Defense Travel
Modernization Prototype

User Impact Notice #1
May 10, 2019

Overview: The Citibank feed contains ALL transactions, both DTS and DTM (SAP Concur). Any time a traveler
uses the GTCC, transactions will show up in DTM, even when the traveler is using DTS for travel. As a result, DTS
travelers who may have never used DTM will receive these emails when using their GTCC.

Email Reminder: “DTM: Outstanding Credit Card Transactions”

e Reminder sent for available GTCC transactions to be assigned to an expense report
e Three ways to stop the emails:
1. Assign the transaction to an expense report if it’s a valid DTM travel transaction
It takes 2-5 business days for GTCC transactions to appear
2. *Turn OFF “New company card transactions arrive” emails, under your Expense Preferences
in your Profile Settings (Attachment #1)
*CONSIDER THIS: Users may find that as they travel more in DTM, and less in DTS, that these
emails are very convenient. A cool feature that lets you know when your transactions are
ready to expense!

3. Delete/Hide DTS travel transactions as they arrive (Attachment #2)
MYTH: Deleted transactions are gone forever
FACT: Deleted transactions remain in Citibank and DTM and can be restored by the Travel
Manager

»

System-Generated Email: “User Name has received new Company Card Transactions

e System generated for all new GTCC transactions, regardless of travel system used
e Currently cannot opt out or turn off; the DTM team is reviewing as a user story
e Delete/Hide your DTS transactions (Attachment #2)

Do Not Delete/Hide Meals

e Assign your meal transactions along with all your official travel expenses to your report

e Meals are reimbursed through M&IE, so the expense is auto-marked PERSONAL and grayed out

e  “PERSONAL” means no additional money is reimbursed for that meal

e Just like DTS, if you need to move reimbursement money over to your GTCC from your EFT to account
for your meals, you can “redirect funds” on the expense report header (See attachment #3)

DID YOU KNOW?

Approving Officials can change the LOA on a request themselves!
IMPORTANT: Verify funds in the new LOA’s budget before approving.
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Attachment #1 — Profile Settings: Turning OFF GTCC Emails

User Impact Notice — May 10, 2019

1. Click on your Profile
Administration ~ | Helo -

SAP Concur Requests Travel Expense Reporting ~ App Center )

Profile -

+ + + 00 00

Start a Starta Upload Authorization Available
Requests Expenses

Hel[o, Melanie Request Report Receipts

2. Under your Profile Settings, click Expense Preferences

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings

Expense Information
Expense Delegates

I QEEﬂse Preferences I

Expense Approvers

Profile Options

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact
information.

Company Information
Your company name and business address or
your remote location address.

Credit Card Information

You can store your credit card information here
so you don't have to re-enter it each time you
purchase an item or service.

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-
related preferences.

Request Preferences

Select the options that define when you receive
email notifications. Prompts are pages that
appear when you select a certain action, such
as Submit or Print,

Personal Car
Personal Car

System Settings

Which time zone are you in? Do you prefer to
use a 12 or 24-hour clock? When does your
workday start/end?

Contact Information
How can we contact you about your travel
arrangements?

E-Receipt Activation
Enable e-receipts to automatically receive
electronic receipts from participating vendors.

Expense Delegates
Delegates are employees who are allowed to
perform work on behalf of other employees.

Expense Preferences

Select the options that define when you receive
email notifications. Prompts are pages that
appear when you select a certain action, such
as Submit or Print.

Concur Mobile Registration
Set up access to Concur on your mobile device
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Attachment #1 - Profile Settings - Turning OFF GTCC Emails (continued)

User Impact Notice — May 10, 2019

3. Uncheck the box next to “New Company card transactions arrive”

telilptormation Expense Preferences

Personal Information

Company Information

Contact Information

Email Addresses Select the options that define when you receive email notifications. Prompts are pages that appear when you select a

certain action, such as Submit or Print.
Emergency Contact

Credit Cards Send email when...

Travel Setti ﬂgS ¥ The status of an expense report changes
Travel Preferences I I
International Travel | Faxed receipts are successfully received
Frequent-Traveler Programs ¥ An expense report is submitted for approval

Request Settings Prompt...

Request Information For an approver when an expense report is submitted
Request Delegates

Request Preferences Dlsplay

Request Approvers

Favorite Attendees

Make the Single Day ltineraries page my defauit in the Travel Allowance wizard

4. Make sure you “Save.”

HSHEINIOrMation Expense Preferences

Personal Information

Company Information I

Contact Information

Email Addresses Select the options that define when you receive email notifications. Prompts are pages that appear when you select a

3 certain action, such as Submit or Print.
Emergency Contact

farRditeads Send email when...

