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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

Improving the health ety and well-being of America
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Login Methods to AMS

HSPD-12 Access Cards ?

Insert your HSPD-12
Accass Card in your
smart card reader before
you try to login,

Network Credentials ? AMS Credentials 7

Applies to: ACF, ACL, AHRQ, CDC/ATSDR, CMS, AMS Usernama:

HRSA, IHS, NIH, OIG, 05, PSC, SAMHSA

AME Password: 1
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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: 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

4

You are administering travel for: JiS
Chapman, Janelle
Jackson, Bob

[
the Search button. Locate the Traveler and {Nugent. Paul w
select the name.
Step 4: Select Travel Tab
From the CGE Home page, select the CONCUR
Travel tab.
Home Authorizations  Vouchers  Approvals

Booking Multiple TDYs Version 1.0



https://ams.hhs.gov

Instruction: Screenshot:

Step 5: Select Multi-Segment Air/Rail || Car | Hotel || Rail | Flight Status
Select the radio button next to Multi-

Segment. This will create multiple TDY
fields in the search criteria section of CGE. O Round Trip -SZIZS-Orewam'-SegTert

Test text

Step 6: Enter First TDY

Temporary Duty Location

Enter the first TDY location by either Oagency Location ®Reference point Help i

searching for an agency location or by 3 200 o Miaadia, LA

typing in the city or address as a reference Chicago, 1L, UsA

point. Then select the Find Location button | Find Location |
and Verify the TDY. TDY Per Diem Location [Required]

Be sure that the TDY Per Diem Location [cicaco - coox couny ]
field shows the correct location for your

mission. You can change the Per Diem Repaue g

location by selecting the drop down arrow | | [zstington 0c- Wasningten Ares Arports |

Arrival City

|DRD - O'Hare Intl Arpt - Chicago, IL

and choosing another location.
Enter the departure airport or city in the

. . Departure )
Departure City field. [os/12/2015 J[aepart V][os00am V][5 V] o
Enter the departure date in the Departure | ... /000 o cor ot cirort
field. Change the search times as needed. Erind 2 Hote
If a car is required, select the check box Find hotels within 5| Distance Unitsmiles "] of

next to “Pick-up/Drop-off car at airport”. Address
To search for a hotel, select the check box

“es ” nce Point / Zip Code
next to “Find a Hotel” and choose your 2. "Stotue of Liberty. ‘0210 or ‘Alexandria, VA’
hotel search criteria. You can search for a |chicago, 1L usa |
hotel near an airport, a specific address, [ with names containing: |
the agency location, or a reference
point/zip code.

\gency Locatio Reference Point / Zip Code

Temporary Duty Location

Step 7: Enter Next TDY @reterence pont Heip

Scroll down to the next TDY field andenter | |\~ =~ " .

in the search criteria for the 2nd TDY [icansas city, mo, usa

location. Be sure to adjust the departure ——
date as needed. Check the rental car and
hotel check boxes as needed.

\gency Locat

TDY Per Diem Location [Reguired]

| kansas aTy -- JACKSON COUNTY v|
Departure C':-,-m

|oRD - O'Hare Intl Arpt - Chicago, 1L |
Arrival City )

|MCI - Kansas City Intl - Kansas City, MO

Departure [}

|osr6/2015 [[depart W[03:00 pm V|[£3 | o

mF":<-_p.-"D'cs-cl'-' car at airport

F'rd a Hotel
Distance l..'"its of

Find hotels within

Caimport
ference Point / Zip Code

d Code

g shglye ot ket S0210 or Alexgndrg LA

[ ¥ansas City, MO, UsA |

D With names containing: |
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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.

rTemporary Duty Locatio
{_Ingency Location (®Reference point Help 1)

&g Statue of Liberty', "80210" or ‘Alexandria, VA

Find Location

TDY Per Diem Location [Reguired]

| v
Departure City i)

|MCI - Kansas City Intl - Kansas City, MO

Arrival City g
IDCA - Ronald Reagan Mational Arpt - Washington, DC I
Departure [z)

08/18/2015 |[depart |[03:00 pm V][ 23 V| o

D Pick-up/Drop-off car at ainport
[ Find a Hotel

Class of Service: [F7]

O) Schedule

Search flights by ® Price (

=]

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

”_"‘I Your trip will end at WAS - Washington Area Airports - Washington, DC.

Press "OK" to continue or "Cancel” to make changes,

Lo ||

Cancel

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.

Price Carrier Depart Amive Stops Duration
1 . 1:07 2h 7
Starting From: ===,  American Airlines* DCA -4:‘.06 pm — ORD Gi? pm 0 2n7m
$474.30 United ORD 05:40pm = MO 07:12pm 0 1h32m
n McI 1255pm -, DCA 0417pm 0 2h22m
! Operated by US Airways
Compare + @GGQ ﬂ R More like this + Show fares @
e DCA 1200pm _, ORD 0L07pm 0 2h7m
ot ==, American Airlines - e . <
: United ORD 05:40pm = MO 07:12pm 0 1h32m
ma 0s20pm _, DCA 0348pm 0 2h 28m
Compare + ”’5\“““‘7\‘:! ﬂ R Mare like this + Show fares @

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.

