birdie Training 08/12 to 14 Not Submitted 07/28/2015 5300.00 1.0000DDDD Not Avaiable 50.00
[] DC Trip 08/03 to 05 Sent Back to Employee 07HE/2015 5350.00 5350.00 50.00
[] Birdie Training 08/12 to 14 Pending Expense Cash 07H3/2015 5200.00 Not Avaiable 50.00
Advance Administrator

e Select the cash advance you wish to recall by clicking on the check box next
to it
0 You may recall advances with the following statuses:

= Pending Approval — (approver name)
= Pending Expense Cash Advance Administrator

Manage Expenses Cash Advances
Cash Advance List
Active Cash Advances -
vr—
[] Cash Advance Name | Purpose | status | Request Date + | Amount Reque... | Exchange Rate| Starting Balance | Available Bala... |
[] Zip Certification (3123 to Not Submitted 0810512015 5450.00 1.00000000 Not Avallable 5000
s0.00

Pending Approval - Austin,  08/0412015 $250.00 Nt Available
Leslie

Annual Turkey Fest (09 ..

e The Recall button will appear. Click on it to recall the Cash Advance you have
selected
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Please Confirm

9 Are you sure you want to recall this cash advance?

e Click Yes to confirm the recall

Manage Expenses Cash Advances ~

Cash Advance List

Active Cash Advances

[] Cash Advance Name Purpose
[] Zip Certification (9/23 to ...

[] Annual Turkey Fest (09
[] Birdie Training 08/12 to 14

Request Date* | Amount Reque...| Exchange Rate | Starting Balance
08/0512015 5450.00 1.00000000 Not Available
0810412015 5250.00 $250.00
$300.00 1.00000000 Nt Available

07/2812015

e The status changes to Sent Back to Employee
e You have two options:

0 Resubmit the request as is

0 Delete the request

Available Bala...
$0.00
$0.00
$0.00

Note: If changes are required you must delete the cash advance and create a

new one.

BOOKING RENTAL CARS ON MOBILE TTE

Concur no longer supports making reservations for Rental Cars at off airport locations.
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