
 
 

user instructions 
 

 

step one: registration 

 
In order to use the system you must first create a teppo account by completing a short registration form on 

www.teppo.co.uk by clicking on “create your teppo account now...” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Complete all sections of the registration form, registering with you work email and confirming whether you 

work for Stirling University. 

 

 



Once you have set up an account and every time you login you will come to your teppo home page which will 

look like this; 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

step two: add a business journey 

 

 
Using the top navigation click on “add a business journey” when you would like to plan your next business 
meeting / trip.  Then complete the following form. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



If you do not want to share, you have all done and no further action is required until after you have completed 

your trip to confirm that the trip was made and the number of miles travelled.  An email reminder will be sent 

to ask you to complete this process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

step three: sharing your journey 

 
When you have completed the journey form you will be asked whether you would like to search for similar 

journeys to see if it is possible to share, so that costs and carbon can be reduced.  Click on “search for similar 
journeys”. 
 

 

 

 

 

You will then be presented with other people undertaking similar journeys to see if sharing is possible. Click on 

“find out more” to see the details of the trip and make contact with the potential sharer. An email can then be 

sent direct to the person via their teppo account. (See below) 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



If there is no one that matches your requirements this screen will appear. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
You can then press on “adjusting your search options” to expand your search and re-search. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
If for example you originally said that you would ‘share by taxi’ you can expand your search to include people 
seeking or offering a lift as well. 

 

 

 

 

 

 

 

 

 

 



step four: completed journeys 
 

When you have completed your business trip you can either logon to the site and click on “home”, a reminder 
will also be sent to your work email to help you remember. 

 

 

 

 

 

 

 

Click to confirm that you “made journey” or that you “did not make journey”.  And complete the following 
form confirming method of transport used and how many miles were actually completed.  The system 

calculates this for you.  Then press “submit” and you are all done!   PLEASE NOTE A RETURN JOURNEY WILL BE 

LISTED AS TWO LEGS – SO YOU WILL BE REQUIRED TO COMPLETE BOTH, IN ORDER TO RECORD THE 

CORRECT MILEAGE. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



step four: completed journeys with via points 

 
If you made any detours on the either leg of the journey this can be record by dragging the purple line to 

anywhere you went away from the original route.  The system will automatically be able to record the 

difference in mileage for you. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

The new route and mileage can then be recorded by pressing submit. 

 

 

 



 step five: review all business trips 
 

You can review your journeys and how many miles have been completed on the “completed journeys” tab of 

the tool bar. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1) The completed journeys can be searched by date range using the ‘choose a date range’ section at the 
top of the page.   

2) Each journey can also be edited after completion, should this be required. 

3) If for any reason a journey was not recorded before it was undertaken it can be added retrospectively 

using the ‘add a missing journey’ tab. 
 

 

need help? contact teppo support 

 

Anytime you need some help with teppo simply click on ‘Contact teppo support’ at the 
bottom of any screen on the teppo website. 
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inbox: keeping in touch with potential sharers 

 

 
In the “Inbox” you can see your correspondence with people who are looking to share with. 
contacts: keeping in touch with potential sharers 

 
The contacts section remembers all the people you have got in touch with about sharing and who you have 

shared with in the past. 

 

 

 

 

 

 



settings: your personal information 

 
You can adjust your setting adding as much information as you like through the “settings” tab.  If you decide to 
add your postcode we would recommend that you use your work address, however this is not mandatory. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you wish to change your password, this can be done by press on “show advanced settings” at the bottom of 
the screen.    When you have finished changing / updating your settings press the “update my settings” tab to 

complete. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