Govt. Contract | Govt. Contract

Discounted {Refundable)
(Refundable) $565.30

£474.30 O

American Airlines - (Apclla)
Fare Rules
Ticket is refundable
United - (Apallo)
Fare Rules
Ticket is refundable

GSA Information
Limited capacity Government Contracted Fare
This contract fare, if domestic, includes all existing Federal, State, and local taxes, as well as airpart
maintenance fees and other administrative fees. [t does not include fees such as passenger facility
charges, segment fees, and passenger security service fees. If international, this fare is exclusive of
taxes and fees, but indusive of fuel surcharge fees.

View more fares

Reserve

Frequent Flyer Programs] Mo Program selected | for American Airlines flights
+ Add 3 Program Mo Program selected | for United flights

Hide fares @
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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.

Trip Payment Information

i fedit card
HHS Test CBA* (...4411) b

CBAs are indicated by an asterisk (*).

Please choose a credit card and billing information, if applicable.

Start Over || == Previous I Mext == I

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.

Compact Car [4poiic) Qc}{s

Unlimited miles
Pick-up: Terminal: ORD
Automatic transmission

Total cost $221.54+

$43.00 per day

(Government rate}

Compact Car [A0c/io) §yeyey

Unlimited miles
Pick-up: Terminal: ORD
Automatic transmission
Total cost $230.67+

£48.00 per day

(Gevernment rate)

.+ E-Receipt Enabled

more info

Enterprise

more info

(2]
Step 14: Select Hotel for First TDY 1. Hotel Blake Chicago, an Ascend H...
From the list of hotels for this TDY location, 500 S Dearborn St from
select the “choose room” link to see the Chicago, IL 60605 $194
available rates ©0.19 miles | view ma rate this hotel
more info compare.
Step 15: Reserve Room 1k 1FedR: King/ iblejwifi Free! 4p Cancelffit Cntr/hair Dryer (Rate Code: ~

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.

Z130XWU) (Apolio)

Company pelicy does not allow booking this room.
Rate changes over duration of stay

1K ing! ible/hair Dryerftv, Cablet:
Z100RAC) (Apollo)

Deposit required

Rate details / Cancellation policy

Use the following Hotel Program: | No Program selecied »

+ Add a Program

tellite/ipod Docking Stafion (Rate Code:

=

Step 16: Review Hotel Details

Read the hotel rate details and
cancellation policy and select the box next
to “l agree to the hotel’s rate rules,
restrictions, and/or cancellation policy.”
Then select the Continue button.

Rate details / Cancellation policy
EXTRA PERSON: Extra Person: 0.00 USD
EXTRA PERSON: Children stay free under age 18
EXTRA PERSCN: when sharing a room with their parents or
EXTRA PERSON: grandparents, and no additional beds are
EXTRA PERSON: required

Per Diem Rates-
’7USD194.00 From 09/01/2015 To 09/30/2015

CAMCEL BY 4 PM LOCAL HTL TIME DOA

GUARANTEE REQUIRED

GTD TO GW AM AX BV CB DC DS JC MC PIVI

DEPOSIT CREDIT CARDS GW AM AX BV CB DC DS JC MC PIVI
Check In: 1500 Check Out: 1200

Be advised that your organization has enabled the auto-cancellation feature,

which cancels trips that are not approved within a given timeframe. In the event
a trip is automatically cancelled, the traveler is responsible for any fees incurred
as a result of violating the vendor's cancellation policy previously agreed upan.

grea to the hotel's rate rules, restrictions, and/or cancellation policy.
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Instruction: Screenshot:
Step 17: Reserve Car for Second TDY Compact Car (4poic) (34343 moeiio | Theily
i Unlimited miles
Scroll down to see a list of car vendors for $52.00 per day LRI o _gm
the next TDY location. Select the car by {Government rate) Autnmat'c;ra'lsm-'ssior' :
. : 166.48
selecting the Reserve button next to the PRl oS
appropriate car. &l
Compact Four Door Car (Apolio) §oyaye.y mare info Thillly
Unlimited miles
§52.00 per day Pick-up: Terminal: MC ﬁ
(Government rate) Automatic transmission 1
Total cost $166.48+
[2]
Step 18: Select Hotel for Second TDY 2. The Westin Crown Center
From the list of hotels for the next TDY Ene EaS(t:_Perr‘31f1ci)ng4F§ga K from
location, select the “choose room” link to M L $106

see the available rates.

Crown Center
01.19 miles | view map

E-Receipt Enabled

rate this hotel

more info |

compare

choose room»

Step 19: Reserve Room

Select the radio button next to the rate
and then select the Reserve button to
reserve this room rate.

2 Dbls xvu:FedRooms Program. Federal Government Id Required
Same Day Cxl (Rate Code: D2DXVU) (Apollo)

o BLE

- Mo Early Depart Feef4pm

5230

Inch Flat P'anel Hdtv (Rate Code: D2DD21) {Apollo)

2 Dbls -non-refundable Rate Traditional Mon-smoking: Heavenly Bed And Bath: Mini Refrigerator: 37

Rate details / Cancellation policy

Use the following Hetel Program: | Mo Program selected

+ Add a Program

Step 20: Review Hotel Details

Read the hotel rate details and
cancellation policy and select the box next
to “l agree to the hotel’s rate rules,
restrictions, and/or cancellation policy.”
Then select the Continue button.

