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Concur Government Edition (CGE) Job Aid: Creating an Authorization
without Travel

Purpose: To provide a step-by-step guide to creating an Authorization that
does not contain a travel reservation in CGE.

Audience: Traveler and Preparers

Instruction:

Screenshot:

Step 1: Log into AMS

password.

HHS intranet or the internet at

Log into CGE via AMS using either your PIV
card or your network username and

Note: AMS can be accessed through the
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Login Methods to AMS

Access Management System

o the Department s 3)

HSPD-12 Access Cards ?

Insert your HSPD-12
Access Card in your
smart card reader before
you try to legin.

Network Credentials 2 AMS Credentials ?

Applies to: ACF, ACL, AHRQ, CDC/ATSDR, CMS,
HRSA, IHS, NIH, OIG, 0S, PSC, SAMHSA

AMS Username:

AMS Password:

[ ]

I

https://ams.hhs.gov setect opoiv: [ solectone - |
Login | Network Username: Login
Network Password: I—’l
First-time AMS User?
Forgot AMS Usemname?
Forgot AMS Password?
Step 2: Select CGE

From the Home page of AMS select the
E-Travel link.
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Step 3: Select New Authorization

From the Home page of CGE, roll your
curser over the Authorization tab and
choose New Authorization.

CONCUR

Home | Travel Authorizations | Vouchers Profile

View Authorizations

N

Step 4: Select Document Type

From the Document Type drop down
menu, choose Auth and then select the
Create Document button.

Traveler Name Robinson, Alex Robert

Document Type @ E|
Create Document



https://ams.hhs.gov

Instruction:

Screenshot:

Step 5: Enter Document Information
From the Document Information page,
enter the trip Type Code, Purpose, and a
Document Description (per your
OpDiv/StaffDiv guidelines).

Document Information | | Trip Information

Document Type @ Auth Add Travel to an Open Authorization | [

@ TRIPOCOIDY

D Sponsored Travel
Currency  |US. DcllarlE‘
Type Code @l@ [=]
Purpese @] MISSION (OPERATIONAL) | =]

Document Description ® lieeting in Philadephia with regional staff. &
. . . [Loeste document Jancs |
Step 6: Entgr Trip Infqrmatlon —
Select the Trip Information tab and enter S o
an Arrival Date, Departure Date, and = Bk

Itinerary Location, for this trip. Select
Create Document to continue.
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Step 7: Select Expenses Tab
Select the Expenses tab to enter the
estimated expenses for this trip.

Traveler: Alex Robinson  Auth: TRIPODD1DY (TANUMOO0104)

summary || General | Group || Expenses | Accounting | Advances | Exceptions || Profile | Totals || Perform Pre-Audits | Confirmation

Step 8: Add Expenses
Expenses for Lodging and Meals and

I Add Expense || Delete Selected Expenses

. Expense List
Incidental Expenses (M&IE) have already -
b dd d th DY | ti For Delete: Select All Deselect All Currency: U.S. Dollar
een added per the ocation. : -
. Action Delete Date Expense Description Amount Type
To add an additional expense, select Add s e
E ﬁ EE N 05/19/2014 TOY Voucher Fee 1475 RO
Xpense. I
P 7 = [ 08/04/2014 el 151111 155.00
lﬁ‘ -J J D 0&/04/2014 el 1, 5,1 48.50
& B0 [ 080572014 Lodging 155.00
lﬁ‘ -J J D 08/05/2014 MEIE 66.00
& B[ @ osmenos Logging
FBRO @ M&IE 66.00
Step 9: Enter an Expense Lssve ] cewr |
On the right side of the page, enter the AdExpensellietalls
following information: Create Expenses Through
e Expense Description (ie Personally Expense Date @ 08/04/2014
O d V h | ) Expense Description @ Privately Owned Vehice E|
wned Vehicle
Quantity | 120
e Quantity (for mileage Rate
reimbursement) co @ usp
Payment Metnod ©| [~]

e Cost (POV will automatically
populate cost. For other expenses
enter cost manually.)

e Payment Method

e Create Expense Through (if
expense applies to multiple
consecutive days)

Select Save to complete.
Continue to add all estimated expenses for
this trip.

Show Other Details

Step 10: Select Accounting Tab
Select the Accounting tab to enter the
accounting information for this trip.

Traveler: Alex Robinson  Auth: TRIPDOO1DY (TANUMOO10Q4)

Summary || General || Group Ex:penss Advances || Exceptions || Profile | Totals | Perform Pre-Audits | Confirmation




Instruction: Screenshot:
Step 11: Add a Line of Accounting WI Back | Next |
(LOA) ’

On the right side of the page, select Add
New Account Code.

