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1. Will the system automatically display government rates for hotels? 

Yes, however users must select Government in Travel Preferences: 

• Log in to TTE 
• Click of Profile 
• Click on Travel Preferences 

 

• Click in the box next to Government to allow Government rates 
• Select any other applicable discount travel rate or fare classes 

 

 

• Click Save 

2. This is my first time traveling; what is my log in and password? 

• Please contact your Local Travel Administrator for your TTE login credentials. 
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3. How do I enter Meals per Diem (Travel Allowance) for Day Trips? 

A. When opening a NEW Expense Report 
• On the My Concur in the Expense Report or Active Work section click on 

New Expense Report 

• Complete the required Report Header information 

• If required, link any Requests to the Expense Report 

o Click Add under Request and select the appropriate Request(s) to link to 
the Expense Report 

 Note: You can add Requests later. 

• Click Save and the Travel Allowances dialogue box will appear. 

• Click Yes 

 

 Note: Travel Allowance Expenses = Meals Per Diem 
 

o The Travel Allowances dialogue box opens to the Standard Itinerary format 
by default. In Selection choose  Regular In State (meals) or GSA Out of 
State (meals) from the drop down 

 Note: Selection is not the same as Trip Type. Selection determines which table will 
be used to reimburse you for allowed meals. 

 

o Click on Go To Single Day Itineraries. 
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o Enter the date you want to begin entering information for in Choose Start 
Date. 

o Click Go to open the data entry screen. 

 

o For each day you want to claim a Travel (Meal Per Diem) Allowance enter 
your starting location for that day in Start Location and click the Tab key. 

o Enter the time (using am or pm) you left in Depart and click the Tab key. 
o Enter your last business location of the day in End Location and click the 

Tab key. 
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o Enter the time you arrived at this final location in Arrive and click the Tab 
key. 

o Enter the time you left this location in Depart and click the Tab key. 
o Enter the time you arrived home in Back and click the Tab key. 

 Note: The system will calculate your travel status time under Hours. 

o After you have entered all the days you are claiming, click Save Itineraries. 
 Note: You can go back in and add additional days in a different week later. 

 

 

o Click Next.  

 

o Click Next again. 

o Click on any meal period that was provided to you for any days you reported. 
The system will adjust your reimbursement amount for that meal period.  
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o Click on Create Expenses. 
o An Expense Entry called Fixed Meals will be created in your expense report 

for each day you claimed for any eligible amounts. 

B. To an EXISTING Expense Report 
o On the My Concur page in the Expense Report or Active Work section click 

on an existing Expense Report to open it. 

o Click on the Details tab. 

 

o Select New Itinerary under the Travel Allowances section 
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o The system opens to the Standard (Multi-Day) Itinerary. Verify that the 
Selection box matches the Travel Allowance Meals you are requesting 
(Regular In State or GSA Out of State) 

 Note: Remember you cannot mix expenses for In State, Out of State and 
International Travel on the same Expense Report. 

 Note: Selection is not the same as Trip Type. Selection determines which 
table will be used to reimburse you for allowed meals. 

o Click on Go to Single Day Itineraries 
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o Enter the date you want to enter Travel (Meals Per Diem) Allowances for in 
Choose Start Date and click on Go to open the data entry screen. 

 

 

o For each day you want to claim a Travel (Meal Per Diem) Allowance enter 
your starting location for that day in Start Location and click the Tab key. 

o Enter the time (using am or pm) you left in Depart and click the Tab key. 

o Enter your last business location of the day in End Location and click the 
Tab key. 

o Enter the time you arrived at this final location in Arrive and click the Tab 
key. 

o Enter the time you left this location in Depart and click the Tab key. 

o Enter the time you arrived home in Back and click the Tab key. 

 Note: The system will calculate your travel status time under Hours. 

o When you have entered all the days you are claiming click Save Itineraries. 

o Click on the Expenses & Adjustments tab at the top of the window 
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o Click on Update Expenses. 

 

 

o An Expense Entry called Fixed Meals will be added to your expense report 
for each day you claimed for any amounts eligible according to the Travel 
Policy. 

 

4. How do I add an approved Request to an existing Expense Report? 
o Open the Expense report and click on the Details tab 
o Click on Report Header  
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o Click on Add 

 

 

o Click on the box next to the correct Request Name from the list that appears 
o Click Add 
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o The Request name(s) selected will appear in the Requests area 
o Click Save 

 

The view returns to the Expense Report and the approved Request is now attached to the 
expense report. 
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5. I am a new traveler and am having difficulty creating a Vendor ID in ESS, who 
should I contact? 

