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Section 1: Logging Into TTE ‘

Log on to TTE Travel & Expense

TTE Travel & Expense: System User Reference

1

In the User Name field, enter your
EmployeelD@domain (i.e.,
00123456@s0g.ga.gov) Your login
credentials and initial password will be
provided by your TTE Local
Administrator.

creating new documents. The
existing number of unsubmitted
documents displays in each
section. The contents of the
Quick Task Bar will vary based
on your agency configuration
and your rights in the TTE
system.

section and to access TTE
Training.

In the Password field, enter your
password.

3

Click Login.

NOTE: If you are not sure how to access TTE Travel
& Expense, contact the TTE Local Travel
Administrator for your agency.

Section 2: Concur Page

Default home page when login to TTE

1 The Menu Bar contains:
Concur, Request, Travel,
Expense, Approvals (for
approvers only), Reporting
(primary Admin only), and App
Center tabs as well as Help and
Profile icons.

Help and Profile icons appear
to the far right of the Menu Bar.

NOTE: When you login you are automatically
directed to the Concur page. Click on the
Concur tab to return to the Concur page from
any of the tab selections.

2 The Quick Task Bar just below
the main tabs provides a
shapshot of unsubmitted activity
and quick access to those
existing documents (Expense
Reports, requests, cash
advances) and + icons to allow
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There are permanent Sections
below the Quick Task Bar for
Trip Search and My Trips on
the left, which allow you to
create new reservations and
view existing reservations from
the Concur home pare.

There are also permanent
sections on the right for Alerts,
Company Notes, My Tasks and
Facts & Stats.

Alerts, Company Notes and
Facts & Stats provide general
information. My Tasks provides
the unsubmitted activity, some
detail of that activity and
shortcuts to access information
also available in the Menu Bar
and Quick Task Bar.

Locate My Tasks and the Open
Requests, Available Expenses
and Open Reports section
within it to open new or existing
documents. Each will display the
number of unsubmitted
documents.

Note: Open Requests only appear

if your agency is configured to allow
Cash Advances

Trip Search is used to book
travel.

Locate My Trips below Trip
Search to update, edit or delete
existing reservations.

Locate Alerts for pertinent travel
information

Locate the Quick Task Bar
which may display a + Start a
Request, + New Cash
Advance, + Start a Report to
directly open a new document or
the + Upload Receipts to
upload receipts to TTE.
Available Expenses indicates
expenses from reservations are
available.

If you already have open reports
you will see one + icon that
opens a drop down to choose
the document type you want to
open. Note that the
Authorization Request,
Available Expenses, Open
Reports and/or Cash Advances
will show the number of un-
submitted documents for each.
Each of these is a clickable link.

Locate Company Notes for
system information. Click Read
More to see the complete

10

Locate Facts & Stats to view
helpful information. Use the <
and > at each side to scroll
through the information.

11

If you are an Approver, locate
the Approvals Tab to access
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items ready for Approval.
Note: This section appears only if
you have Approver permissions.

Section 3: Profile: Change
Password

At the top of the any page, click Profile,
the Profile drop down arrow or the profile
picture icon and select Profile Settings.

1 Select Change Password.

2 Enter the Old Password in the
current password field.

3 Enter the New Password in the
new password field. Minimum 7
characters and no spaces.

4 To confirm the new password
Re-enter the Password.

5 In the Password Hint field,
enter a phrase or sentence that
will remind you of your
password. This is NOT a
guestion that to answer that
allows access but a hint to jog
your memory.

Note: Without this hint the Forgot

Your Password link on the TTE login
page is not functional.

6 Click Submit.

Note: For additional instructions with
screenshots regarding Passwords please
visit the How To Documents Section of the
SAO website and select Profile.
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Section 4: Profile: Verify
System Settings

At the top of the any page, click Profile,
the Profile drop down arrow or the profile
picture icon and select Profile Settings.

1 Select System Settings.
2 Review
3 Click Save

Section 5; Profile: Personal
Information

Important Note —Your Name and
Airport Security

At the top of the any page, click Profile,
the Profile drop down arrow or the profile
picture icon and select Profile Settings.

1 Click Personal Information.

2 Verify that first, middle, and last
name listed matches the photo
ID, such as your passport, that
you present at airports security.

Note: If the information on your photo ID and
your ticket do not match, you may be turned
away by security.

Step 1: Verify Company, Work, Home,
and Contact Information

1 Verify that your Employee 1D
and manager are correct in
Company Information; if it is
not contract your Local Travel
Administrator immediately.

