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1. What does a single line 
itinerary row error mean? 
How do I fix it? 

2. How do I enter meals per 
diem? 

3.  How do I access training 
materials on the SAO 
website? 

4. Can I reserve airfare for 
non-employees? 

5. When reserving my rental 
car  the system said I was 
confirmed. Why did my 
reservation cancel?  

 
 



TTE FAQ Spotlight 
May 2015 

 
 

TABLE OF CONTENTS 
 

1. 0BWhat does a single line itinerary row error mean? How do I correct it? ................... 3 

2. How do I enter meals per diem? ................................................................................... 3 

3. How do I access training materials on the SAO website? .......................................... 3 

4. Can I reserve airfare for non-employees? ................................................................... 3 

5. 4BWhen reserving my rental car, the system said I was confirmed. Why did my 
reservation cancel? ................................................................................................................. 4 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 | P a g e                T e a m W o r k s  T r a v e l  &  E x p e n s e         Version Date:  05/11/2015 
                              State of Georgia                  
 
 
 



TTE FAQ Spotlight 
May 2015 

 
 

1. 0BWhat does a single line itinerary row error mean? How do I correct it? 

This error message means you didn’t complete a Travel Allowance Entry. Each Request for 
meals Per Diem (Travel Request) has at least two lines. If it does not, you will receive an 
error. To fix the problem, edit the incorrect entry. 

 
The following link is to a document detailing this issue available in the TTE Training Section 
of the SAO website: 

How to Fix a Single Line Itinerary Row Error for Travel Allowances 
 

Manual navigation details: 
www.sao.georgia.gov 
Select TeamWorks Travel and Expense Training from the Travel section 
Select How to Documents 

2. How do I enter meals per diem? 

The following are links to documents available in TTE Training Section of the SAO website 
detailing entering Travel Allowances which are meals per diem: 

How to Enter Travel Allowances – With an Overnight Stay 
How to Enter Travel Allowances – No Overnight Stay 

 
Manual navigation details: 

www.sao.georgia.gov 
Select TeamWorks Travel and Expense Training from the Travel section 
Select How to Documents 

3. How do I access training materials on the SAO website? 

Manual navigation details: 
www.sao.georgia.gov 
Select TeamWorks Travel and Expense Training from the Travel section 
 

From the TTE Training homepage you can: 

• Register for any of the monthly live training webinars 
• Test your PC, laptop or other device’s ability to connect to the TTE webinar platform 
• Troubleshoot webinar sound issues 
• Access How to Documents 
• Access Quick Look Documents 
• Access Reference Materials (such as the TTE System User Guide!!) 
• Access Mobile TTE information 
• Access Frequently Asked Questions (FAQ’s) 
• Access TTE Videos and Simulations 
• Access TTE Basic Training Webinar Series (pre-recorded training sessions) 

4. Can I reserve airfare for non-employees? 

No. Currently, you can only book travel for employees through the TTE system. 
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https://sao.georgia.gov/sites/sao.georgia.gov/files/related_files/site_page/How_to_fix_single_line_itinerary-_error-2015.pdf
http://www.sao.georgia.gov/
https://sao.georgia.gov/sites/sao.georgia.gov/files/related_files/site_page/How_To_EnterTravel_Allowances-Overnight_Stay_2015.pdf
https://sao.georgia.gov/sites/sao.georgia.gov/files/related_files/site_page/How_To_Enter_Travel_Allowances-No_Overnight_Stay-2015.pdf
http://www.sao.georgia.gov/
http://www.sao.georgia.gov/
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5. 4BWhen reserving my rental car, the system said I was confirmed. Why did my 
reservation cancel? 

When making ANY travel reservation you must go all the way to the Finished screen or the 
reservation will auto cancel. 
 
The steps in the reservation process are: 

1. Enter search criteria 
a. Select search type 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

b. Select vendor: 
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c. Search availability (car, hotel or air) 
2. Trip Summary: Select the car (air or hotel) from the results of the search criteria you 

entered 
 

 

3. Review and Reserve the car (air or hotel) 
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4. Travel Details  (Review) 
 

 

5. Trip Booking Information (Enter travel dates in Trip Name) 

 
 

6. Trip Confirmation   (Overview) 
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Expanded Note: 

 
 
If you do not click on Confirm Booking (or purchase ticket for air reservations) to go to the 
final step….your reservation will cancel!! 

7. Finished – you have not completed the reservation if you do not see the Finished 
screen: 
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6. What’s New in TTE 

E-Receipt Activation 
You may now activate e-receipts to automatically receive electronic receipts from 
participating vendors. 
 
Log in to TTE and go to the Profile Settings 
You can select E-Receipt Activation from the Other Settings on the left menu bar or from the 
shortcuts on the page: 
 

 
 
Simply click on the link to enable: 
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Once activated your profile displays: 

 
 
A new icon appears for any enabled credit card in your profile: 

 
 
You may turn off E-Receipts for linked credit cards by editing the credit card: 

 
If you want to completely opt out of any E-Receipt program participation AFTER you 
enabled it, please contact the TTE Help Desk at the SAO Customer Service Center. 

9 | P a g e                T e a m W o r k s  T r a v e l  &  E x p e n s e         Version Date:  05/11/2015 
                              State of Georgia                  
 
 
 


	1. 0BWhat does a single line itinerary row error mean? How do I correct it?
	1.
	1.
	1.
	2. How do I enter meals per diem?
	1.
	2.
	3.
	2.
	2.
	3. How do I access training materials on the SAO website?
	4. Can I reserve airfare for non-employees?
	5. 4BWhen reserving my rental car, the system said I was confirmed. Why did my reservation cancel?
	6. What’s New in TTE
	E-Receipt Activation


