\

Concur Government Edition (CGE) Job Aid: Reviewing and Approving a
Travel Document-Summary View Process.

Purpose: To provide a step-by-step guide to reviewing and approving an

Authorization or Voucher from a summary review page. This process
allows you to stamp the document without making an adjustment to the
document.

Audience: Approving/Routing Officials

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

HHS gov

Login Methods to AMS

HSPD-12 Access Cards ?

Tngart your HSPD- 12
Access Card in your
smart card reader before
you try te bagn.

Step 2: Open CGE
From the Home page of AMS select the
E-Travel link.

Network Credentials ?

Appbas ta: ACF, ACL, AMRG, COC/ATSDR, CMS,
HRSA, IH5, NIH, OIG, 05, PSC, SAMHSA

AMS Credentials ?

AMS Ugamama:

AMS Password:

1

Salact OpDiv: m
Hetwork g Lealn
Firsk=time AMS User?

EIgok AMS Lisernams?
Ecrgok AMS Password?

Step 3: Select Approvals Tab

From the Home Page of CGE, select the
Approvals tab to view all documents
awaiting your approval.

CONCUR

Home | Travel Authorizations Vouchers | Approvals | Reporting  Profile

Step 4: Identify Document

Identify the travel document that you need
to approve by either the Document Name
or the Control Number/TANUM. Notice the
Awaiting Status column on the right. This
indicates the next stamp to be applied to
the document. Select the Document Name.

List of Documents
Search Previous Approvals

Select Viewed Document Type

TRIPOD!

TRIPODOLYQ  Auth

‘Control Number

XFund Trip Name PNR #

Trip from
Baltimore to
New Orleans

VSMUIO

TANUMOQO2BC no

Ticket By

06/06/15

DepDate  Traveler

o605 A
Suzanne

Frain,

09/09/14
Suzanne

In Use

Last Stamped

Awaiting Status

03/17115 APPROVED

03/12115

APPROVED
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https://ams.hhs.gov/

Instruction: Screenshot:

Step 5: Select Review Document Actions for TRIPODODENI
In the “Actions for...” pop up window, Review Document
select Review Document to see a summary —
page of the travel document.

Preview Docurment

View/Change Reservations

Note: The View/Change Reservation link Adjust Document
will allow you to check for any policy Clase

violations on the travel reservation.

Step 6: Review Document

The Document Information section
provides detail on the purpose and Document Summary for TRIPO0OBNI
location of the trip.

v
. . . Document ™ TANUM: TANUMOODNH ~ Currency: U.S. Dollar Type: SINGLE TRIP Purpose: MISSION (OPERATION
The Reservation Details section allows you T —
to see the air, lodging, and rental car that Lozation Purpose M Lotion From To Per Diem Rates
: : MISSION (OPERATIONAL) NEW ORLEANS, LA 06/08/15 06/11/15 151,00/ 71.00 (D1/01/15-06/30/15)
have been booked for this trip. ! ! '
Document
Select the Scro” bar to see more. e Meeting in New Orleans with program director
Trip L]
@ Reservation Details PNR Status: BOOKED
Reservation Type Vendor/Carrier Last Date to Ticket Cost  Lodging Location Ticket #/Res.#  Date & Time Emissions Traveler
_ Embassy Suites New Orleans - Cenvention
LODGE Embassy Suites 00 Center 1000046329 N/A Suzanne Patricia Frain
Mew Orleans, LA o
American 6/6/2015 £:31:00 AM . - P 06/08/2015  416.670013 . 7~
COMM-CARR Airfines. 369.20 1000046329 0831 bs CO2 Suzanne Patricia Frail
COMM-carR TN 0.00 Suzanne Patricia Frain
Al es
American 6/6/2015 £:31:00 AM - P 06/11/2015  142.330002 . 7~
COMM-CARR Airfines. 5T 0.00 1000046329 17:50 bs CO2 Suzanne Patricia Frail

Step 7: Review Document Continued (§- Expense Details ) Total Per Diem Expenses: 686,50 Total Non-Per Diem Expenses: 43625

The EXpenSE Details SeCtion displays a” Of il ™ pate Source Expense Description Expense Category Cost  Payment Method PerDiem
the expenses that have been applied to the o3z/2018 TO¥ Voucher Fe TAV EP-C
document such as fees and per diem. 03/12/2015 Travel Fee TMC FEE 730 CPRCETRALY
H Comment: OTRS Domestic-Intl w-Air-Rail
Select the scroll bar to continue. o ‘ \ - EE
06/08/2015 Airfare COM.CARR. 369.20 BILLEDACCT
06/08/2015 Hotel Tax LODGING MISC 15.00 ZCE‘:R';A"I‘EL
0€/08/2015 Lodging LODGING 146.00 :CB:';‘;RAVEL Yes
Comment: Conf Num: 86425015 Cmt:
0€/08/2015 M&IE ME&IE 53.25 PERSONAL Yes
Step 8: Review Document continued e |
The Receipts section contains any receipts
or documentation that has been attached foper e Alevenes o
. . Details Edit D Per Diem Rate  Ldg Cost Ldg Allowed ME&E Cost M&IE Allowed  Spec B L D Conf%
to the document. Select the View Receipts Py e o0 L4600 o sa2s
link to see attachments. L] 06/09/15 71.00 146.00 7100
. . >} 06/10/15 146.00 71.00
The Per Diem Allowances section shows ° I oo oo
the per diem for this TDY.
The Accounting Details section displays the Accountig Tota i
line(s) of accounting that will be used to e Seremacee S
HHSX raini 2015/1234563/21100 112275 100.00 %
fund the trip.
The Advance Details section allows you to TR o0
. Date Type Amount LOA - Classification Code Immediate Release
see if an advance has been requested for

the Traveler.
Select the scroll bar to continue.
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Instruction:

