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Concur Government Edition (CGE) Job Aid: Activating E-Receipts

Purpose: To provide a step-by-step guide to activating the e-receipts
feature in a User profile.

Audience: All Users

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
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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: CGE Home Page
Select the Profile tab from your CGE Home
Page.
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Step 4: E-Receipt Activation
From the Profile Summary page select the
E-Receipt Activation link.
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Step 5: Enable E-Receipt Activation
On the next page, select the E-Receipt
Activation link to enable automatic
electronic receipts.
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e collection of electranic receipts and folio data, or “e-receipts”, from participating suppliers!



https://ams.hhs.gov/

Instruction: Screenshot:

Step 6: Accept the Use Agreement E-Receipt Activation and Use Agreement X
Read the Use Agreement content a nd Please read the following E-Receipt Activation and Use Agreement. To view the rest of the agreement, please
select the “I Accept” button in the pop-up el e

window to complete the E-Receipt { =
aCtiVatiOn We are pleased to offer you participation in our e-receipt program (our "e-receipt program”), which

| enables our automatic collection of the electranic receipts and folio data generated by your

i transactions with suppliers that participate in our e-receipt program (collectively, "e-receipts”) for
use in connection with Concur services. In consideration for providing you with access and use of
our e-receipt program in connection with Concur services, you hereby understand and agree to the
following:

m

1. You hereby grant Concur Technologies, Inc., your Agency, and each of their respective affiliates,
agents, suppliers, successors, and assigns (collectively, the "data processors”) the irrevocable,
perpetual, worldwide, royalty-free right and license to send and receive e-receipts generated by your +

You must ACCEPT all of the terms of the E-Receipt and Use Agreement in order to proceed with use of our e
-receipt program by pushing the I ACCEPT button below. If you do not wish to proceed with such use of our
e-receipt program, then please press the I DECLINE button below and you will not participate in our e-
receipt program.

You have successfully activated the e-Receipts program in CGE!