Step 12: Add the LOA

Enter a label for the new LOA.

Select the FY drop down and add the fiscal
year in which the trip will be taken.

Select the binoculars to search for the
Common Account Number (CAN).

Account Org - Structure

HHSX - HHSX Dyn Acct[ =]

Labe '@I Training Account Code

Fiscal Year @ 2014

Sponsored

CAN D
D

#

L

Step 13: Choose the Common Account
Number (CAN)

Search for the appropriate CAN by
selecting the radio button next to either
the By Element Description or the By
Element Value fields. Enter the description
or CAN number in the Search Value field
and select Search.

Select the CAN from the Search Results list.

Enter Search Criteria

Search Type:

Search Value : |86923770

Search Results
Search Results
CAN

869237720

CAN 2

Description

_) By Element Descripti-:uny Element WValue

I Search

Cancel

Step 14: Choose the Object Class Code
(0Cq)
Follow the same process as above to

search for and select the Object Class
Code.

Note: There may be additional fields
depending on your OpDiv/StaffDiv
configuration.

Account Org - Structure

Label i@ Training Account Code
Fiscal Year @ 2014
Sponsored
FY 2014 [x]
can @ seezarrzo
occ @

HHS¥ - HHSX Dyn Acct[ =]

Step 15: Add the LOA to the
Authorization

Select the Add to Document button to add
this to the Authorization.

Account Org - Structure

‘I Add to Document I Clear Values

Label @
Fiscal Year @

Sponscred

HHSX - HHSX Dyn Acct[ 7|
Training Account Code

2014

2014[7]

869237720

#h

#

21100

Step 16: Perform Pre-Audit Check
Select the Perform Pre-Audit tab to verify
audit tests.

Traveler: Alex Robinson

Summary || General

Auth: TRIPDDD1DY (TANUMODO104)

Group || Expenses | Accounting | Advances || Exceptions || Profile | Totals | Perform Pre-Audits || Confirmation

Step 17: Identify Pre-Audit FAILs
Check for any FAILs on the Pre-Audit List.
These require a justification.

Note: A HARDFAIL (not shown) requires an
adjustment to the document in order to
proceed.

Step 18: Justify Pre-Audit FAIL
On the right side of the page, select Justify
Pre-Audit Results.

Suhmitl Print || Close

Close Pre-Audit Results I Justify Pre-Audit Results ||

View/Change Reservations ‘




Instruction:

Screenshot:

Step 19: Enter Justification

Enter a justification, per your
OpDiv/StaffDiv guidelines, in the comment
box next to the FAlLed pre-audit.

Select the Save Justification button to
continue.

Dese Jyshcation Without r.w-;{ Save Jusbeation | I

2 O hutifcetion |
% Do hatsheation |

L _Oew justeates |

Step 20: Select Confirmation Tab
Select the Confirmation tab in order to sign
the document.

Traveler: Alex Robinsen  Auth: TRIPODD1DY {TANUMOO1Q4)

Summary || General | Group || Expenses || Accounting || Advances | Exceptions | Profile || Totals PerfomPre—Audils

Step 21: Sign Document

Select the Signed stamp from the drop
down menu next to Status to Apply.

Select the Stamp and Submit Document
button to continue.

A Preparer may choose the Document
Prepared stamp if the Authorization needs
to be sent to the Traveler for verification.
Check with your FATA for OpDiv/StaffDiv
guidelines on this process.

Note: DO NOT sign this document if you
intend to add a travel reservation at a later
date. See the job aid “Adding a Travel
Reservation to an Authorization”.

Accounting || Advances | Exceptions | Profile | Totals || Perform Pre-Audits | Comfirmation

nsitive.mare

Status to Apphf| SIGNED

Reasan

&G

Remarks

Return-te | [i=]

Audits - Go To Audits!l Stamp and Submit Document ||

Step 22: Review Pre-Audit

Review the pre-audits to verify that all
justifications have been provided.
Select the Continue Stamping the
Document button to complete.

Déctamant Wamas TEECOTLON

|.
Pre- Audit List

Au Precems aten Comments

Carel Pre-dadn Bty | Contimue Starrgars she Document || ity mre 2

Step 23: Accept Signature

Select the Accept Signature Text button to
indicate that you are legally signing this
document.

Cancel Stamping I Accept Signature Text |I

Step 24: Close and Route
Authorization

Select the Close Post Stamping Document
Closure Screen button to close the
Authorization and begin the routing
process.

Post Stamping Document Closure for TRIPDOO1DN-1

b

K TP

Routing List
Level Statins

et Pt Stavnoing Docerment Clasart Sorsen |

Stampny Actiom

You have successfully created an Authorization without a travel reservation in

CGE!






