
Concur Government Edition (CGE) Job Aid: Booking Travel with Multiple 
Temporary Duty (TDY) Locations 

Purpose: To provide a step-by-step guide to booking a travel reservation 
for multiple locations in CGE. 

Audience: Travelers and Preparers 

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 via the internet at 
https://ams.hhs.gov 

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

Step 3: Select Traveler 
If you are a Preparer, select the Traveler 
from the “You are administering travel for” 
field by selecting the drop down arrow or 
the Search button. Locate the Traveler and 
select the name. 

Step 4: Select Travel Tab 
From the CGE Home page, select the 
Travel tab. 
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Instruction: Screenshot: 
Step 5: Select Multi-Segment 
Select the radio button next to Multi-
Segment. This will create multiple TDY 
fields in the search criteria section of CGE. 

Step 6: Enter First TDY 
Enter the first TDY location by either 
searching for an agency location or by 
typing in the city or address as a reference 
point. Then select the Find Location button 
and verify the TDY. 
Be sure that the TDY Per Diem Location 
field shows the correct location for your 
mission. You can change the Per Diem 
location by selecting the drop down arrow 
and choosing another location. 
Enter the departure airport or city in the 
Departure City field. 
Enter the departure date in the Departure 
field. Change the search times as needed. 
If a car is required, select the check box 
next to “Pick-up/Drop-off car at airport”. 
To search for a hotel, select the check box 
next to “Find a Hotel” and choose your 
hotel search criteria. You can search for a 
hotel near an airport, a specific address, 
the agency location, or a reference 
point/zip code. 
Step 7: Enter Next TDY 
Scroll down to the next TDY field and enter 
in the search criteria for the 2nd TDY 
location. Be sure to adjust the departure 
date as needed. Check the rental car and 
hotel check boxes as needed. 
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Instruction: Screenshot: 
Step 8: Enter Final Destination Airport 
To add additional TDYs, select the “Add 
segment” link and continue to add the TDY 
and search criteria as above. 
If this is the final destination, leave the TDY 
fields blank and enter the arrival airport in 
the Arrival City field. 
Adjust the departure date as needed. 
When all of the search criteria have been 
entered for all TDY locations, select the 
Search button. 

Step 9: Verify Final Destination 
Verify the end point of the trip and select 
the OK button. 

Step 10: Select Flights 
Select the Fares button next to the 
appropriate flights. Note that each 
selection contains the departure and 
arrival times for each leg of the trip. 
The green Fares button represent the 
government contracted rates and should 
be chosen whenever available. 

Step 11: Reserve Flight 
From the flight details window, select the 
radio button below the airfare. 
Govt. Contract Discounted (Refundable) 
fares should be chosen whenever 
available. 
Select “Reserve” to choose this fare. 
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Instruction: Screenshot: 
Step 12: Choose Payment Type 

On the Trip Payment Information page, 
choose the appropriate payment method 
for your OpDiv/StaffDiv from the drop 
down menu and then select the Next 
button. 

Step 13: Reserve Car for First TDY 
Scroll down to see a list of car vendors for 
this TDY. Select the car by selecting the 
Reserve button next to the appropriate 
car. 
Government rates should be chosen when 
available. 

Step 14: Select Hotel for First TDY 
From the list of hotels for this TDY location, 
select the “choose room” link to see the 
available rates. 

Step 15: Reserve Room 
Select the radio button next to the rate 
and then select the Reserve button to 
reserve this room rate. 
Note: FedRooms rates should be chosen 
when available. 

Step 16: Review Hotel Details 
Read the hotel rate details and 
cancellation policy and select the box next 
to “I agree to the hotel’s rate rules, 
restrictions, and/or cancellation policy.” 
Then select the Continue button. 
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Instruction: Screenshot: 
Step 17: Reserve Car for Second TDY 
Scroll down to see a list of car vendors for 
the next TDY location. Select the car by 
selecting the Reserve button next to the 
appropriate car. 

Step 18: Select Hotel for Second TDY 
From the list of hotels for the next TDY 
location, select the “choose room” link to 
see the available rates. 

Step 19: Reserve Room 
Select the radio button next to the rate 
and then select the Reserve button to 
reserve this room rate. 

Step 20: Review Hotel Details 
Read the hotel rate details and 
cancellation policy and select the box next 
to “I agree to the hotel’s rate rules, 
restrictions, and/or cancellation policy.” 
Then select the Continue button. 
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Instruction: Screenshot: 
Step 21: Review Itinerary 
From the Travel Details page, review all of 
your reservations before confirming. 
Notice the ticketing date and cancellation 
information in the center of the Trip 
Overview section. 
Scroll to the bottom of the page to review 
all of your choices. 
To make any changes, select the “Change” 
link for that segment of the reservation. To 
cancel part of your reservation, select the 
“Cancel” link next to that segment of the 
reservation. 

Step 22: Select Next 
Scroll to the end of the page. If everything 
is in order, select the Next button to 
continue. 

Step 23: Update Booking Information 
Enter a short description of the trip in the 
Trip Name field. This will help you identify 
the trip and the Authorization from the 
Home Page of CGE. 
Note: Only enter a comment for the travel 
agent when necessary as this will incur an 
additional fee. 
Select the Next button to continue. 
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Instruction: Screenshot: 
Step 24: Confirm Itinerary 
Review the trip details once more on the 
Trip Confirmation page before booking. 
Scroll to the bottom of the page to review 
each segment of the trip. 

Step 25: Confirm Booking 
At the bottom of the Trip Confirmation 
page, select the Confirm Booking button to 
finalize the reservations. 

Step 26: Verify Locations 
CGE will automatically create the 
Authorization based on the reservations. 
From the Summary page, verify the TDY 
locations in the Locations column under 
Document Information. 

You have successfully booked travel for multiple locations in CGE! 
To continue with the Authorization, see the job aid “Creating an Authorization from a Travel Reservation.” 

Booking Multiple TDYs Version 1.0 7   
 

   
  

 
 

  
 

 
 

  
  

 
   

 
  

 
 

  
 
 

 
 

    
  

 