2 Verify Work Address and if no
address is listed, click in the
address field and select or enter
the address.

Note: If you telework 100% and do
not work from a state location, your
office address is the same as your
home address.

3 Verify Home Address and
update if none is listed.

4 Enter Contact Information. You
must enter a home or office
number. The rest is optional.

5 Click Save
Step 2: Enter and Verify Email Address
1 Click + Add an Email Address

to add a new email address.

Select Yes to Contact for
Travel Notifications.

2 Click OK

3 Click Verify (to enable emailing
receipts into TTE)

Note: Check the email account you just
added for a verification email from Concur
containing a code and instructions. The email
will arrive in less than five minutes.

Note: For additional instructions with
screenshots regarding verifying email
addresses, please visit the How To
Documents Section of the SAO website and
select Profile.

4 Enter the code into the available
box in the Email section of the
Profile and click OK.

5 You will then be able to email
receipt images to your Available
Receipts at
receipts@concur.com
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Note: You may verify more up to three emalil
addresses such as state email address and a
personal email address.

Note: Verifying your email address will allow

you to email receipts and documents one at a
time into TTE Available Expenses to be used

for Expense Reports.

Step 3: Enter Emergency Contact

You can only use Frequent Traveler
Programs that do not interfere with
any state specified payment
methods. For example, airfare is
paid directly by the state. A program
that required you to use your
personal credit card to book the
airfare would not be possible.

Step 6:

Set up a Travel Arranger or

Assistant - Optional

1

Click [+] Add an Assistant

Unused Tickets: Unused tickets
other than Southwest Airline will
appear here.

2

In the Search Criteria field, type
the last name of the person you
wish to add as an
assistant/travel arranger.

From dropdown menu, select the
appropriate assistant.

Southwest Ticket Credits You
must contact the Southwest to
report any canceled flights or to
use any unused tickets.

Select Can Book Travel for Me.

Government option or you will
not see government rates for
hotels. AAA, Military and Senior
options may be selected if
applicable.

Information 7
1 Enter the Emergency Contact

information
2 Click Save 8
Step 4: Enter Travel Preferences
1 Select Travel Preferences
2 You MUST select the 9

TSA Secure Flight Information
You must enter TSA Secure
Flight information even if you
think you will never make flight
reservations.

OPTION: Select Is my primary
assistant for travel, if you have
multiple Travel Assistants and
this person is the primary person
to book travel for you.

6

Click Save.

Enter Air Travel Preferences

Note: If you do not have DHS Redress
Number or TSA Pre-Check #, leave it blank.

Step 7:

Set up Credit Card to Guaranty

Hotel Reservations

1

Click on [+] Add a Credit Card

Enter Hotel Preferences.

10

Click Save

Enter Car Rental Preferences.

(o2 IS 2 I AN~ B OV ]

Enter Frequent Traveler
Programs.

Click on + Add a Program
under Frequent Traveler
Programs to enter Frequent
Traveler Programs for air, car
and/or hotel.

Select program type and enter
personal program ID #.
Click Save

NOTE: You can enter up to 5
accounts at once. If you have more,
enter them in two batches.

Step 5:
and Visas

International Travel: Passports

2

Enter a Display Name
(nickname) for your personal
Credit Card.

1

Enter your passport information
or check | do not have a
passport. To add a passport,
click on [+] Add a passport or to
edit an existing passport click on
the pencil icon at the end of the
passport data.

This is a secure site and your
information is safe. Only the last
four digits of the card number
will display

Enter any Visas. To add a Visa
click (+) Add a Visa and add the
requested information.

Click Save

Enter you name as it appears on
the credit card, select the credit
card type from the drop down,
enter the credit card number,
enter the expiration month and
year and select the checkbox
next to Use this card as the
default for Hotels

Page 9 of 34
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5 Enter all the statement billing
information in the bottom box for
the credit card you are entering.

TTE Travel & Expense: System User Reference

6 Click Save

3 Type the last name of the person
you want to add as a delegate in
the search box

table and not linking to a specific
personal vehicle.

NOTE: This credit card is only used to
guaranty hotels booked in TTE Travel. Direct
Billed Hotel stays do not require this personal
credit card.

Step 8: Verify Expense Information -
Optional

4 Select that person from the list of
matches

5 Select the responsibilities you
wish this delegate to perform on
your behalf.

6 Click Save.

At the top of the any page, click
Profile, the Profile drop down
arrow or the profile picture icon
and select Profile Settings.

Step 10: Review Expense Preferences
— Optional

1 Under Expense Settings on the
left side of the page, select
Expense Information.

At the top of the any page, click Profile,
the Profile drop down arrow or the profile
picture icon and select Profile Settings.

