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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 joinwebinar.com, enter the 9 digit webinar 
code (listed next to webinar time) and enter your email address. Please use State issued email address 
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 
• Tue Oct 11 1:30-3pm 121-203-563 
• Tue Nov 1 1:30-3pm   865-037-163 
• Tue Dec 6 1:30-3pm   547-703-243 
• Tue Jan 3 1:30-3pm   735-504-083 
• Tue Feb 7 1:30-3pm   736-001-515 
 

• Tue Oct 18 10-11:30am   156-670-963 
• Tue Nov 8 10-11:30am   825-334-707 
• Tue Dec 13 10-11:30am 291-434-595 
• Tue Jan 17 10-11:30am   735-620-339 
• Tue Feb 14 10-11:30am   736-130-491 
 

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 

• Tue Oct 25 10-11:30am    155-723-803 

• Tue Nov 15 10-11:30am   803-903-619 

• Tue Dec 20 10-11:30am   735-319-403 

• Tue Jan 24 10-11:30am   735-708-355 

• Tue Feb 21 10-11:30am   738-725-811 

 

• Fri Oct 21 10-11:30am   133-440-363 

• Fri Nov 18 10-11:30am   738-274-771 

• Fri Dec16 10-11:30am    800-541-275 

• Fri Jan 27 10-11:30am   735-840-859 

• Fri Feb 24 10-11:30am   864-747-027 
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OR 

http://www.screencast.com/t/fgaWO40e19
http://www.screencast.com/t/TLSMI8hOKJ
http://www.screencast.com/t/TLSMI8hOKJ
http://www.screencast.com/t/pY9qeXLVJFF
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/7959470601379269634
https://attendee.gotowebinar.com/register/9064827235219468801
https://attendee.gotowebinar.com/register/4554144553943071234
https://attendee.gotowebinar.com/register/684163790846071554
https://attendee.gotowebinar.com/register/3691330291836788482
https://attendee.gotowebinar.com/register/2897794056121776642
https://attendee.gotowebinar.com/register/1033297215571671554
https://attendee.gotowebinar.com/register/3659854572468227330
https://attendee.gotowebinar.com/register/5967462297844633602
https://attendee.gotowebinar.com/register/1452953316103447554
https://attendee.gotowebinar.com/register/6441770721094980866
https://attendee.gotowebinar.com/register/870021937870219522
https://attendee.gotowebinar.com/register/1841427266870953730
https://attendee.gotowebinar.com/register/3559839696270988546
https://attendee.gotowebinar.com/register/6560855529215929090
https://attendee.gotowebinar.com/register/1082338730454329858
https://attendee.gotowebinar.com/register/4617649047028471554
https://attendee.gotowebinar.com/register/865903167312723458
https://attendee.gotowebinar.com/register/7227759908996871426
https://attendee.gotowebinar.com/register/6495220182595852290
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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 

Reporting Google Map Errors 
• Fri Oct 28 10-11:30am   153-639-691 
TBD 
• Tue Nov 22 10-11:30am   863-996-107   

  NONE 

• No December Spotlight Training 
TBD 

• Tue Jan 31 10-11:30am 735-876-779 
TBD 

• Tue Feb 28 10-11:30am 291-686-603 
 
 

• Tue Oct 11 10-11:30am 154-712-763 

• Tue Nov 1 10-11:30am   864-058-283 

• Tue Dec 6 10-11:30am   864-913-171 

• Tue Jan 3 10-11:30am    735-423-083 

• Tue Feb 7 10-11:30am   735-946-195 
 

 
 
 
 
 
 
 

 
 
 
 

 
 

  

Questions & Answers 
For: Any TTE User 

 

• TBD  

 

https://attendee.gotowebinar.com/register/5635045845656209410
https://attendee.gotowebinar.com/register/6916896085987155970
https://attendee.gotowebinar.com/register/3251307937424059394
https://attendee.gotowebinar.com/register/3483514897605803778
https://attendee.gotowebinar.com/register/3965549589064325634
https://attendee.gotowebinar.com/register/5591357852888956161
https://attendee.gotowebinar.com/register/5591357852888956161
https://attendee.gotowebinar.com/register/8565387272441969154
https://attendee.gotowebinar.com/register/1963177288926251778
https://attendee.gotowebinar.com/register/3733983646413089538
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