ConcurGov Job Aid: Locating a Traveler

‘ ‘ Purpose: To provide a step-by-step guide to locating a Traveler in
‘ ConcurGov in order to create or update travel documents.

)&

Audience: Federal Travel Arrangers and FATAs

Instruction: Screenshot:
Step 1: Log into AMS
Log into ConcurGov via AMS using either S.gov Tinbrovkyg the hos) ani voell-being of Ameris

your PIV card or your network username AMS | Acc

and password.
Login Methods to AMS
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Step 2: Select ConcurGov
From the Home page of AMS select the
E-Travel link.

= 1 Annsmncements

AN wll Bt S{ DG

9200 DM Ban Jnd (Ea

C ol

Step 3: Select Profile

From the ConcurGov Home page, select 1299

the Profile tab in the upper rlght CONCURGOV Travel Authorizations Vouchers Profie « &

Step 4: Locate Traveler
The “Acting as other user” section contains o
up to 3 options for locating a Traveler. (See Suzanne Patricia Frain

steps 5, 6, and 7). @ gs
Note: The Profile tab also contains the

Profiles Setting link to update the © fetenbenaliofanoer user
Traveler’s profile and the link to sign out of
ConcurGov.

Book travel for any user (Self-assign)

All users to whom | have access

Cancel
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https://ams.hhs.gov/

Instruction:

Screenshot:

Step 5: Locate Traveler (Option 1)

To see a list of Travelers who you have
previously located, select the radio button
next to “Act on behalf of another user”.
Then select the drop down arrow in the
“Choose a user” field.

x Acting as other user (7]

ct on behalf of another user

) Bocek travel for any user (Self-assign)

) Allusers to whom | have access

b4
Cancel
Step 5 continued: Locate Traveler
(o.ptlon 1) . . . x Acting as other user 9
A list of Travelers will display in the drop ct on behalf of another user
down menu. SeleCt the name Of the () Book travel for any user (Self-assign)
Traveler from the ||St' ) Allusers to whom | have access
|Blake. Florence| v
Blake, Florence
traveler319@test.gov (Email)
3015551230
Blake, Trainer [
HHSEmail@hhs . pretrain. gov (Em@ __________
202-444-5555
2/08/2016) Chapman, Janelle
2282015 jlan@psc.hhs.gov (Email) [
32812015 e——
Step 6: Locate Traveler (Option 2)
To search for a new Traveler, select the 2
. “« s Acting as other user (7]
radio button next to the “Book travel for
) Act on behalf of another user
any user (Self-assign)”. :
y ( g ) E Book travel for any user (Sel-assign)
) Allusers to whom | have access
Search by name or ID Q |
Cancel

Step 6 continued: Locate Traveler
(Option 2)

Enter the name of the Traveler in the
“Search by name or “field. Select the
name from the search results list.

-
-A: Acting as other user 0
) Act on behalf of another user
'® Book travel for any user (Self-assign)

) Allusers to whom | have access

Blake, Bart
traveler346@test hhs (Login ID)
traveler346@test.gov (Email)

RERl 3015551257

Blake, Berna
traveler310@test.hhs (Login ID)

V1372015

traveler310@test. gov (Email)
HHSX
3015551221
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Instruction:

Screenshot:

Step 7: Locate Traveler (Option 3)

To see a Home page that contains the
reservations and documents for all
Travelers that you support, select the radio
button next to “All users to whom | have
access”. You can limit this to only the
reservations and documents that you have
created by selecting the checkbox next to
“Only show travel | have arranged”.

:/-: Acting as other user (7]
Act on behalf of another user
Book travel for any user (Self-assign)
EAII users to whom | have access
DOnI}r show travel | have arranged

Cancel

Step 8: Start Session

Once a Traveler has been located using any
of the above options, select the Start
Session button. The Home page will
refresh and contain the Traveler’s trips and
documents.

Note: If the Traveler does not appear using
any search method, this Traveler may not
be a member of a Group to which you have
access. Contact your FATA if you need
access to this Traveler.

3 act
w= Acting as other user g
Act on behalf of another user

Book travel for any user (Seli-assign)
Il users to whom | have access
nly show travel | have arranged

Cancel Start Session

Start 9: End Session

When you are finished acting as another
user select the Done acting for others
button.

', Currently acting as
Blake, Florence
Profile Settings | Sign Out
7..: Acting as other user 7]

#) Act on behalf of another user

Book travel for any user (Self-assign)

Cancel

Done acting for others

You have successfully located a Traveler in ConcurGov!
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