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Concur Government Edition (CGE) Job Aid: Allocating Expenses

Purpose: To provide a step-by-step guide to allocating expenses across

‘ multiple lines of accounting (LOA) in CGE.

Audience: Travelers and Preparers

Note: Any LOA on a document must have some expenses allocated to it. A
LOA with zero value will result in an error on the document.

Instruction:

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

Login Methods to AMS

HSPD-12 Access Cards 7 Network Credentials ? AMS Credentials 7
Insert your HSPD-12 | oo s Applas to: ACF, ACL, AHRD, COC/ATSDR, CMS, | AMS Lsarmame:
Access Card - HRSA, THS, NIM, QIG, 05, PSC, S
smart cad reader before » R
sy D o !
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= = Network Password: :
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Step 2: Select CGE

From the Home page of AMS select the E-
Travel link.

Cunlaous sl by brking o0 delrking sualitle spphcatons

Step 3: View Authorizations

From the CGE Home page, select the
Authorizations tab to see a list of your
Authorizations.

CONCUR

Home | Travel JAuthorizations| Vouchers  Approvals

Step 4: Select the Authorization
Locate the document using the document
Name or TA Number. Select the Name to
begin opening the document.

Authorizations

Search Authorizations

Name Type TA Num Trip Mame
RIPOOO3W Auth TANUMODAGO Trip from Washington to Dallas
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https://ams.hhs.gov/

Instruction:

Screenshot:

Step 5: Open the Authorization
Select the Open Document link in the
Actions pop up to open the Authorization.

Actions for TRIPD003WO

Open Document

Review Document
Copy Document

Close

Step 6: Open the Authorization
If necessary, select the edit icon next to

Document Version List

ADJUSTMENT to open the latest version of | DocumentType — e
the document. #.DJLS_ME\T ik 2 10/28/14
[ omemaL 1 10/15/14
Step 7: Edit the Authorization | Edit DocumentIGetDocument as View-Only | Cancel Opening Document
Select the Edit Document button to finish Open Document Signature for TRIP0003WO
H H H » Quick TIP
opening the Authorization. \l) The Signature PIN is case sensitivemore
Reason [=]
Step 8: Select Accounting Tab Traveker:Rebert St Aute TRPOO3WO (TANUMIOSGE
Select the Accounting tab to locate the PR T
LOAs. Summary || General | Expenses | Accounting | Advances | Exceptions || Profile || Totals | Perform Pre-Audits || Confirmation

Step 9: Select Allocate

From the list of Account Codes, select the
Allocate link on the right next to any of the
LOAs.

Note: To learn how to add a Line of
Accounting to a document, see the job aid:
Creating an Authorization from a Travel
Reservation.

Account Organization: HHSX

(

Organimtion (abel  Sponsored LTTuwable Default Chasifisation Code
& X sy DALLOM ®

R PEr R ey Pl
X jax ocion 0

201S/BR9I3TTAY 1400

Step 10: Select Expense Level
Allocation

From the Account Code Allocation
Summary page, select the Expense Level
Allocation tab. This will allow you to
allocate by expense category, payment
method, expense, or location. The example
below allocates by expense.

If you wish to allocate by percentage or
dollar amount, skip to Step 14.

Account Code Allocation Summary

Breakdown By Expense Category || Expense Level Allocation || Document Level Allocation

Expense Category Allocation Breakdown for ‘DAL LOAHHSX'

Expense Category Payment Method Sponsor Type
COM.CARR. IBA-Travel Card
LODGING IBA-Travel Card

LODGING MISC

IBA-TRAVEL CARD

M&IE PERSONAL

MILEAGE PERSONAL

RENTAL CAR IBA-TRAVEL CARD

TAV EXP-C CBA-CENTRALLY BILLEDACCT

TMC FEE IBA-Travel Card

Accounting Total for ‘DAL LOA’

Amount

1.420.28
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Instruction:

Screenshot:

Step 11: Allocate by Expense
Select the Expense link in the Allocate By
column.

