Access ESS and Employee Expense Reimbursement:

https://hcm.teamworks.georgia.gov

s Login using your Employee ID and password.
» Click on Sign In

Employee Self Service

PeopleSo HOM

BAITE: | i oy i o 0 S5 e A g T

e Select HOME
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e Select PAYROLL
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e Select ADDITIONAL PAYROLL SETTINGS

Additional Payroll Settings

e Select EMPLOYEE EXPENSE REIMBURSEMENT from the top left of screen

< Payroll

F1 Form W-4 Fed W/H
1 Form G-4 GA State W/H
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To Establish a New Vendor Id:

To receive a reimbursement for expenses, you must establish a Vendor ID.

O MNote: If you are currently receiving Expense Reimbursements, you already
have a Vendor ID and the Register button is not accessible.

» Click on Register to open the request form and populate HCM information
Fawontes - | Pllain Menu - ¥ SelfService » »  Employee Expense Reimbursementd
Team Works HCM Production

Employee Expense Reimbursemeant

John Doe
andor 10 Empd iD: 00123455
Your Bank Information

Routing Numbsr:

Account Humbsr:

] e A

Your Contact Information

Cooamtry: Linited Siates

Address 1;

Address

Addrass 5

City: ; State: Geargia

Pogtal

Phome:

Email I0:
* Wou must click on Submit or your information will not ke saved.

Edit * Complefion of this page is required for any employes reimbursament
* This is not paid from payroll as a Direct Deposit, because it is paid out of
Submit

#Accounts Payable as an ACH or check.

The Employee ID field will be populated and the Vendor ID field will
not be populated at this point



e Verify your information and click SUBMIT

e |f you receive payroll payments via direct deposit your account information
will populate below, but all employee expense reimbursements will be
paid out as a paper checks.

Tearm Works HCM Production

Employes Experse Reimbursement

Johin Dos

“Vendlor 100G EmplID: DD123455
Your Bank linkeamation
‘ Floaiting HumDer:
AL cousit Mumbar:
iz Eheck sxamei
Your Condnct Infonmation
Caumry: United Staies
AddrEss 11 I BAST MALK STRESET
Agddress 22
Acdress 32
Ciny: Y TCAWN Slate: GA Georgia
Posini ELTT
— ADLMEI-0REE
Emad I JOHN, CHOEBSAD, S8, GO

Helpful In=iructions
* ¥ou must click on Submil or your information will not be saved
* Completion of this pags Is required for any emplayes mimbursement

* This is not paid from payroll as & Cirect Deposit, becowse it is pald out of
Accours Paysbis sz an ACH or chack

e Click OK

Team Works HCM Production

Employes Exponse Rambursement
Submit Confirmation
=4

Tha Submil was succassiul

= You will receive an email at the email address listed in the
Employee Expense Reimbursement information to advise
you that your ESS profile has been updated.

O MNote: Entering Employee Expense Reimbursement
information does not affect Payroll.

Stateoioeor@a <5A0 P emal@sso.gagovs WF Doe. John

Employee Reimbursement Confirmation - HCMPROD

' iz iz & confirmation emall that you made 2 recent dhange to your Employec Reimbursamant infarmation.
t Thank s,

“&2 plgasa Do Not Rephy To This Email 4 s s ssssss




To view your new Vendor ID

s Log back in to ESS/Self Service/Employee Expense Reimbursement
and the Vendor ID field will be populated

Fanvories - Fin Msnu - *»  Gelf Ssrvice - > Employss Expenes Reimburssment
Tedm Works HCM Production

Emplonyee Ex :l"-",__..‘:_... .t

Vandor iD: 0000000000 Empl il 00123456

When will the Vendor ID be active?

e New Vendor IDs will be active IMMEDIATELY
e Access to the TeamWorks Travel and Expense system (TTE) may take up to 48 hours to
be granted

***PLEASE NOTE...

e Employees will not have access to CONCUR until they
have registered for a Vendor ID!



To change Employee Expense Reimbursement contact
information:

e Loginto TeamWorks/ESS/Payroll/Additional Payroll Settings/Employee
Expense Reimbursement
e Select EDIT

Your Contact Information

Lourtry: United States

Addrass 1: 2 EAST MAILR STREE

Address 2

Addrass 3t

ity ANYTOWN Slate: OA Georgia
Paslal: SUng

Phone; 404/463-0999

Email ID: JOHN.C-OERSAD.GA, GO

Hel pful Instructions

" ¥ou must click on Submit or your information will not be savad
* Completion of thiz page i required far any employes reimbursemeant
- * This iz nat paid from payrell as a Direct Deposit, bacause it Is paid out of
Accounts Payabla as an ACH or chack

e Make changes to contact information
e Select SUBMIT

Phioane: 404/463-0389

Email I0: JOHN . DOEBSAD. GA.GONV

Helgful Instructions
*You must elick on Submit or your infarnation will not be saved
E0it * Completion of this page is required for any employes reimbursement

i * Thiz is not paid from payroll as a Direct Degosil, becawse it is pald out of
Accountz Payeble as an ACH ar check



