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 On Demand  Training 
Required for ALL TTE Users: Required if your Agency uses TTE Request 

and/or Cash Advances in TTE: 
Click on a link to register and immediately view On Demand Training. Your registration is recorded 
and reported to your agency. Register with your state email address to receive credit for viewing On 
Demand Training. 

• Accessing TTE Help on the SAO Website   • Creating a Request for Travel in TTE 
• Creating a Cash Advance in TTE 

Live Webinars 
Log into the Webinar from any PC or Laptop that plays sound and is connected to the Internet. Each 
session includes a demonstration and a Question and Answer Period. If you enter your email address 
incorrectly you will not receive confirmations or follow-ups. Registration and attendance is reported to 
your agency. 

If you lose your confirmation or do not receive one go to www.joinwebinar.com, enter the 9 digit 
webinar code (listed next to webinar time) and enter your email address. Please use state issued 
email to ensure we can report your attendance. 
 
NOTE: Registration is required.   NOTE: Go to Test Your Connection and click on the test link to make 
sure your PC can access our webinar platform any time PRIOR to the webinar.  

Getting Started: Managing the TTE 
User Profile  

Prerequisite for: ALL TTE Users 

Booking Travel in TTE 
For: TTE Users who make air, car or hotel 

reservations 
• Mon Apr 18 1:30-3pm 151-612-451 
• Tue Apr 26 1:30-3:00pm  128-968-267 
• Tue May 3 1:30-3:00pm   154-643-003 
• Mon May 9 1:30-3:00pm   130-023-251 
• Tue Jun 7 1:30-3pm   119-697-899 
• Tue Jul 5 1:30-3pm    155-552-243 

• Tue Apr 12 10-11:30am  146-298-635 
• Wed Apr 27 10-11:30am  119-857-907 
• Wed May 4 10-11:30am   158-898-307 
• Tue May 10 10-11:30am   147-582-643 
• Tue Jun 14 10-11:30am   136-764-659 
• Tue Jul 12 10-11:30am   100-370-539 

Expense Report Basics 
 For TTE users reporting requests, 
air/car/hotel TTE reservation expenses, 
cash advances, allocations meals, 
personal car mileage and other expenses 

Expense Report for Meals & Miles 
For TTE users reporting meals, personal 
car mileage, hotel with no TTE 
reservation (direct bill or conference 
hotel), tolls, parking, receipts 

• Wed Apr 13 1:30-3pm   130-863-547 
• Tue Apr 26 10-11:30am 135-918-411 
• Thu May 5 10-11:30am 149-437-363 
• Wed May 11 1:30-3:30pm 133-904-643 
• Tue May 17 10-11:30am 102-366-731 
• Tue Jun 21 10-11:30am   102-793-315 
• Tue Jul 19 10-11:30am   103-640-779 

• Fri Apr 29 10-11:30am  102-519-611 
• Fri May 6 10-11:30am 156-862-555 
• Thu May 12 10-11:30pm 135-321-075 
• Fri May 20 10-11:30am 105-389-243 
• Fri Jun 24 10-11:30am   105-684-763 
• Fri Jul 22 10-11:30am   106-247-507 

  
State Accounting Office 

 TeamWorks Travel & Expense  
  

  Training Registration – April-July 
 

OR 

http://www.screencast.com/t/EXEXZL6meMF
http://www.screencast.com/t/h3H17qeUI3
http://www.screencast.com/t/h3H17qeUI3
http://www.screencast.com/t/Uek1DAeTw34
http://www.joinwebinar.com/
http://sao.georgia.gov/sites/sao.georgia.gov/files/related_files/site_page/Webinar_Connection_Tips.pdf
https://attendee.gotowebinar.com/register/7818297704756044546
https://attendee.gotowebinar.com/register/42624040319826690
https://attendee.gotowebinar.com/register/4349645282294248193
https://attendee.gotowebinar.com/register/2013652564736205314
https://attendee.gotowebinar.com/register/8012879376463023106
https://attendee.gotowebinar.com/register/8012879376463023106
https://attendee.gotowebinar.com/register/7128168340289355010
https://attendee.gotowebinar.com/register/8583244435133633793
https://attendee.gotowebinar.com/register/5301941099205777419
https://attendee.gotowebinar.com/register/3714142954604239627
https://attendee.gotowebinar.com/register/3430610791636823554
https://attendee.gotowebinar.com/register/1257399671058497282
https://attendee.gotowebinar.com/register/7405466272326133506
https://attendee.gotowebinar.com/register/7564456753786131458
https://attendee.gotowebinar.com/register/4069153267810918145
https://attendee.gotowebinar.com/register/658463801572916235
https://attendee.gotowebinar.com/register/5408299057983862027
https://attendee.gotowebinar.com/register/155354768492150530
https://attendee.gotowebinar.com/register/3211853057686195970
https://attendee.gotowebinar.com/register/2873889571586924802
https://attendee.gotowebinar.com/register/5488246746293081601
https://attendee.gotowebinar.com/register/6056233563650917643
https://attendee.gotowebinar.com/register/4540729408087723777
https://attendee.gotowebinar.com/register/196539175533812994
https://attendee.gotowebinar.com/register/2546018502719063810
https://attendee.gotowebinar.com/register/7513375642011068418
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Spotlight Training 
For: Any TTE User – 1 or 2 functions in TTE 
will be the focus of the entire webinar. 
Topics will vary. 

Approver Basics 
For: TTE Managers/Supervisors who 
approve Expense Reports, Cash 
Advances  and/or Requests 

Enter Meals Per Diem 
• Tue, Apr 28 10-11:30am  111-479-803 
Change or Delete a TTE Travel Reservation  
• Tue, May 24 10-11:30am   107-716-843 
Exceptions and Error Messages in TTE 
• Tue Jun 28 10-11:30am   108-377-099 

  Submit a Report to an Alternate Approver 
• Tue Jul 26 10-11:30am   108-315-083 

• Fri Apr 29 1:30-3:00pm 123-483-523 
• Tue May 3 10-11:30am 125-281-155 
• Wed  May 18 10-11:30am 126-185-483 
• Tue Jun 7 10-11:30am    116-556-051 
• Tue Jul 5  10-11:30am   123-498-355 

 
 
 
 
 
 
 

 
 
 
 

 
 

  

Questions & Answers 
For: Any TTE User 

 

• Tue May 10 1:30-3 pm  134-053-147   
• Fri May 20 1:30-3pm   145-450-051 

 

 

https://attendee.gotowebinar.com/register/8692010325607567362
https://attendee.gotowebinar.com/register/8692010325607567362
https://attendee.gotowebinar.com/register/1344179725792493314
https://attendee.gotowebinar.com/register/6882188897458382594
https://attendee.gotowebinar.com/register/7174879992283990530
https://attendee.gotowebinar.com/register/8576113003884598786
https://attendee.gotowebinar.com/register/916020002331990274
https://attendee.gotowebinar.com/register/8425234719786316802
https://attendee.gotowebinar.com/register/7806777021348286978
https://attendee.gotowebinar.com/register/3570447779969217538
https://attendee.gotowebinar.com/register/8866013538199958539
https://attendee.gotowebinar.com/register/2830951443500279051
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