Rate details / Cancellation policy

TOTAL RATE: 251.22 USD

EXTRA PERSOM: EXTRA ADULT RATE IS 25.00 USD PER NIGHT EXTRA CHILD
RATEIS 0.00

EXTRA PERSOM: USD PER NIGHT

Per Diem Rates-
’VUSDIOS.OO From 01/01/2015 To 12/31/2015

CXL: CANCEL BY 4:00 PM 165EP15 HOTEL TIME TO AVOID 1 NIGHT
PENALTY

GUARANTEE REQUIRED MAJCOR CREDIT CARDS

CC ACCEPTED VIDS CAAXJCDCCB

MINIMUM LENGTH OF STAY 1 DAYS

MAXIMUM LENGTH OF STAY 30 DAYS

Be advised that your organization has enabled the auto-cancellation feature,

which cancels trips that are not approved within a given timeframe. In the event
a trip is autematically cancelled, the traveler is responsible for any fees incurred
as a result of viclating the vendor's cancellation policy previously agreed upon.

@ agree to the hotel's rate rules, restrictions, and/or cancellation policy.
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Instruction:

Screenshot:

Step 21: Review ltinerary

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.

Trip Name: Multi-Segment Trip [Edit}

Start Date: September 14, 2015

End Date: September 18, 2015

Created: August 31, 2015, Suzanne Frain (Modified: August
31, 2015)

Description: (Mo Description Available) (Edit)

Agency Record Locator: JS1IQ7TW

Passengers: Bcb Jackson

Total Estimated Cost: $1,495.94 USD [Details)

Add to your Itinerary

@ﬁ @Holel
@rains Oz

Iwant to...

+ Print lfinerary
+ E-mail ltinerary

Reservations must be approved and ticketed no later
than: 09M12/2015 10:00 AM Eastern

The trip will be automatically cancelled if it is not
approved before the deadline.

Change frequent fiyer program

Flight Washington, DC (DCA) to Chicago, IL (ORD) Change

American Airlines 1200

Confirmation: HKFULF
Status: Confirmed

Departure: 12:00 PM
Seat: No seat assignment </ Select Seat

Step 22: Select Next

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

If you close at this point your reservation may be cancelled. Note: Any part of the trip that is instant purchase or

has deposit required will not be cancelled.
e

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.

Trip Booking Information

The trip name and description are for your record keeping convenience, If you have any special requests for the trave
agent, please enter them into the agent comments section.
Trip Name

This wil appear in your upcoming trip list.

Trip to Chicago and Kansas City

Trip Description (optional)
Used to identify the trip purpose

Comments for the Travel Agent (optional)

Special Requests may incur a higher service fee. Send a copy of the confirmation to: g

ail confirmation as

With my email confirmation...

De not include directions to hotels with email W

You may HOLD this reservation until: 09/12/2015 12:00 pm Eastern

Please enter information about this trip then press Next to finalize your reservation. If you close at this point
your reservation may be cancelled. Note: Any part of the trip that is instant purchase or has deposit required
will not be cancelled.

| Display Trip || Hold Trip || <= Previous |I Mext == I Cancel |
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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.

Trip Name: Trip to Chicago and Kansas City

Start Date: September 14, 2015

End Date: September 18, 2015

Created: August 31, 2015, Suzanne Frain (Modified: August 31, 2015)
Description: (Mo Cescription Available)

Agency Record Locator: JS107W

Passengers: Bob Jackson

Total Estimated Cost: $1,495.94 USD

Reservations must be approved and ticketed no later than: 09/12/2015 10:00 AM Eastern
The trip will be automatically cancelled if it iz not approved before the deadline.

Flight Washington, DC (DCA) to Chicago, IL (ORD)

American Airlines 1200

Departure: 12:00 PM Confirmation: HKFULF
Seat: Mo seat assignment Status: Confirmed

Ronald Reagan Mational Arpt (DCA)

Terminal: C

Step 25: Confirm Booking

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

Almost done... Please confirm this itinerary.

By completing this booking, you agree to the fare rules and restrictions and hazardous goods policy.

Display Trip || == Previous |I Confirm Booking== || Cancel |

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.

Traveler: Bob Jackson  Auth: TRIPOOOENA (TANUMOOHCE)

Summary || General || Expenses & Receipts || Accounting || Advances || Exceptions || Profile | Totals || Perform Pre-Audits || Confirmation

Document Summary for TRIPOOOENA

3 QUICK TIP
\‘) For specific information, click on & Details link. You can sign and stamp your document from the Document Status section. more

& Document Information TANUM: TANUMOOHCE

Location Purpose From To Per Diem Rates
09/14/15 09/16/15 184.00 / 71.00 (08/01/15-09/30/15)
09/16/15 09/18/15 106.00 / 61.00 (10/01/13-12/31/49)

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.”
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