2 On the Expense Information
page, verify the pre-populated
information.

1 On the Expense Settings menu
on the left side of the page, click
Expense Preferences

4 Click on the Vehicle Type drop
down arrow and choose Car —
Tier 1.

5 Click Save.

6 Click New.

7 In the Vehicle ID field, enter the
name Personal Car Tier II.

8 Click on the Vehicle Type drop
down arrow and choose Car —
Tier Il.

NOTE: You are creating access to a
specific mileage reimbursement
table and not linking to a specific
personal vehicle.

9 Click Save.

NOTE: Contact the TTE local travel
administrator for your agency if any Expense
Information is incorrect.

2 Make any preferred notification
changes
3 Click Save

Note: If you are authorized to report mileage
expense for a motorcycle or personal aircraft,
add them as well making the Vehicle ID the
name same as the Vehicle Type.

Step 11: Add Personal Car

Step 12: Verify Expense Approvers

Step 9: Set up an Expense Delegate —
Optional

At the top of the any page, click
Profile, the Profile drop down
arrow or the profile picture icon
and select Profile Settings.

At the top of the any page, click
Profile, the Profile drop down
arrow or the profile picture icon
and select Profile Settings.

At the top of the any page, click Profile,
the Profile drop down arrow or the profile
picture icon and select Profile Settings.

1 Under Expense Settings menu
on the left side of the page,
select Expense Delegates.

1 Under Expense Settings on the
left side of the page, select
Personal Car.

1 On the Expense Settings menu
on the left side of the page, click
Expense Approvers.

2 On the Expense Approvers
page, verify that your default
expense approver is correct.

2 Select Add
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2 On the Personal Car page, click
New.
3 In the Vehicle ID field, enter the

name Personal Car Tier I.

NOTE: You are creating access to a
specific mileage reimbursement rate

NOTE: If the approver name listed for the
Expense Approver is incorrect or if the field is
blank, contact the TTE Local Administrator for
your agency immediately.

Version Date: 05/17/17




Step 13: Add a Favorite Attendee -
Optional
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At the top of the any page, click Profile,
the Profile drop down arrow or the profile
picture icon and select Profile Settings.

1 On the Request Settings menu
on the left side of the page, click
Request Preferences

1 On the Expense Settings menu
on the left side of the page, click
Favorite Attendees and select
New Attendee

2 Make any preferred notification
changes
3 Click Save

Step 15: Mobile Registration - Optional

Note: Attendees are used to identify
participants at Group Meal functions. See
Policy.

At the top of the any page, click Profile,
the Profile drop down arrow or the profile
picture icon and select Profile Settings.

2 From the Attendee Type
dropdown menu, select the
appropriate Attendee Type.

1 Select Mobile Registration from
the 2" row of tabs near the top
of the page. For iPhone, iPad,
Android or Windows phone.

2 Enter your mobile number to
send a text with the link to the
app to your smartphone; to send
an email with a link to the app
enter your email address. Make
sure you can check that email on
the device.

3 Click Send Link

3 In the Last Name field, enter the
last name of the new attendee.

4 In the First Name field, enter the
first name of the new attendee.

5 In the Attendee Title field, enter
the job title of the attendee.

6 In the Company field, enter the
company where the attendee is
employed.

7 Click Save or Save & Add
Another

NOTE: If you forget to do this, you
can check the app store for your
device and search for the Concur
free app and download it.

Note: You may set up groups and then add
attendees to a group.

Step 14: Review Request Preferences
- Optional

4 Go to the smartphone or device
and open the text, email or
appropriate application store and
select the link to the Concur app

At the top of the any page, click Profile,
the Profile drop down arrow or the profile
picture icon and select Profile Settings.

NOTE: Login to the mobile app with
the same credentials you use to log
in to the PC version.
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Step 16: E-Receipt Activation -

Optional

At the top of the any page, click Profile,
the Profile drop down arrow or the
profile picture icon and select Profile
Settings.

Note: E-receipts are an electronic version of
receipt data that can be sent directly to
Concur to replace imaged paper receipts.
The availability and content of e-receipts
vary depending on the vendor.

1 Under Other Settings on the
left side of the page, select E-
Receipt Activation.

2 Click on the E-Receipt
Activation link and follow the
prompts.

3 This option will automatically
update the Hotel Credit Card on
file.

Section 6: Create Request (Pre-
Trip Travel Authorization)

Note: If your Agency is not configured for
Request (Pre-Trip Authorization) through
TTE, it will not appear as an option in TTE.