From the Home page of the SAO website (sao.georgia.gov) select Systems, select 
Financials; Select Vendor Payment Management; then under Employee Expense 
Reimbursement Resources and Training Tools at the bottom of the page click on the 
ESS Employee Expense Reimbursement Job Aid to view complete instructions. 

If you are still having difficulty, contact the Vendor Group at SAO. 

6. Where can I locate training materials? 

You can access self-service training materials from the SAO website or from inside 
TeamWorks Travel and Expense. We frequently update and add new training 
materials. 

A. SAO Website – available from any browser 24 x 7 
• Access the website http://sao.georgia.gov  
• Click on the Travel tab 
• Click on TeamWorks Travel and Expense Training 

 

 

The Training page will open: 

You have access to ALL training materials from the SAO website! 

http://sao.georgia.gov/
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The Recommended Training link opens a document that provide direct links to video, 
interactive simulations, documents and manuals. 

 

Spotlight FAQ’s 
only appear on 
the SAO website. 

Access direct links to video, 
interactive simulations, 
documents and manuals on 
this link! 

 

Register for 
live monthly 
webinars on 
this link! 
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B. From inside TeamWorks Travel and Expense My Concur Home Page: 

 

• Scroll down to locate the Company Info box 
• Click on the link Travel Training Portal 

 

• This Travel Training Portal Opens. Simply select the item you wish to 
view or read. 
 These are the same items you link to in the Recommended 

Training Document. 
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7. Special Note 

Monthly Training Webinars: We offer live training webinars every month and you can 
register from the SAO website!!  

Navigation from the SAO website: Travel > TeamWorks Travel and Expense Training 
and click on the Upcoming Live TTE Training Webinars link. 

• Monthly Spotlight Training:  
Smart Expenses/Car Mileage/Travel Allowances – No Overnight Stay 

o Tue, May 14, 2013 10:00 AM - 11:00 AM  
o Tue, Jun 11, 2013 1:00 PM - 2:00 PM  

Topic TBD 
o Tue, Jul 9, 2013 1:00 PM - 2:00 PM  

• Booking Travel in TTE 
o Tue, May 28, 2013 10:00 AM - 11:00 AM  
o Tue, Jun 25, 2013 10:00 AM - 11:00 AM  
o Tue, Jul 23, 2013 10:00 AM - 11:00 AM T 

• Expense Report Basics  
o Tue, May 21, 2013 10:00 AM - 11:30 AM  
o Tue, Jun 18, 2013 10:00 AM - 11:30 AM  
o Tue, Jul 16, 2013 10:00 AM - 11:30 AM  

• Approver Training 
o Tue, May 27, 2013 10:00 AM - 11:00 AM  
o Tue, Jun 4, 2013 10:00 AM - 11:00 AM  
o Tue, Jul 2, 2013 10:00 AM - 11:00 AM  



FAQ Spotlight 
May 2013 

 

                                                                      
Page 17 of 17 

 
TeamWorks Travel & Expense  

 

Special Note: We have renamed some of our documents!  

• Document names beginning with How To will contain text and screen shots 
 Document names beginning with QLook (shorthand for Quick Look!!) contain 

step by step instructions but no screen shots.  
 

Southwest Airlines Cancellation Policy Change: 
 

Southwest Airlines is implementing a No Show policy that applies to Wanna Get Away 
and DING! fares that are not canceled prior to travel.  If you booked a Wanna Get Away 
or DING! fare anywhere in your itinerary and that portion of the flight is not used and not 
canceled at least ten minutes prior to scheduled departure, all funds on the unused 
portion of the reservation will be lost, and the remaining itinerary will be canceled by 
Southwest. 
 
The new policy applies to Wanna Get Away and DING! reservations, which encompass 
all nonrefundable fares, excluding military fares, senior fares, or travel during certain 
irregular operations, including severe weather conditions.  Rapid Rewards points, 
Companion travel, and Reward seats are not impacted by this policy. 
 
The No Show policy will go into effect for fares booked on or after Friday, May 10, 2013, 
for travel on or after Friday, September 13, 2013.  We will protect those travelers who 
purchased fares before the implementation date and/or are traveling before the 
effective date, allowing us time to communicate the new policy. 

 
The No Show policy will not impact travelers who simply cancel a Wanna Get Away or 
DING! fare prior to scheduled departure; in this case, you may reuse the funds toward 
future travel on Southwest, without a change fee. If you are traveling on a fully 
refundable itinerary that does not contain a Wanna Get Away or DING! fare you will 
continue to have the option of either requesting a refund or holding funds for future 
travel.   
 
The new Southwest Airlines policy is designed to better predict future route inventory by 
encouraging Customers to cancel seats they do not plan to use. They continue to offer 
Customers the flexibility of changing their itinerary without a fee, prior to departure. 
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