Concur Government Edition (CGE) Job Aid: Adjusting Travel Dates on a

h Voucher

Purpose: To provide a step-by-step guide to adjusting travel dates for a

I ‘ trip when creating the Voucher in CGE.

Audience: Travelers and Preparers

Instruction: Screenshot:

Step 1: Log into AMS tmgraving the heait i wet-buing of Amer
Log into CGE via AMS using either your PIV
card or your network username and
password.

Login Methods to AMS

HSPD-12 Access Cards ? Network Credentials ? AMS Credentials ?
Ingart yeur HSPD- 12 e e Apples to: ACF, ACL, AHRD, CDC/ATSDR, OMS,  AMS Ussmama:
ﬂ:&::ﬁi:l:lﬁb:dz;:?ﬁwu — HRSA, IHS, NIH, ©1G, OF, PSC, SAMHSA

Note.. AMS can be ac.cessed through the s iy i I REP—

HHS intranet or the internet at |

https://ams.hhs.gov = Wetwioek Passwronds :

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

Welcome,

Salact fram P bt of bk Bakow B BICANE YOUT ApPACabons. Cunlnmae v Bk by braing of delring svalstle sppbcatons

Resteled Acoess, HHS Network = 1 Anneuncemenis

S ST B R HME il B o ang o bewied Aunc Doty
mode from $:00 PM Frday Je 188, 2w untd
100 PM o, 2rd Eastem taa] S
mantensncs and the vh.T rekeate Sepoymant
Fior Barthe! 4aatance, pleuse Contacl Q-
D15 heipsan

Step 3: Select Vouchers Tab
From the CGE Home page, select the CONCUR
Vouchers tab and then select New
Voucher. Home  Travel Authorizations
View Vouchers Search Vouchers

Step 4: Select Document Type
Select the drop down menu next to
Document Type and choose Vch From

Traveler Name Robinson, Alex Robert

Auth. Then select the Create Document Document T'rfpelal‘"‘c"' From Auth EI
button.
Create Document |
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https://ams.hhs.gov/

Instruction:

Screenshot:

Step 5: Select Authorization
Select the edit icon next to the
Authorization that is ready to be
vouchered.

Document Search (Vch From Auth)

Document List
Traveler: Alex Robinson

Type Document Name TA Num

Auth

TRIPODOAIY TANUMODDCIK

Step 6: Select Trip Information Tab
Select the Trip Information tab to see the
trip dates.

Document Information | Trip Information

Document Type [(+] |\|’ch

Document Name @ [TRIPODDAIV

Document Date @ |03/13/2015

Step 7: Enter New Date

Enter the new date of the trip in either the
Trip Begin Date field or the Trip End Date
field.

Note: In this example, we will add an extra
day to the end of the trip.

Allow changes to reservations to shorten this trip

[=]
[=]

Depart Selection

Return Selection

Trip Begin Date 02/24/2015 Trip End Datef 02/28,/2015

Step 8: Create Voucher
Select the Create Document button to
create the Voucher.

I Create Document I Cancel |

Step 9: Select Expenses Tab

Select the Expenses tab to verify the
expenses and add any additional expenses
for the extra day.

Vch: TRIPODOAIV (TANUMOOCEK)

Charge Card Accounting || Bxceptions

Traveler: Alex Robinson

Summary || General Profile | Totals || Perform Pre-Audits

Confirmation

Step 10: Verify Expenses

Verify that the M&IE (meals and incidental
expenses) has been added for the
additional day and that any days on full
travel status has been changed to the full
amount.

Notice that lodging was added for the
extra day but the cost needs to be
updated.

TDY Voucher Fee

Step 11: Edit Expenses
Select the edit icon next to any expense
that requires updating.

02/26/2015 MBIE

f27r2015 Lodging

it
L]
3

MEJE

,,,,,

Step 12: Add Expense Details

Enter the new cost of this expense and
verify that the payment method is correct.
Then select the Save button.

Continue to add any additional expenses
that were incurred due to the extra day.

m Clear ‘ Back | Next
@ Denotes a Mandatory Field

Edit Expense Details

Create Expenses Through

Copy Per Diem Conditions Through

Expense Date © (027272015

Expense Description @ Lodging 3
Cost @] 13000 usD

Payment Method © | IBA-TRAVEL CARD E
Show Other Details

Show Per Diem Conditions Per Diem Rates: 139.00 / 66.00

Adjusting Travel Dates on a Voucher Version 1.0




Instruction:

Screenshot:

Step 13: Select Confirmation Tab
Select the Confirmation tab to begin
signing the Voucher.

Note: Other steps may be required when
creating a Voucher. To see the complete
process, see the job aid: Creating a
Voucher in CGE.

Traveler: Alex Robinson  Wch: TRIPDODAJY (TANUMOOCSK)

Summary || General || Charge Card || Expenses

Accounting

Exceptions || Profile

Totals

Perform Pre-Audits

Step 14: Sign Voucher

Select the SIGNED stamp from the Status
to Apply drop down list. Then select the
Stamp and Submit Document button.

Note: A Preparer must use the VOUCHER
PREPARED stamp to forward the
document to the Traveler for signing.

ienses || Accounting || Exceptions || Profile || Totals

AJvV

=nsitive.more

Reason El

Remarks

Return-to El

Perform Pre-Audits

Confirmation

I Stamp and Submit Document I

Step 15: Justify Pre-Audits

If any items fail the pre-audit, select the
Justify Pre-Audit Results button to enter a
justification.

Dicatarnenn Mo TR0

Ty
Traveler; Robinioe, A
Status A

EETP T gy e

Pre- Ausdit Fails
At Process Comments.
Step 16: Enter Justification Close Justification Without Saving I Save Juctification I
Enter a justification, per your
OpDiv/StaffDiv guidelines, in the status Comments
Justiﬁcation f|e|d Then Select the SaVe o Vich COST (TRIP 1) IS N( 00AJV) The current cost of your trip has exceeded the estimated cost from your trave
s the allowed percentage. e an jus wplaining why the cost is significantly higher.

Justification button.

Justification: @ I Extra day was required to accomplish the mission.

I 2 Clear Justification

Step 17: Complete Signing Process
Select the Continue Stamping the
Document button to complete.

Cancel Pre-Audit Results

Continue Stamping the Document

Justify Pre-Audit Results |

Step 18: Close and Route Document
Notice the list of required receipts in the
Receipt Checklist section. Receipts can be
added on the Summary page or the
Expenses page of the Voucher. Select the
Close Post Stamping Closure Screen
button to close the Voucher and begin the
routing process.

Post Stamping Document Closure for TRIPOO0AJV

B

Receipt Checklist

Dat

QUICK TIP

The document's routing list is shown below. more

Description
Lodging
Lodging
Lodging
Lodging

I Close Post Stamping Document Closure Screen I

Cost

You have successfully adjusted travel dates on a Voucher in CGE!
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