How to use the TTE Self Service Password Reset Feature

e Access TTE at www.concursolutions.com

[ concur

Sign In

User Name
- 00999999 @s0g.ga.gov

e Enter your 8 digit Employee ID (EmployeelD@so0g.ga.gov) in User Name.
e Click on the Forgot Your Password link.

Forgot Password
Enter your User Mame

# 00999999 @s0g.ga.gov

Send me an email with my password hint

[ Send me an email with a link to reset my password ]

e Enter your User Name ID (EmployeelD@s0g.ga.gov)
e Select the Send me an email with a link to reset my password option.

e Click Submit.
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Confirm

Are you sure you would like to receive an email with a link to reset
your password?

e Click on Yes to confirm the Password Reset request.

Forgot Password

If you have provided a valid legin 1D, your email should be arriving
momentarily. If you do not receive this email, please contact your
system adminstrator for assistance.

[ Retumn to Sign In page ]

¢ Click on the Return to Sign In page link while you wait for the instructions to
arrive in your email Inbox.

Mon 7/18/2016 3:01 PM

DoNotReply@concursolutions.com

Password Reset Request
To ¢ Doe, John

Hello John Doe.

To reset the password iated with Login |D 00859 03.00V |, please click on the following link:

hitps://www.concursolutions.com/v.asp?x=18&d=18u=30783365&t=16071819&h=L HjyvZNCzC3Z00ZkndbH2CzCofk%3D ]

is Is a one-time only link that will expire in Ours.

Note: If the link above is split into multiple lines, you'll need to copy/paste the entire link into the Address field of your browser. If you are experiencing difficulty with this link and require assistance, please contact your program
administrator at your company.

Kind Regards,

Customer Support
Concur Technologies, Inc.

e An instructional email will be sent to the email address you have entered in your
TTE Profile.
e Click on the link in the email.
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Change Password

A Your password has expired. Please change your password.
A password must be at least 7 characters. It can contain numbers (0-9), upper and lower case characters (A-Z, az), and symbels (such as *%*@#). It cannot contain spaces. Al fiekis are requirsd
Note: Passwords are case sensitive.

ﬂTris wil change your password for all Concur products.

New Password Re-enter New Password

Strong
Password Hint (we wil emai this to you if you forget your password)

My faverite color is7]

e Enter a new password in New Password.
e Re-enter your new password in Re-enter New Password.

Note the password limitations.
e Enter a password hint in the Password Hint field. Create a hint that will help you
recall your password.

e Click Submit.
e Your password will be changed, and you can now access TTE.
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