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Travel Policy
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Travel Policy Reminders

Involuntary 

airfare is not 

allowed.

Use of Airbnb or 

similar home 

rentals are 

prohibited by 

policy.

• Per diem is set at $50 

per day for employees 

traveling in Georgia

• Per diem rates for 

travel outside of 

Georgia is based on 

GSA

• Receipts are not 

required

• Current Rental Contract 

does not allow for EV 

Vehicles

• Currently there is not a 

reimbursement 

mechanism for personal 

EV. Travelers should use 

existing mileage 

reimbursement rates.

Per diem EV Vehicles
LodgingAirfare
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Hotel Taxes
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Hotel Taxes

✓ Occupancy Tax (Exempt)

✓ Local Tax (Exempt)

✓ Motel/Hotel Fee (NOT Exempt- $5.00)

✓ City Occupancy Fee (NOT Exempt- $1-$3)

✓ State Tax (Only Exempt if paid for with State Card or direct bill)
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Local/Motel 
Excise Tax
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Hotel Invoice
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Concur vs GA@WORK
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Concur or GA@WORK?
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Concur GA@WORK

Spend Authorization

Registration

Conference Fees

Training

Operational Expense

Board Member (Per Diem)

Governor Declared Emergency

Book travel reservations
Hotels
Meals

Mileage
Parking

Uber/Ride Share
Board Member (travel)
Cash Advance Request

All Employee Booking & 
Travel Reimbursements

All Non-Travel Related 
Reimbursements
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Travel Changes -Concur
 (Employee Perspective)

Employees will only need to submit out of pocket expenses in Concur.

Airplus fees will no longer be visible to the employee in Concur. 

Vendor Id’s will no longer be required to access to Concur.

Request is no longer available in Concur

The Spend Authorization serves as the approval to incur the business 
expense and provides charging information.
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Concur 
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New Concur Login Credentials

EMPLOYEEID@STATEOFGEORGIA.GOV
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Users will receive a one-time link to the email listed in your Concur 
profile. The sign-in link will expire after one hour.

Users should have a work email configured in “Email 1” of their Concur 
profile.

This feature only works for web browser sign-in and is NOT available 
when using a mobile device to sign in or the Concur Mobile app.
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New Concur Login Credentials
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GA@WORK
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Spend Authorization

It is highly recommended that pre-approvals be provided prior to employee 
bookings for company paid items.

28

Things to remember: ​​

• Provide agency’s back office with associated Worktags to use 
when processing the supplier invoice​​

• Spend Authorization are only estimates​​

• No accounting associated with spend authorization (no 
encumbrance)​​

• Spend Authorizations be requested on behalf of another worker​​
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AIRFARE

RENTAL CAR

HOTEL (DIRECT BILL)

What are Company Paid Items?
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Business Process for Spend Authorization
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Routed to Manager 

for Approval –  this 

approval serves as 

an approved 

allowable business 

expense

Routed to Cost 

Center Manager

Routed to Grant 

Manager, if grant 

worktag on 

transaction

Employee initiates 

the Spend 

Authorization 

Routed to Worktag 

Reviewer - 

validates charging 

information
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Spend authorization search
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Expense Transactions
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Concur Transactions Requiring Action
Concur creates certain transactions in GA@WORK, including ad hoc payments and accounting journals, 
that may require agency follow-up.

Accounting journals to record certain travel 

activity

1. These payments will need to be settled by the 

Spend Settlement Specialists in GA@WORK to 

pay out to the employee.

2. Certain payments will populate in draft status as 

certain Worktags may need to be updated. View 

Worktag Requirements for Concur Expense 

Reports on the following slide for more 

information.

3. There may be an integration error that requires 

the agency to directly enter an ad hoc payment 

in GA@WORK to pay the employee. For this 

situation, SAO will reach out to directly to the 

agency with additional guidance.

Ad hoc payments to reimburse employees for 

expense report as submitted in Concur
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• If a federal fund source is used, a grant must also be included on the Concur expense report. 

If the grant is missing, the ad hoc payment must be manually edited in GA@WORK.

• If Grants or Projects are set up in GA@WORK with specific allowed cost centers, then 

‘Employee Withholdings’ cost center must be included as an allowed cost center.

• Missing Worktags will cause the transaction to error and not integrate into GA@WORK.

• If Grants or Projects are set up in GA@WORK with required Worktags, such as Activity, then 

the Concur expense report must include any required Worktags.

• Missing Worktags will cause the transaction to error and not integrate into GA@WORK.

34

Worktag Requirements for Concur Reports

Reminders
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ACCOUNTING FOR AD HOC PAYMENTS

APPROVERS 

ALLOCATIONS

Improvement Opportunities
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Expense Reports
The definitions of each report can be found in GA@WORK to determine which report 
you need:

portsCRPROC - EXP - Find 

Expense Reports 

CRPROC –

Find Payments

CRPROC - EXP - Find 

Spend Authorizations   

CRPROC - EXP - Find 

Cash Advances 

CRPROC – Due Proof-

Expense Report
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Travel Administrators

•  First line of support for agency

•  Assist Users of Agency Internal Policies

•  Responsible for adding/removing roles

•  Communicate approvers to be added

•  Proxy Logon for troubleshooting

•  Edit employee information

• Advises SAO when roles change
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GA@WORK Support Portal

38



Delivered by The NextGen Project
39

GA@WORK Support Portal
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Q&A
Let us know what questions you have.

What do you need help with?

What can we clarify?
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