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Concur Government Edition (CGE) Job Aid: Accessing a Document

Purpose: To provide a step-by-step guide to accessing a travel document
in CGE.

Audience: All Users

Instruction:

Screenshot:

Step 1: Log into AMS

Log into CGE via AMS using either your PIV
card or your network username and
password.

Note: AMS can be accessed through the
HHS intranet or the internet at
https://ams.hhs.gov
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Step 2: Select CGE
From the Home page of AMS select the
E-Travel link.
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Step 3: CGE Tabs

Documents can be accessed from:

The CGE Home tab

The Authorizations tab

The Vouchers page

The Approvals tab

Note: Only routing officials will see the
Approvals tab.

[ concur

Step 4: The CGE Home Page

The “I Want To...” section of the Home
Page offers quick links to view
Authorizations, view Vouchers, and
approve Authorizations and Vouchers.
Selecting any of these links will take you to
the corresponding pages of CGE.

I Want To...

+ Create or change a reservation
View authorization
e —

+ Create a new authorization

» Create an authorization from an Agent-booked trip

» Create a new voucher
« Edit my profile

@e authorizations and vouchers=y



https://ams.hhs.gov/

Instruction: Screenshot:
Step 5: The CGE Home Page Recent Authorizations View All Authorizations + Create New Authorization
The Home Page of CGE also contains 3 ™ name Type TA Num Description PNR# Ticket By 3::’:" ;‘:::“ped Per Diem Total Status IE"YU*
SeCtIOI’]S that allow you to access 2 Auth  TANUMOOBVY 02/25/2015 02/06/2015  NEW YORKNY 58625 CREATED
Auth  TANUMOO3TL  Trip from Baltimere to ASZLX5,264563083COUNT 12/07/2014 12/09/2014 01/23/2015 DENVER, CO 1442.65 SIGNED
documents: Denver
1) Th R t A th . t t 1 Tl'ip ADI‘IS = " from Baltimere te ASZLXS,264563083COUNT 12/07/2014 12/09/2014 (Q1/23/2015 DENVER, CO 1458.15 APPROVED
e Recent Authorizations section [ Tip Actions e
. TRIPO002HE ing Madrid LBCGM,GTO41M 29402403052 06/25/2014 08/23/2014 MADRID / MADRID, 263632 CREATED
contains the 5 most recently T Esp
. . View Associated Vouchers | o yoc o 291222 1721721 J )
Created Authorlzatlons. P — | by 09/22/2014 11/21/2014 aCfTOﬂfBOSTOV, 1475  CREATED
2) The Recent Vouchers section "
ecent Vouchers View All Vouchers + Create New Vioucher
Contalns the 5 mOSt recently Type TA Num Description PNR# Depart date  Last Stamped  Per Diem Total Status In Use By
created Vouchers. Vech  TANUMODZU4  Trip from Baltimere to Orlanda 02/10/2015 ORLANDO, FL 1475 SIGNED
Vch  TANUMOOLQS Trip to Boston GQLP45,G1PDDY 09/08/2014 BOSTON, MA 1376.52 CREATED
Vech  TANUMOOLFS Meeting in Boston RCSRPS,GOPGQD 09/08/2014 BOSTON, MA 14%8.86 CREATED
TANUMOO1ZM Demo Syracuse FF2176,44264651US4 09/16/2014  06/24/2014 SYRACUSE / SYRACUSE NY 161572 CREATED
To access any of these documents, select
the name Of the document In the Name TANUMOO023S  testing expenses Detroit GNYHCB 09/29/2014  07/02/2014 DETROIT / DETROIT, MI 81475 CREATED
column and then select either View or Edit
from the pop up window.
Step 5 (continued): The CGE Home Documents Awsaiting Action
Page In
- ) Depart Last Awaiting
3) The DOCUmentS Awaltlng ACtionS F Name Type TANum Description PNR# Ticket By date Stamped Per Diem Total Status Status :;e Traveler
section contains a list of the TRIPOD00KU Vch  TANUMOOIEO Meetingin  KORST4 08/23/2014 08/25/2014 0B/12/2014 DENVER/ 68455 CERTIFIED APPROVED  Frain,
.. -1 Denver DENVER, CO Suzanne
documents awaiting some type of - - e
. . ) 3 Test Defroit  JBOSLC GWOLQW MS756960 09/13/2014 09/15/2014 08/12/2014 DETROIT/ 218,05 CERTIFIEC APPROVED Frain,
action by the user. This might ' ment Actions DETROM, MI Suzene
include signing one of your own TRIP000245 e g esting 09/15/2014 08/12/2014 DENVER/ 1475 (CERTIFIED APPROVED Frain,

. . 4 Cancellatons DENVER, CO Suzanne
dOCUmentS or reVlerng a TRIPOOOIFK Auth TANUMOO1SL 08/15/2014 10/26/2014 RES:,/ 1191.25 CERTIFIED APPROVED Frain,
document created by another B! SEATILEWA Suzanne
user. TO access these dOCUmentS, TRIPOOOIRF Auth  TANUMOO24F 08/18/2014 10/26/2014 SAVANNAHGA 43475 CERTIFIED APPROVED ;Le_\;,me
select the name of the document
in the Name column and select
View Approval. This will take you
to the corresponding page where
the document is located.

