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Concur Government Edition (CGE) Job Aid: Updating a User Profile

Purpose: To provide a step-by-step guide to updating information on a
user profile 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
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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 Profile Tab
Select Profile tab from the CGE home page.

CONCUR

Step 4: Select Personal Information
Select the Personal Information link to
begin updating information. Alternatively,
you can select any of the links to skip to a
specific section of the Profile page.

Note: Many fields in the profile are greyed
out and not editable. This information can
only be updated by a FATA or the Help
Desk.
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Instruction:

Screenshot:

Step 5: Locate another Traveler

If you are a Preparer and need to update
the profile of a Traveler, search for the
Traveler by either selecting the drop down
menu next to Select profile for: or selecting
Search and entering in the name of the
Traveler.

Select profile ford Me

E Learch

Step 6: Verify Name

It is important that your name matches the
photo ID that you will present at airport
security. If this information is not correct,
contact a FATA or the Help Desk to make
the correction. You can add a Nickname if
one is used.

Important Note
L 3 Your Name and Airport Security: Meace make certan that the first, meddle, and last names chown below are idantical to thosa on the photo idestficabon that you wil be presenting at the ainpat. Due
to intreased airpart seourity, vou may be turned away at the gate i the name on your identification docs mot match the name on your ticket,

Step 7: Change Routing List (optional)
You may have more than one routing list
available in the drop down menu next to
the Routing List field. Change this only if
you are certain that the current routing list
is incorrect.

Note: The routing list can also be changed
from the profile tab in a travel document.

Personal Information
Host

Org: HH5X
Printed Org (HHSX

Training Routing List B

Routing Lis
Cardholder Code.: Card Holde

Step 8: Update Duty Station

Update the address of your duty station by
entering the street, city, state, and zip
code.

Duty Station Address

Search for agency locations [igh

| 5600 Fishers Lane

e Address same as assigned lecation
i tate/Province/Region
Rockville MD

Postal Code Country
20857 United States of America [=]

Step 9: Add Home Address (optional)
Enter your personal home address.

Home Address

Sirest

-

-

City State/Province/Region
L Country
United States of America EI

Step 10: Add Contact Information
Verify the Work Phone and update as
needed. Enter a Home Phone and Mobile
Phone if available. As a best practice, there
should be at least 2 phone numbers on
your profile.

Verify your work email and add any
additional email addresses that you would
like to be used for the travel itinerary and
CGE notification emails.

‘Contact Information G
Work Phone[Required™| 2 )

Pager Other Phone

‘Work Extension ‘Work Fax 2nd Work Phone/Remote Office

Mobile Phone

Send Test Message
=] w

**You must specify either a home phone or a work phone.
Please check which of TG email addresses 1o Use

resses
21 1[Required**]
Email 2

Email 3

Hinerary Email(s) (Enter up to 5 addresses, separated by @ comma)

Email(s) (Enter up to 5 addresses, separated by a comma)
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Instruction:

Screenshot:

Step 11: Add Emergency Contact

Enter the name, relationship, and phone
numbers of the person who you would like
contacted in case of an emergency while
traveling.

Emergency Contact
Iuﬁrre I Relationsh'ﬁ

Street

x Address same as employee
City State/Province/Region Postal Code
Country Phone Alternate Phone

nited States of America I_ I I

Step 12: Choose Travel Preferences
Enter any information that you would like
the airline, hotel, or car vendor to see, i.e.,
wheelchair accessible room. Entering an
airport in the Preferred Departure Airport
field will prepopulate this airport in the
departure city field when booking travel.
However, these preferences do not affect
the search results when booking travel.

Travel preferences are also visible by the
TMC in the event that you need to call
them to book travel for you.

Note: When migrating from ETS1 (GovTrip)
to ETS2 (CGE), travel preferences, including
frequent traveler programs, will NOT
transfer between systems. These will need
to be reentered by the Traveler or
Preparer.