Screenshot:

Step 9: Review Document continued No Specal Authorzations A
The Exceptions section will display any Clieramontio e
.iftems Ou;Side the norm, €.g., non-contract Traveler ID: 164132137431 Traveler Name:  Suzanne Frain Organization: ~ HHSX
are used.
The Traveler Details section displays the Total Reimbursable: 73150
name, ID, and Org of the Traveler. EDt's:::“"e“”“* f’l“"““‘
The Total Details section shows the sovance R 000
estimated cost of the trip as well as any
requested advance.
The Document Status section shows the :::m"t fowing — Love '
current status, or last stamp to be applied Brian Summers APPROVED 2
to the document. It also shows the zta ifﬁ?“i
awaiting status, or next stamp to apply,
and the routing officials that can apply that
stamp.
Select the scroll bar to continue.
Step 10: Review Document continued | @ament Hister>
The Document History section displays a mmm S T e
complete history of this document Status Name Remaris Reasan Desc

including any adjustments, reservation
updates, and stamps applied.
Select the scroll bar to continue.

Date/Time

ADJUSTED Summers, Brian James  **AUTO SIGNATURE

**AUTO SIGNATURE WAS APPLIED**

WAS APPLIED™

ADJUSTED Frain, Suzanne Patricia

RESERVATION CHANGES Travel Auto Update Auto-updated from reservation

RESERVATIONS UPDATED  Travel Auto Update Auto-updated from reservation - Reservations updates for tripnum 1

ADIUSTED Travel Auto Update Auto-updated from reservation

RESERVATION CHANGES Travel Auto Update Auto-updated from reservation

RESERVATIONS UPDATED Travel Auto Update Auto-updated from reservation - Reservations updates for tripnum 1

ADJUSTED Travel Auto Update Auto-updated from reservation

SIGNED Frain, Suzanne Patricia ~ **AUTO SIGNATURE WAS APPLIED*

RESERVATIONS UPDATED Suzanne Frain Auto-updated from reservation - Reservations updates for tripnum 1

CREATED Frain, Suzanne Patricia  NEW DOCUMENT TRIPOOOBNI (TANUMOODNH)

Step 11: Review Document continued
The Document Adjustments section shows
the history of adjustments made on the
document.

The Trip Comments section displays
comments added by the Preparer or
Traveler.

Time Adjustor Remarks
1:13PM Brian Summers **

11:12AM Suzanne Frain

1:24PM Suzanne Frain

1:23PM Travel Auto Update

1:23PM Travel Aute Update

1L:34AM Frain, Suzanne Patricia

View Comment History

Step 12: Close Review Window

When you have finished your review of the
document, select the red X in the upper
right to close the window.

{22 TAVS Document Details - Internet Explorer

| @ https://seagpltmwtld concursolutions.com/cgi-bin/wspd_cgi.sh/WService=tf
= z =

28-14A4-4B89-9735-DIE524629D2F Bipassed @
,,,,,,,, X 1

review/rframe2.v

Step 13: Stamp Document

Now that you have reviewed the
document, the status in the Viewed
column changes to Yes. Select the radio
button in the Select column and then
select the Pre-Audit and Stamp Selected
Document button in the upper right to
begin stamping the document.

Route & Review Documents Fokd Sedested Decumentis) | Pre-tusbl Selested Devermertis] | Pre-

. QuRcx 1

Search Criteria

Rty

o Compleie Documents. (] Resirict b0 Crons Funded Docmments  Seauch iy G n Guese

Rudrnch Document Lict :
List of Documents
Sefect Viewed Document Type Control Number WFund

TipHame PR&s  TicketBy DepDste  Trwelr  Inlse  LstStamped  Awaing Stahws  DaysinQueve = TotalCost  NetioTrw  Actsal Adv
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Instruction:

Screenshot:

Step 14: Review Pre-Audit Results
Check for any failed pre-audits.

Select the Continue Signing Document
button.

Note: The Review page does not display
justifications for the failed pre-audits. To
see justifications, either adjust the
document per the link on Step 5 or see the
email notification for this document.

Pre-Audit Results

er QUILK TP

T Dovement

Clesie Pre Aurbt Rrossts, | Comtirur Sigrieg Clotumendls

Step 15: Stamp Document

The Status to Apply field indicates that the
next stamp to apply to the document is the
one that appears in the Awaiting Status
column. Select the Stamp Document
button to continue.

Note: If, for some reason, you need to
return this document to the Traveler or
Preparer, select the Status to Apply drop
down arrow and choose the RETURNED
stamp. Then choose a reason in the Reason
drop down menu.

Document Stamping
&

Remarks

Cumantly Ssbected Docsmants

e

n-.m ot Cont

Canel | 2“5"_"_‘."_@’"&"51 _Stams Decuments

et e Traw. Aetust A Computed Adv

Step 16: Close Document
Select the Close Stamping Log Screen to
finalize.

Document Stamping Log

QUICK TIP

L)
hese are the documents you have just stamped and the sta

Stamped Documents

Type

Auth

Close Stamping Log Seraen

Results

You have successfully reviewed and approved a travel document in CGE!
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