Account Code Allocation Summary

B By B Cangeny | Epense Lewel Mbocation || Dozt el lecebon

Expense Level Allocation
Orgaizion Lol Sprzared D Mok Mgty Nacely
Hik [ALL0A P Ve by
Hik LCLOA hy Pl e Fypere
Step 12: Select Organization e T
Accounting Code/Label = =
L. Date Description Pay Method Amount Organization/Label
From the drop down list in the o S e ALY BILLEDACCT - &
. . 10/15/ Voucher Fee CBA-CENTRALLY BILLEDACC 1475 | HHSX/DAL LOA Split
Organization/Label column, select the LOA
10/15/14 Travel Fee IBA-Travel Card 730 it
for each expense. - HHSUDAL LOA [+ Solt
01/05/15 irfare IBA-Travel Card 460.20[ HHsw/DALLOA ﬂ@
- P . . HHS)/DAL LOA :
Note: The Split link allows you to allocate 01/05/15 Hotel Tax IBA-TRAVEL CARD 5.00 Split
this expense by dollar amount. 01/05/15 Lodging IBA-Travel Card 123.00 | HHSX/DAL LC‘AE%
01/05/15 M&IE PERSOMNAL 53.25 | HHSX/DAL LOAE Split

Step 13: Save Changes

Select the Save and Exit Allocation Changes
button.

Skip to Step 18 to complete or follow Steps
14 through 17 to see allocating by
percentage or dollar amount.

View/Change Reservations |

Submit |

Print | Close |

Save Allocation Changes [ Save and Exit Allocation Changes I Cancel Allocation Changes |

Step 14: Select Document Level
Allocation

From the Account Code Allocation
Summary page, select the Document Level
Allocation tab. This will allow you to

Account Code Allocation Summary

Breakdown By Expense Category | | Expense Level Allocation || Document Level Allocation

Expense Category Allocation Breakdown for ‘DAL LOAHHSX'

Expense Category Payment Method Sponsor Type Amount
allocate by amount or percentage. The COM.CARR. IBA-Travel Card 46020
example below allocates by percentage. LODGING IEA-Travel Card 362,00
LODGING MISC IEA-TRAVEL CARD 00
ME&IE PERSONAL 31950
MILEAGE PERSONAL 840
RENTAL CAR IBA-TRAVEL CARD 23613
TAV EXP-C CBA-CENTRALLY BILLEDACCT 14.75
TMC FEE IBA-Travel Card 730
Accounting Total for ‘DAL LOA’ 1,420.28
Step 15: Allocate by Percentage Account Code Allocation Summary
Select the 0 I|nk |n the Percent COlumn- Breakdown By Expense Category | | Expense Level Allocation | | Document Level Allocation
Document Level Allocation
(Organization Label Sponsored Amount Percent
HHSX DAL LOA No 142028 E
HHSX DCLOA No 123.00 0
16: Enter the Percen )
Step 16: Enter the Percentage Ryt
Enter the percentage of the expense that
you wish to allocate to each LOA. Organization Labed Percent
HHSX DAL LOA |50
HHSX DCLOA 50
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Instruction:

Screenshot:

Step 17: Save Changes
Select the Save Allocation Changes button
to save.

| save Allocation Changes | Cancel Allocation Changes

Step 18: Select Confirmation
Select the Confirmation tab to sign the
document.

Traveler: Rabert Smith

Summary || General

Auth: TRIPOOO3IWO [TANUMOO4GO)

Expenses || Accounting || Advances || Exceptions || Profile | Totals || Perform Pre—A.ldits

Step 19: Sign the Authorization | Canfemstion e 1t ]
Select the SIGNED stamp in the Status to

Apply field and then select the Stamp and mu_mrmmﬁnfw?_

Submit Document button. P e o

Step 20: Perform Pre-Audits _ S ) S
Justify any pre-audits as needed and then m:"mMmj__h_v_':,mmm

select the Continue Stamping the ¥

Document button. Bt

Step 21: Close the Authorization
Select the Close Post Stamping Document
Closure Screen to begin the routing
process.

Pusl Stamping Document Closure lor TRIPOBOIWO

QUICK TP

)

Routing List

Stampang Adtions

Choe Post Slaping Deument Csure Suem [

You have successfully allocated expenses across multiple LOAs in CGE!
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