Step 6: The Authorizations Page
To access an Authorization from the CONCUR
Authorizations page, select the
Authorizations tab at the top of the screen Home Travel [ Authorizations I Vouchers  Approvals
and then select View Authorizations. v Authorizations | New Authorization  Search Authornizations
Step 7: The Authorizations Page Authorizations
From the list of Authorizations, locate the S
document you want to access. Documents
. N: T TAN Trip N; PNR# Ticket B Depart Date ¥
can be sorted by selecting any of the e e e el
. . TRIPOOOIXK  Auth TANUMO029U  Trip from Atlanta to Miam EADLZJ,03012594U56 05/23/2015  05/25/2015
column headers, i.e. Trip Name. Select the THPOOIE  Acth  TANUMOODF  Trip from Washington fo Ft Lauderdaie QUZACA GAMZ160164 05/07/2015
document from the Name column. Then QRGOS Acions for TRIPII0 1P [SuEeaies

select either Open Document or Review
Document from the pop up window. If you
want to edit the document be sure to
select Open Document.

Note: If the document has already been
approved, you will be prompted to amend
the document.

QOpen Document ip from Atlanta to Ft Lauderdale

wnkk
Copy Document
Delete Document

Auth

rip from Atlanta to Ft Lauderdale

ip from Washington to Miami

TRIPODO1RS
TRIPO0OLKC
TRIPO00IGU

rip from Atlanta to Ft Lauderdale
rip from Minneapolis St Paul Intl, Minneapolis/St. Paul, MN to Miami Inti, Miami, FL

TANU

Trip from Albuquerque to Ft Lauderdale

THMZBF,04025049U50 04/20/2015
THMZEF, 04025049U50

GWERVD,G4563993202
GGIVGD,GET5LT




Instruction:

Screenshot:

Step 8: The Vouchers Page

The process for accessing a document from
the Vouchers page is the same as accessing
from the Authorizations page. Follow steps
6 and 7 above.

CONCUR
Authorizations Approvals

New Voucher

Travel

Home

Search Vouchers

Step 9: The Approvals Page

To access documents that are awaiting
your approval, select the Approvals tab
and select Approve All. To narrow your
search, select Approve Authorizations or
Approve Vouchers.

CONCUR
Authorizations  Vouchers Reporting

Approve Authorizations

Travel

Home

Approve Vouchers  Search Previous Approvals

Step 10: Document Awaiting Approval | serncriteis
. [] Restrict to Complete Documents [] Restrict to Cross Funded Documents Search By| Days in Queue [ 7] Search Days in Queue Refresh Document List
Narrow your document search with the totbamn o ’
Search By drop down to search by Days in
) Select Viewed Document XFund  TripName  PNR# TicketBy DepDate  Traveler ~ InUse  LastStamped  Awaiting Status
Queue, Traveler’'s Name, etc. T firr T frem
Select the name of the document in the e e e e e e
Document Column and then Select Adjust TRIPDODALN w no 3/17/15 Butler, Gail 02/13/15 CERTIFIED
TRIPODO1RU no - c, 10/26/14
Document to open.
TRIPOODIWG  Auth TANUMO029) no 8/13/14 ;:z‘zrrre 10/26/14 CERTIFIED
Step 11: Previous]y Approved Homs  Travel Authorizations  Vouchers Reporting  Administration  Profils
------
Documents
To access documents that have already .
i Search Previous Approvals

been approved, select Search Previous e
Approvals. Search for a document by TANUM
Se|eCtIng a TAN UM, Document Name' Restrict to Cross Funded Documents Sort Order| Dep date | ™ Refresh Document Us!i
Traveler Name, or Date Range in the

. Control Number XFund Trip Name Dep Date Traveler
Search by field. e
Step 11 (contlnued): Pre‘"ous'y Search Previous Approvals
Approved Documents Search Criteria

. . . Search by | TanuM =] TaNuM

Enter in the search criteria and then select Raewit o Commpei Dooumants B Rasiite Eroo Fanded Deommants SortOnderoep dne [5]
Refresh Document List. The document/s List of Documents _
will appear in the List of Documents. Select n.o?m.m.t .ﬁ.cﬂm for TRIPODO3LT XFund Trip Name Dwm Traveler

the name of the document and then select
either Preview Document (for a printed
version), or Review Document.

You have successfully accessed a document in CGE!






