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1. How do I attach the Cost Comparison Form to my Expense Report? 
A. If you have an image of the Cost Comparison Form on your computer and want to 

attach it to the Expense Report in general:  
o Open the Expense Report 
o Click on the Receipts tab and select Attach Receipt Images  

 

o Click on Browse and locate the copy of the Cost Comparison Form on your 
computer. 
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o Click on the form and then click on Open. 

  

o Click on Upload. 

 

B. If you have an image of the Cost Comparison Form on your computer and want to 
attach it to a specific expense item: 

o Open the Expense Report 
o Click on the expense item you want to attach the Cost Comparison Form to 

on the left and the Expense detail opens on the right. 
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o Click on the Attach Receipt button (appears on the right) to open the 
Attach Receipt dialogue box. 

 

o Click on Browse and then locate and select the file on your computer 

 

o Click Open. 
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o Click Attach. 

 

o Click Save. 

 

C. If you only have a hard copy of the Cost Comparison Form and want to attach it to 
your expense report you must FAX it. 

o Open the expense report you want to attach the form to 
o Click on Print/Email 
o Select *SOG Fax Receipt Cover Page and print it. 
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o Fax the cover page and the form to the phone number printed on the cover 
page. 

 

o The form will be attached to your expense report. 
 The Fax Cover page must be generated for each Expense Report you want 

to send receipts to. The bar code is unique to that particular Expense Report 
 

2. How do I add an additional approver to the workflow? 
• After you click Submit Report and Accept & Submit a screen similar to the 

following will appear showing your default Authorized Approver. 
o Note: Your Approval form may appear different depending on the configuration for your 

Agency. 
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• Note the blue arrows available for each level of approval.  
o Clicking an up arrow will insert an additional approver before that normal 

level of approval. 
o Clicking a down arrow will insert an additional approver after that normal 

level of approval. 
o Examples:  
 #1  Click on the blue up arrow in #1 to add an approver before #1.  
 #2  Click on the blue up arrow in #2 to add an approver after #1 but 

before #2.  
 In our example we have clicked on the up arrow in #2 

 #3  Click on the blue up arrow in #3 to add an approver after #2 but 
before #3. 

 #4  Click on the down arrow in #3 to add an approver after #3. 
• Once you select an arrow a new section called User-Added Approver appears. 
 

 

1 

2 

3 
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o If you know the approver’s name: Type in the last name of the approver you 
want to send the report to.  
 Select that approver from the list that appears and click Submit Report. 

o If you don’t know the approver’s name: Type in an *. A list of ALL the 
approvers in your agency will appear.  
 Select the correct person from the list and click Submit Report.  
 

 

3. Where can I locate Training materials? 

• Training materials can be accessed 24  x 7 from: 
o GTE Travel Training Portal on My Concur Page of GTE System 
 Log in to GA Travel and Expense and scroll to the Company Info page on 

the My Concur page 
 Select the Recommended Training Document to view simulations, videos 

FAQ’s, print documents targeted to a Traveler, Assistant, Approver, Back 
Office, and Local Administrator!! 

 

Or:  Click here to open the document 

http://www.concurtraining.com/customers/ga/docs/GTE%20Recommended%20Training.pdf
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o  “Recommended Training” Document on SAO website 
 This document has links that will take you directly to simulations, 

videos FAQ’s, print documents. It is also organized by user type 
such as Traveler, Assistant, Approver, Back Office, and Local 
Administrator!! 

 

4. How do I find out who my Local Travel Administrator is? 

• The GA Travel & Expense Participating Agencies and Local Administrators  
document located on the State Accounting Office webpage contains contact 
information for Agencies on the GTE system. 
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5. How do I obtain my Vendor ID? 

• Access Vendor Management on the State Accounting Office website 
 

 

• Select the Vendor Maintenance/Conversion  option 
 

 

http://sao.georgia.gov/02/sao/home/0,2474,39779022,00.html
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• Scroll to the Forms section at the bottom of the page and click on the  Vendor 
Management Form  link 

 

 

• The Vendor Management Form will open 
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• The Vendor Management Form  must be completed and sent it to the Vendor 
Management Group at the State Accounting Office 

• You will be advised of your Vendor ID. 
• Once you have your Vendor ID you must request access to the GA Travel and 

Expense System by completing an online request form in the Travel  section of 
the State Accounting Office Website 

 

• Click on  GA Travel & Expense Access Request Form 
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• Complete the online form and click Submit to send 
 

 

• The State Accounting Office will forward your GA Travel & Expense login 
credentials via email 

 

NOTE: The process for applying for a Vendor ID and requesting access to the GA Travel & 
Expense System is expected to change over the next couple of months. It will be easier!! 
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6. What’s new in GTE!! 

A. Add  a Favorite Allocation to reuse on other Expense Reports.  

• With the Expense Report open, click on the Details Tab and select Allocations 
 

 
 

• Select the item to be allocated and select Allocate Expenses. 
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• Create the necessary Allocation and click on Add to Favorites. 
 

 
• The Add to Favorites dialogue box will open. Enter a meaningful name for the 

allocation and click Save. This will now appear in the Favorites list in 
Allocations with the name you entered. 

 

 
 

• Don’t forget to complete this allocation for the Expense Report; click Save and 
then Done. 

B. How to use a Favorite Allocation on an Expense Report?   

• With the Expense Report open, click on the Details Tab and select Allocations. 
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• Select the item to be allocated and select Allocate Expenses.  
 

 
• Click on Favorites and select the Allocation you wish to use from the list.   

 

 
 

• Click Yes in the Confirmation box that opens. The allocation will be applied. 
 

 
 
 

• Click Save; click Done to complete the Allocation entry. 
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