SAOQO Presents:

TeamWorks Travel & Expense Live Training Webinars

Click on a link to register for any of the UPCOMING Live TeamWorks Travel and Expense training webinars. You can log into
the Webinar from any PC or Laptop that plays sound and is connected to the Internet. Each session include demonstration and

a Question and Answer Period. If you enter your email address incorrectly you will not receive confirmations or follow-ups

NOTE: Pre-reqistration is required. Webinars with NO registrations indicated 1 hour prior to the scheduled start time will be
considered cancelled. Webinars with no participants logged on will be closed after 10-15 minutes.

NOTE: See the Webinar Connection tips if you have never attended a TTE SAO webinar

Getting Started: Managing the TTE
User Profile, Request and Cash
Advances

Prerequisite for: ALL TTE Users

Tue May 5 1:30 PM — 3:00 PM
Tue, Jun 2 1:30 PM - 3:00 PM
Tue, Jul 7 1:30 PM — 3:00 PM
Tue, Aug 4 1:30 PM — 3:00 PM

Expense Report Basics

For TTE users who have requests reservations,
requests, advances as well as meals, miles and
other expenses

e Tue May 19 10:00 AM - 11:30 AM
e Tue,Jun 16 10:00 AM —11:30 AM
e Tue,Jul2110:00 AM —11:30 AM
e Tue, August 18 10:00 AM - 11:30 AM

Spotlight Training

For: Any TTE User

Booking Travel in TTE

For: TTE Users who make air, car or hotel

reservations

Tue May 12 10:00 AM - 11:30 AM

Tue, Jun 9 10:00 AM-11:30 AM

Tue, Jul 14 10:00 AM —11:30 AM

Tue, Aug 11 10:00AM — 11:30 AM

Expense Report for Meals &

\WIIES

For TTE users reporting meals, personal car

mileage, rental cars and fuel only
Fri May 1 10:00 AM - 11:30 AM

Fri May 22 10:00 AM -11:30 AM

Fri, Jun 19 10:00 AM — 11:30 AM

Fri, Jul 24 10:00 AM — 11:30 PM

Fri, Aug 21 10:00 AM — 11:30 AM

Approver Basics

For: Managers/Supervisors who approve
Expense Reports and/or Requests

Meals Per Diem and Importing Available Expenses
e Fri Mayl 1:30 PM —3:00 PM
e Tue May?26 10:00 AM-11:30 AM
Changing Rental Car and Hotel Reservations

e TueJun2310:00 AM-—11:30 AM
e Tue,Jul 28 10:00 AM —11:30 PM
e Tue, Aug 25 10:00 AM —11:30 AM

Tue May 510:00 AM —11:00 AM

Tue, Jun 2 10:00 AM —11:00 AM

Tue, Jul 7 10:00 AM —11:00 AM

Tue, Aug 4 10:00 AM —11:00 AM

Visit the SAO Website or the TTE Training Portal to access 24 x 7 Self-Service Training Opportunities.



https://attendee.gotowebinar.com/register/990272212842788866
https://attendee.gotowebinar.com/register/973269366601250818
https://attendee.gotowebinar.com/register/6809480385476690433
https://attendee.gotowebinar.com/register/712232112137795330
https://attendee.gotowebinar.com/register/241317877350125570
https://attendee.gotowebinar.com/register/3329476605437061634
https://attendee.gotowebinar.com/register/6462419540063835138
https://attendee.gotowebinar.com/register/7818631948663425538
https://attendee.gotowebinar.com/register/4645158814772915202
https://attendee.gotowebinar.com/register/5013856950934238722
https://attendee.gotowebinar.com/register/7563063664922373122
https://attendee.gotowebinar.com/register/1027762262495649282
https://attendee.gotowebinar.com/register/1027762262495649282
https://attendee.gotowebinar.com/register/342892960587670530
https://attendee.gotowebinar.com/register/5691023071206484226
https://attendee.gotowebinar.com/register/3285911755721994754
https://attendee.gotowebinar.com/register/883914255741499906
https://attendee.gotowebinar.com/register/3869672165831553538
http://sao.georgia.gov/teamworks-travel-and-expense-training
http://www.concurtraining.com/customers/ga/
https://attendee.gotowebinar.com/register/62168950318810370
https://attendee.gotowebinar.com/register/1400447224647841282
https://attendee.gotowebinar.com/register/4190708670311447554
https://attendee.gotowebinar.com/register/1772758356124090626
https://attendee.gotowebinar.com/register/4449409461145048322
https://attendee.gotowebinar.com/register/9211146932562651137
https://attendee.gotowebinar.com/register/7664364969728289026