Create Request

On the Home page, select one of the
following:

e Inthe Quick Task Bar select
Authorization Requests or the
+New icon OR

e Select the Request tab from any
window.

1 Click New Request
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NOTE: Required fields are noted with a red
bar.

Attachments and select Attach
Documents.

2 Enter a meaningful name for the
Request in Request Name and
include the travel dates in the
name. i.e. Banking Conference
(0612 to 0618)

12 Click Browse to locate the item
to be attached on your PC hard
drive.

3 Select the Trip Type: In-State
Out of State or International
Travel from the drop down.

13 Select the document and click
Open.

button for each segment. Modify
allows you to change a segment
and Delete allows you to delete
a segment. You can also add a
new segment, by clicking on one
of the segment icons (Air, Car,
Hotel, etc.)

14 Click Upload

4 Enter the Start Date, End Date
and the Purpose for the travel.

Enter any comments to benefit
the approver in the Comments
field. These are optional.

15 Add another document or click
Close.

16 Click Submit Request to
forward for Approval.

Modify Request Returned by Approver

5 Click on the Segments tab

6 Select the appropriate segment
icon (Air, Car, Hotel, Meals or
Misc)

7 Enter the $ amount of the

anticipated travel expense type
in the Amount field.

On the Home page, select one of the
following:

In the Quick Task Bar select
Authorization Requests OR

In My Tasks under Open Requests
select Authorization Requests

Select the Requests tab and select
Manage Requests

4 Click Submit Travel Request to
resubmit the request with the
required changes.

OR

To delete an unapproved
Request, click on Delete to
remove it completely from the
system.

Recall a Submitted Request

On the Home page, select one of the
following:

e Inthe Quick Task Bar or My Tasks
select Authorization Requests or

Select the Request tab

8 Enter any pertinent comments
regarding the travel expense in
Comment.

Note: Misc requires a comment to
describe the expense.

9 Click Save.

1 Click on the Request Name that
has been returned by an

Approver. The return is indicated
in the Status field as well as with

an orange ® or blue @' icon.

10 Continue to add as many
segment types as needed
repeating Step 6-9. Segments
can be used multiple times in a
request.

2 Make any necessary changes
requested by the approver in the
Comments. You can change
header or segment information
or even delete the request.

1 Click on the name of the
unapproved request to be
recalled

2 Click on Recall

3 Click Yes to confirm that you

want to recall the Request.

You may then edit, delete or
resubmit the Request.

Close and Inactivate a Request

11 To attach scanned supporting
documents, click on

Page 12 of 34

3 Click on the Segments tab to
update segment information.
Scroll through the entries. You
will see a Modify and Delete

On the Home page, select one of the
following:

e Inthe Quick Task Bar select
Authorization Requests or
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e In My Tasks under Open Requests
select Authorization Requests

e Select the Requests tab and select
Manage Requests

1 Click on the Request Name you
wish to inactivate.

2 Click on Close/lnactivate
Request and then OK to remove
it from appearing on any
available Request lists.

NOTE: If you have a balance on a
Request that you have already attached to
an Expense Report, inactivating it will
remove it from appearing on lists to be
attached to an Expense Report. You could
have a positive or negative balance
depending on whether your expenses
were more than or less than the actual
approved Request. A Request may only
be attached to one Expense Report.

Section 7: Cash Advance
Request

Create a Cash Advance

On the Home page, select one of the
following:

e Inthe Quick Task Bar select
Cash Advances OR

e Select Cash Advances from My
Tasks OR

From the Expense tab select Cash
Advances
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Click New Cash Advance.

Recall a Cash Advance

Enter a meaningful name
including the travel dates for
the Cash Advance in the Name
field. i.e., Banking Conference
(0612 to 0618)

Use the Purpose, Cash
Advance Comment,
Requested Disbursement
Date and City fields to provide
any additional information to
the Cash Advance Approver.

On the Home page, select one of the
following:

e Inthe Quick Task Bar select
Cash Advances OR

e Select Cash Advances from My
Tasks OR

From the Expense tab select Cash
Advances

Click on the Documents tab to
attach any details or forms
required by your agency.

Click Browse and Attach

1 Select View Cash Advances

2 Select the Cash Advance you
wish to Recall

3 Click Recall

4 Click Yes to confirm the Recall.

Locate the document to attach
on your PC; select it and click
Open.

The document will process and
appear in the Documents box.
Attach other documents by
clicking on Browse and
Attach.

Note: A recalled Cash Advance will appear
in the Active Cash Advances with a status
of Sent Back to Employee. You can
Submit or Delete only.

