Concur Government Edition (CGE) Job Aid: Determining the Status of a

ﬂ Document

Purpose: To provide a step-by-step guide to locating and determining the
\/ status of a travel document 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.
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Step 2: Select E-Travel
From the Home page of AMS select the E-
Travel “nk. Homa L SR by WBET Prorfin Ui Miagement Reports

Step 3: Locate the Document

Recent documents can be located from the
Home page of CGE under Recent
Authorizations, Recent Vouchers, or
Documents Awaiting Action.
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Step 4: View the Status

Determine the status of your
document by looking under the Status
column.
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Instruction:

Screenshot:

Step 5: Open the Document

You may also view the status of the
document by opening the document
and viewing the history.

In this example, we will open the
document from the Home page. Select
the document name and then select
Edit Voucher from the pop up.

Recent Vouchers

View All Vouchers

Description
Trip to New York

EXAMPLE

Training in Richmond

View Associated Itineraries

Documents Al

View All Documents Awaiting Approva

Step 6: Select Confirmation
Select the Confirmation tab to see the
history of the document.

Traveler: Alex Robinson

Summary | General | Charge Card

Vich: TRIPDDOIHZ (TANUMOO1UM)

Expenses || Accounting

Exceptions || Profile || Totals || Perform Pre-Audits

Step 7: View Status

At the bottom of the page in the
Current Document History section, the
Status column indicated the last stamp
that was applied to the document.

(Current Document Histary

Uate/Tume

Step 8: Close Document

Use the Close button in the upper right
of the page to close the document.
Failure to close a document properly
will leave in the document in an edit-
locked status for 30 minutes.

View/Change Reservations

Submit || Print || Export || Close ||

View Linked Documents |

Stamp and Submit Document | Back | Mt |

You have successfully determined the status of a document in CGE!






