
 
 

  
 
 
 
 
 
 
 
 

 
  

2013 
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Top 5 Support 
Questions Last Month 

 

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

2. How do I import Smart 
Expenses? 

3. What do I do if the 
corporate card charges and 
trip charges appear 
separately in Smart 
Expenses? 

4. How do I add an additional 
approver to the workflow? 

5. How do I enter personal 
vehicle mileage? 

6. What’s New in TTE? 
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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. How do I import Smart Expenses into an Expense Report? 

o Use the My Concur tab and the Active Work section or the Expense  tab and View 
Reports . 

o Click on an existing Expense Report to open it. 
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o The Expense Report Opens  

o Click on the Import tab 

 
o The Smart Expense window opens 

o Click on the check box next to the expenses you wish to add to this expense report 

• In our example we are selecting two of the four Smart Expenses 

 
o Click on the Import tab in the Smart Expenses box 

o If you clicked on the drop down arrow in the Import Tab here you will see two 
options 

 To New Report 

 To Current Report 

 Select To Current Report 

o If you clicked on the Import Tab without touching the drop down arrow the 
system will automatically select To Current Report 
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o Click OK on the Smart Expenses dialogue box that pops up 

 
o The  selected Smart Expenses are now assigned to this Expense Report  

o If you see a Red Exception Flag    on any expense, you must resolve the issue or the 
expense report cannot be submitted 

o Click on the item with the  red flag you wish to correct 
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o The Expense data for that item will appear 

 
o Enter any missing required data.  

• In our example the City was missing. City is a required data field in this example. 
For this expense it is looking for the city where the flight originated. If it had 
been a hotel, it would be the city where the hotel is located. 

o If you did not have a matching Travel Reservation you must enter an explanation why 
the reservation was not made through TTE.  

• This could be a ticket you purchased at the airport for an unscheduled trip and 
you had no access to TTE. For a hotel this could be that the only way you could 
reserve the room and get the special rate was booking directly through the hotel 
or conference management company.  

• Whatever the reason, be specific in your explanation. 

o Attach any required receipts 

o Click on Save to update the Expense Entry. 
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3. What do I do if the corporate card charges and the trip charges for the same trip 
appear separately in Smart Expenses? 

 
Normally these appear as one item. However, if they should be unmatched you can 
correct the problem. In this example we have two charges and trips where the data was 
split for some reason.  

o Click on the checkbox next to the item you want to match to the expense report.  
 In our example we selected the Airtran Airways charge appearing in 

Corporate Card Charges on 1/9/13 for $234.20. 
o Then click on the matching Trip: item. The dollar amount should be the same.  

 In our example it is Airfare Jacksonville to Atlanta 1/07/13 for $234.20 in the 
Trip section. 

o Then click on the Match button. 
o You will have two options: Into current report or Into new report. Select Into 

current report. 
o The items will be matched and imported as one item into your expense report. 
o If you have multiple items, do this for each item. 

NOTE: Do not use the Import button or each item will import separately! 
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4. 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. 

 Note: Your Approval form may appear different depending on the 
configuration for your Agency. 

 

 

• 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 
4 
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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.  

 

 
. 

. 
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5. How do I add personal vehicle mileage to an Expense Report? 

• Open an existing Expense Report or create a new one  

• On the New Expense tab, select Personal Car Mileage from the New Expense List; or 
type in all or part of the name in the search field to reduce the number expense types 
displayed. 

NOTE: As you use the system, frequently used Expense Types will appear above the 
listing of the full Expense Type list. 

 
• The Personal Car Mileage entry screen opens 

o Enter the Transaction Date. This is the date you actually drove your car. 

o Verify that the Vehicle Id is the correct one. 

 The Vehicle ID is NOT the VIN number. It represents the rate used to 
reimburse your miles.  

• Tier I is the highest rate and is used when the use of your personal 
car was the most economical or it was determined by your 
supervisor that it was the most expedient. 

• Tier II is the lowest rate and is used when you were not 
authorized to use your personal vehicle but chose to anyway. This 
is acceptable, you just receive a lower reimbursement rate. 

o No other fields are manually completed on this screen. 

o Click on Mileage Calculator to continue 
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• If the following screen appears select Yes. 

 

• The Mileage Calculator screen opens. This screen is used to enter your travel rout for 
the specified day. 

o Enter your starting point in box A and press the Tab key or click in the next box.  
o Continuing entering the legs of your trip in each box. 
 If you do have an exact address, enter the city and state and the system will 

calculate the distance to the center of that city or town. You can make 
adjustments to this later. 

