
  
 

Concur Government Edition (CGE) Job Aid: Editing an Advance 

Purpose: To provide a step-by-step guide to editing an advance that will 
exceed the authorized amount on an Authorization in CGE.  

Audience: FATA 7s 

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 
 

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

 

 
Step 3: Locate Traveler 
To locate the Traveler, either select the 
drop down arrow in the “You are 
administering travel for” field and choose 
from the list or select the Search button 
and type in the last name. Then select the 
name of the Traveler.   
 

 

Step 4: Select Authorization Tab 
Select the Authorization tab to see a list of 
this Traveler’s documents. 
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https://ams.hhs.gov/


Instruction: Screenshot: 
Step 5: Locate Document   
Locate the Traveler’s document from the 
list of Authorizations. Select the document 
name from the Name column. 
 
 

 
  

Step 6: Open Document 
Select the Open Document link from the 
Actions pop up window.  

 

Step 7: Edit Document 
Select the Edit Document button to finish 
opening the document.   

 

Step 8: Select Totals Tab 
Select the Totals tab to see the allowable 
amount of the advance for this trip.   

Step 9: Verify Advance 
The Totals tab displays both the requested 
amount of the advance and the maximum 
authorized amount. The requested amount 
will never exceed the authorized amount 
until the FATA 7 makes the adjustment.   

Step 10: Select Advances Tab 
Select the Advances tab to see the 
requested advance.   

Step 11: Select Edit 
Select the edit icon next to the requested 
advance.   

Step 12: Edit Advance 
Enter the new amount of the requested 
advance in the Amount field.  
 

 
Step 13: Save 
Select the Save button to complete.  
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Instruction: Screenshot: 
Step 14: Verify Advance 
Notice the new amount for the requested 
advance in the Amount column.  

Step 15: Stamp Document 
Choose the Status to Apply stamp per your 
OpDiv/StaffDiv business process. Then 
select the Stamp and Submit Document 
button.  

 
Step 16: Continue Stamping 
Document 
Select the Continue Stamping the 
Document button. 

 

Step 17: Complete Stamping 
Select the Accept Signature Text button to 
complete.   

 

You have successfully edited an advance in CGE! 
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