Travel Setti ngs #| The status of an expense report changes
Travel Preferences New company card transactions arrive
International Travel ¥/ Faxed receipts are successfully received
Frequent-Traveler Programs #| An expense report is submitted for approval

5. You did it! Your changes have been saved.

Your Information Expense Preferences

Personal Information
Company Information m
Contact Information
Email Addresses

o Your changes have been saved
Emergency Contact
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Attachment #2 - Deleting/Hiding DTS GTCC Transactions

User Impact Notice — May 10, 2019

1. Click “Available Expenses” on your Homepage

MY TASKS
From @
| D'Z|JE.'II.I'E City, airport or train station |
e Open Requests > 99+ Available Expenses — Open Reports -
To@
| Arrival city, airport or train station |
Find an aiporl | Seleot mufiple airports 12/08 Trip from Washington to Des... TEI0 Omce Warehouse | 04/17 TDY Des Moines
518250 — Travel $66.23
12/01 Trip from Washington to Ralei... 12/10 Days Inn 04/16 Test Itemization
$1,209.97 — Travel 524553 $476.10
Show More 11/24 Trip from Washington to Bost... 12/10 Cafe Monte 04/16 TDY to Boston
$831.71 — Travel 34576
10/30 TDY Jacksonville 11/27 Office Warehouse 04/04 Trip from Wash
MY TRIPS (12) - $1,425.45 — Travel $68.23 $1,322.91
10/13 TDY to Boston 11/27 Cafe Monte 04/03 TDY Meontgoemery AL
JUN Trip from Monterey/Carmel to Billings $1,526.07 — Travel $45.76 $1,216.10
17-21 Training
Mare - G @ @
H g n”
2. Check the boxes next to your DTS transactions and hit “Delete
SAP Concur Requests Travel Expense Reporting - App Center Profile ~ .
-
IManage Expenses View Transactions
Manage Expenses
AVAILABLE EXPENSES -
(o] o
[[J} Expense Detail & Expense Type ‘ Source ‘ Date | Amount |
)] Alaska Airlines Airfare (+] 03/18/2019 $423.30
# | American Airlines Airfare 03/11/2019 $314.00
1§ American Airlines Airfare (4] 03/11/2019 $280.60
1] American Airlines Airfare c 03/12/2019 $303.80

3. Click OK and you're all set!

OOPS!

Accidentally deleted an expense

Remove Selected ltems? x

it?
Selected avents, trips and credit card charges will be removed and no longer available for import. Would you and need to restore it?
like to proceed?

Contact your Travel Manager.

Prepared by: Defense Travel Management Office 4



Defense Travel
Modernization Prototype

4

Attachment #3 - Meal Transactions on your Expense Report
User Impact Notice — May 10, 2019

1. Assign your meals to your expense report with all your official GTCC transactions.

2. The “Requested” amount of reimbursement is automatically set to $O for meals.

Support | Help ~

SAP Concur @ Requests Travel Expense Reporting ~ App Center P Y
rofile
-

Manage Expenses View Transactions

TDY to Omaha

[ + New Expense ] Import Expenses Details * Receipts v Print/ Email ~ @ show Exceptio
Expenses View & | New Expense Available Receipts
O Date v Expense Type Amount Requested ‘ TDY Parking
| Adding New Expense Terminal Parking
e - - - - . Tolls
| 08/16/2019 Non Reimbursable/Personal Ex $68.23 $0.00 Train Fare
@ Office Warehouse, Omaha, Nebr:
02. Lodging
O 08/16/2019 Individual Meals Charged on G 845.76 $0.00
6 ey Cafe Monte, Omaha, Nebraska Dual Lodging
Hotel/Lodging
[] > oeneizote HotellLodging $291.39 $217.00 Internet/Wifi Fees (For Official Use)

@  BestWestemintemational, Omal
Laundry Expense)

[ 08/14/2019 Individual Meals Charged on G $40.00 I $0.00 I 03. Meals

Individual Meals Charged on GTCC

[ 05/03/2019 Alrfare $288.60 $288.60 04. Fees

6 e Delta Air Lines, Washington, Dist
ATM Fees (Incidental Expense)

Gonference Registration Fee
Gurrency Conversion Fees
Mandatory Immunizations/Medical fees
VISAForeign Driver's Liscense/Passport fees
05. Other
Baggage Handling Tips for Travelers w/Special Needs
Cash Advance/ATM Withdrawal
TOTAL AMOUNT TOTAL REQUESTED International Guide Services

$733.98 $505.60 Interpreter Services

3. Click on “Details” dropdown, and then on “Expense Report Header” to redirect
funds to your GTCC. Enter the total amount charged for meals under “Redirect
Funds to Card Account.”

Support | Help =

SAP Concur @ Requests Travel Expense Reporting ~ App Center ®

Profile = A

Manage Expenses View Transactions

Create a New Expense Report

Report Header

Hepon Name Py Hepar Uate 1N Stan vate 1np NG LUate 3
l TEY to Omaha E 05032019 ] 08142019 ) 0BAE2019 (=}
Trip Purpose (o) Rank/Grade: Branch of Service Gomment
l Mission (Operatianal) v (C) & - Civilian OTHER HA
Empioyee Group - Level 1 Empiloyee Group - Level 2 Empioyse Group - Lavel 3 LOA Drganization LOA Label

Testing Group Lewwel 2 Tient Grcaugs Leve! 3 Tisst Grougs TEST ORG 19 TEST LOA LABEL 1
Request 1D

4344F

Redirect Funds To Card Account Amount

w
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