 Enter the route as you drove it. 
 If you avoided tolls or highways, click on the check box for this at the top of 

the entry screen. It may come closer to your actual route. Otherwise the 
system creates the shortest route. 

 A visual of your trip appears on the map and the system calculates the 
distances between points. 

 The red balloons on the map indicate State Office locations for Agencies on 
the TTE system. Hover over it to view the location and/or click on it and the 
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system will use that address as one of the stops (also called waypoints) on 
your travels. 

o When you get to the final leg of your trip you have a couple of options: 
• Enter the address of the final stop at the conclusion of the business day 
• If the final stop is the same as the stop in Box A, click on box Make Round 

Trip to automatically enter that address. 

 

o Click Deduct Commute:  
• The Statewide Travel Policy states that you will be reimbursed for miles in 

excess of what you would drive to and from your assigned work station. 
 If your round trip to work is normally 40 miles you will not be reimbursed 

for the 1st 40 miles of your trip. 
 How you enter the trip determines whether you deduct one way, round 

trip or no commute. 
• The first time you use the Mileage Calculator you will enter your home 

address and work address in Deduct Commute Distance. The system will 
remember that information going forward. 

• Once you   click on deduct commute your one way normal commute distance 
to your office will appear in Total Personal and the Total Business distance 
will be reduced by this same amount. 
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• Click Deduct Round Trip: Determine if you need to deduct round trip personal commute 
miles. In our example we drove in excess of the normal daily round trip commute and 
we entered our trip from home and ended at home, we would need to deduct the 
round trip commute. 
o When you click on Deduct Round Trip the Total Personal miles increases to the 

round trip mileage to and from work and the Total Business mileage is reduced by 
this additional amount. 

• NOTE: If you have an address that is not accepted by Google Maps, click on the Report a 
map error link at the bottom of the map. Follow the prompts and enter the required 
data. Google Maps updates this and not SAO. 

• Click Add Mileage to Expense 
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• The expense entry displays with information from Mileage Calculator completing the 
Expense Entry. 
o The From and To locations are populated from the Mileage calculator 
o The Distance and Amount are populated from the Mileage Calculator 

• If you need to attach documentation such as the DOAS Car Cost Comparison click on the 
Attach button and follow the prompts. Attaching documents or receipts is the same for 
all Expense Types. 

• If you need to adjust the total mileage calculated, you may. However, be certain to 
enter a reason for making the adjustment in the Comments field so your approver 
doesn’t return your expense report for more information. 

• To adjust total miles, just replace the number in the field with the adjusted number. 
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• When you are done, click on Save. This will update the entry and place it in the Expense 
Report.  

• Repeat this process for each day you claim Personal Car Mileage 
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Business Purpose 

This enhancement prevents locked 
itineraries by confirming before the itinerary 
is created. 

 
 

6. What’s New In TTE? 

Travel Allowance: Prompt User if Itinerary is Over 30 Days 

Overview    

With this release, if a user elects to create a Travel 
Allowance itinerary that spans over 30 days, the 
system will display a message asking the user to 
confirm the date span. This new Travel Allowance 
Warning alert is shown in the figure below: 

 

 

This feature can help prevent erroneous itineraries from being created, most all of which usually exceed 
this 30-day span. By prompting the user for confirmation, an itinerary that the client may need to have 
unlocked by Support is prevented from being created. 
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Travel Allowance: Enter Single and Multiple Day Travel Allowances on the Same Expense 
Report  

Overview    
We have eliminated the need for entering 
single day and multiple day meals on separate 
expense reports! You will no longer see the 
Selection field when entering the Travel 
Allowance data entry window. Per Diem rates 
will be calculated by the actual locations chosen. However, when entering Travel Allowances for 
days with NO OVERNIGHT stay, you must choose a location for the final business stop of the day 
that includes (Single Day) in the name of the location. Final business stops for Travel Allowances 
WITH OVERNIGHT stays do not use locations with (Single Day) in the name. 
 

 
 
Documentation for these changes is available on the SAO website on the TTE Training page in 
the HOW TO and QLOOK sections. The System User Guide, videos and Interactive Simulations 
are in the process of being updated. 
 
 

Business Purpose 

Simplify data entry for Travel Allowances 
and allow Single and Multiple Day on the 
same Expense Report. 

http://sao.georgia.gov/teamworks-travel-and-expense-training
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