Travel Preferences

Eligible for the following discount travel rates/fare classes
Elasarcan Elcovemment Elmiitary [ senionanrp

Air Travel Preferences
Seat Special Meals Ticket Delivery
Dcn'tCar&E Regular Meal E-ticket when possible

Preferred Departure Airport [g) Other Air Travel Preferences Medical Alerts

Hotel Preferences

Room Type Smoking Preference
Den't CareE| Don't Care E DFgam pillows

Message to Vendor [g)

I prefer hotel that has:
D a gym Da pool D a restaurant D rocm service D Early Check-in

Accessibility Needs
(E\ [ wheelchair access [ Biind accessible

(Car Rental Preferences
Car Type Smoking Preference  Car Transmission
Any Car Class Don't Care |Z| Automatic E

Message to Vendor ig)

Step 13: Add Frequent Traveler
Programs

Add any traveler rewards programs by
selecting the Add a Program link and
entering in the program information.

Frequent-Traveler Programs

Your Frequent Traveler, Driver, and Hotel Guest Programs

»

m

Step 14: Enter TSA Secure Flight
Information

Enter your gender, date of birth, and TSA
Pre check information if available.

If you intend to travel to foreign
destinations enter your official (maroon)
passport information. If you do not have a
passport, check the box next to “l do not
have a passport”.

TSA Secure Flight

The Transportation Security Autherity (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided, you may be subject to additional screening or denied transport or
authorization. TSA may share information you provide with law enforcement or intelligence agencies or others under its records notice. For more on TSA privacy policies or to view the records notice and the privacy impact
assessment, see the TSA's web site at WWW.TSA.GOV.

jied]  Date of Birth (mmydd/yyyy)[Required] DHS Reciress NoJip

International Travel

T5APrey o Traveler Numberigg

Adding your passport infarmation to yeur profile will allow us ta include it in your reservations. Having this information in your reservation can make infernational travel a little easier.

do not have a passport

Pa port Nationality

Pass?cﬂ Number Passfort Date Issued (mm/dd f Efffff Efff fi Ef ’ffff\

Passgcrt Place Issued (City, State) Pacsporf Place Issued (Countny]

Step 15: Add Credit Cards
You must have at least one charge card or
credit card in your profile in order for CGE

Tollowing Crecit cards saved with your pretie,

l@ & | Charge Ca Goverme ard oo e il Y Fa-
to book hotels and cars.
To add a card, select the Add a Credit Card
link.
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Instruction:

Screenshot:

Step 16: Enter Credit Card information
In the Display Name field, enter the name
of the card as you would like it to appear in
CGE, i.e., Travel Charge Card. Verify the
name on the card. Enter the card type,
card number, choose government or
personal card, and the expiration date.
Check the box next to Car Rentals and
Hotel Reservations to indicate that this
should be used when booking car and
hotel.

If your OpDiv/StaffDiv uses the Travel
Charge Card (IBA) as the default payment
type for air and/or rail, also check the
boxes next to Plane Tickets and/or Rail
Tickets.

Then enter a billing address for this card
and select Save.

(2 Add a Credit Card - Windows Internet Explorer ]

| https://cgepreview.concursolutions.com/profile/CreditCardEditor.aspTulD= gWhbElSs3fakoSyqdsmSpsWeialt2kpj ﬁ|

Add a Credit Card

Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name™ field to label the card so
you can easily identify and select it when using features that require a credit card transaction. All fields are required.

F.:n.mmw Card)
|

Credit Card Number
|T| Government-Issued

Your name as it sopeare an thic card

IA ex Robinson

Personal/Govemnment-Issued

Expiration Date
E] |3 i IFDli > I
Use this card as the default card for

[ piane Tickets [ Rail Tickets ECE'QEM&IS EHcte Reservations [ Voucher Fees

Card Type

Billing Address: Enter the billing address for this credit card below, If this is a personal credit card, the billing address will
typically be your home address. If it's a company card, the billing address might be your company address. The billing address
must be the address where the bills for this card are currently delivered, not where you would prefer they be delivered. This
information is used to verify your identity during credit card transactions. Your credit card may be dedined if your billing
address is inaccurate.

Note: Billing Addresses longer than 30 characters may cause certain Airlines (Direct Connects and Web Bookings) to decline
your credit card, Please abbreviate long addresses if possible,

I get

a Tip: If you complete your personal

« profile, we'll fill in this address
information for you each time you
add a new card.

City Ciata Zig/Bacial Cad
. I I INU"IE Selected I
Country
| United States of America =l
I Save I l Reset ] ’ Cancel

Step 17: Save
Select any of the Save buttons on the
Personal Information page to complete.

Save ﬂ

You have successfully updated a profile in CGE!
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