Section 8: Travel: Make a

Travel Reservation for Air, Car
and Hotel

Step 1: Make a Flight Reservation

Click Submit at the bottom
right of the entry window.

Monitor the status of the Cash
Advance from the Home page
by selecting Cash Advances
or by selecting Expense and
then Cash Advances and
View Cash Advances from
any page.

On the Home tab in the Trip Search
section OR

On the Travel tab

1 Click on the airplane icon and
select one of the following

« RoundTrip
e One Way
e Multi-Segment

2 In the From and To fields, enter
the departure and destination
cities for your travel.
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3 In the Depart and Return fields,
select the preferred travel dates
and times.

NOTE: The system defaults to
schedules +/- 3 hours from your
preferred time, you can increase this
number, but it will increase the
number of flights displayed for you
to review. Remember, you can
adjust the displayed flight times
once the data appears without
starting the search over.

TTE Travel & Expense: System User Reference

need to search availability for a
specific airline.

Policy Note: Reserved or priority seat fees
are NOT reimbursed by the state.

) Non-Refundable fares default.

14 Click the blue fare box.

9 Click Search to display the
available flights based on your
search criteria.

10 Select the appropriate
destination in the Searching for
location box and click on
Choose.

4 If you need a rental car, select
Pick-up/Drop-off car at airport.

5 If you need a hotel, select Find a
Hotel and enter the search
parameters.

Policy Note: Refundable fares should be
within $150 of a Non-Refundable fare. To
search and compare pricing on Refundable
and Non-Refundable fares select
Refundable.

Policy Note: Choose lower cost flights within
+/- 2 hours of preferred flight times.

Policy Note: You should choose connecting
flights over non-stop if it adds 2 hours or less
to travel time and saves $200 or more.

Policy Note: Domestic flights — coach class
only. Upgrades after booking are at traveler’s
expense. International flights: Business class
is allowable for international travel when
approved in advance by the respective
Agency head or designee

11 The flight search process
begins.

A pop-up box appears if you are
flying out of Atlanta. This is
information for special airport
parking rates available at The
Parking Spot for State
Employees. Click on OK.

Note: Flights selected with a green icon are
within the travel policy, those with a gold
icon will pop up a Travel Policy Violation
window requiring you to explain why you
booking out of policy but will allow you to
book the flight, hose with a red icon cannot
be booked-contact Travel Inc.. The system
tracks your actual flight cost and any less
expensive options you did not choose.

Note: Access the airline website directly to
process baggage. Usually less expensive if
done online.

Note: Air Travel Insurance is included at no
cost when you book airfare through TTE.
You do not need to purchase it separately.

12 Flight search parameters appear
in the panel to the left of the
flight matrix and may be
changed to refine your search
without starting over.

6 In the Class field Economy class
is the default view; in the Search
By field, Price is the default
view. You will be able to view by
schedule on a secondary tab in
the results.

13 Select a desirable flight from the
flight matrix that appears. Click
Show All Details or View Fares
for more flight data. Note: Flight
matrix includes departure and return
flight. Click on Shop By Schedule to
view different outbound or return
options.

7 Click on Specify a carrier and
select the desired carrier if you

Note: There is an airline specific Baggage
Fee Policy link between the fight matrix and
the flight listing on the search page.

Note: Each airline’s policy determines
whether you can view the seat map before
selecting the flight.

15 In the Review and Reserve a
Flight section:

Review flight and verify Primary
Traveler Information.

You can view the seat map but
cannot change your seat
selection for each flight segment
at this point.

The method of payment defaults
to the TTE AirPlus Credit Card.
The airfare will be billed to your
agency.

Review the fare Rules and
Restrictions

16 Click on Reserve Flight and
Continue.

Step 2: Reserve a Rental Car

Page 14 of 34

1 If you specified that you need a
car on the Flight tab, you will
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see car results for the car
search.

Policy Note: Hertz and Enterprise rental car
are under contract statewide. Hertz on
airport rentals are under contract in and out
of state. Hertz and Enterprise are under
contract for off airport rentals in state. Off
airport car rentals out of state are not under
contract and no Contract Waiver Request is
needed. Renting outside the Statewide
vendor contract requires an approved
Statewide Contract Waiver Request (SPD-
NI005) which must be attached to your
Expense Report.

1 If you selected the Find a Hotel
option on the Flight tab and entered
the search criteria, the hotel results
are displayed after you choose your
rental car.

Hotels with special State of GA rates
are marked with one or two
peaches.

2 Use the filt