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Concur Government Edition (CGE) Job Aid: Returning a Travel Document

Purpose: To provide a step-by-step guide to returning an Authorization or
Voucher to the Traveler or Preparer after reviewing it in CGE.

Audience: Approving/Routing Officials

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

Login Methods to AMS

HSPD-12 Access Cards ? Network Credentials ? AMS Credentials ?

Insart your HSPD-12 AMS Usamama:
Access Card n your
smart card reader before
you try to kgn.

Appbas ta: ACF, ACL, AMRG, COC/ATSDR, CMS,
HRSA, IH5, NIH, OIG, 05, PSC, SAMHSA

AMS Password:

Salect Ophn: Selectone.
!
Eirst-bme AMS User?
3 Ecrgol AMS Username?
e A E o

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

By AR Profia

12 BCCeNE your applcations. Cuat

Restrcted Access, HHS Network

Stog: Sarumy’ Boria i

Step 3: Select Approvals Tab

From the Home Page of CGE, select the
Approvals tab to view all documents
awaiting your approval.

CONCUR
Home | Travel Authorizations  Vouchers Reporting  Profile

Step 4: Identify Document

Identify the travel document that you need
to review by either the Document Name or
the Control Number/TANUM. Select the
Document Name.

List of Documents
Search Previous Approvals

Select Viewed Document Type  Control Number  XFund

Trip Name PNR # Ticket By DepDate  Traveler  In Use Last Stamped

Trip from
Phoenix to
Denver

Wilsan,

83CVIB,LB633042 .
Yoshie

07/20/15 07120115 06/18/13

Awaiting Status =

APPROVED
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https://ams.hhs.gov/

Instruction:

Screenshot:

Step 6: Open Document
Select the Adjust Document link to open
the document.

Actions for TRIP00D030C

Review Document

Preview Document
ViewiChange Reservations

Adjust Document

Step 7: Select Latest Version

If necessary, select the edit icon next to
the latest version of the document to
open.

Document Version List

Document Type Level Date Time Adjustor
[:Jusmw 2 02/13/15 123PM Suzanne Frain
& omamaL 1 10/08/14 9:39AM Travel Auto Update

Step 8: Edit Document
Select the Edit Document button to finish
opening the document.

[ €t Document | Get Document as View-Only | Cancel Opening Document

Open Document Signature for TRIP00030C

i QUICK TIP
\‘\{) The Signature PIN is case sensitive.more

Step 9: Review Document

Review each tab as normal. To see the full
process for reviewing a document, see the
job aid “Approving a Travel Document-Full
View Process”.

|5u......a.‘, General | Expenses & Receipts || Accounting || Advances | Exceptions | Profile | Totsls perfmmpra-Aumrs|<:nnnmmmn

Document Summary for TRIP00030C

o QUICK TIP
\\‘) For specific information, click on a Details link. You can sign and stamp your document from the Document Status section. more

& Document Information TANUM: TANUMOO3ES Currency: U.S. Dollar Type: SINGLE TRIP
Location Purpose F Location From To Per Diem Rates
PHOENLX, AZ 0772015 07/24/15 83.00 / 71.00 (06/01/15-08/31/15)

Step 10: Select Confirmation Tab
Select the Confirmation tab to stamp the
document.

Summary || General || Expenses & Receipts || Accounting || Advances || Exceptions || Profile || Totals || Perform Pre-Audits | Confirmation |

Document Summary for TRIP00030C

i QUICK TIP
‘u) For specific information, click on a Details link. You can sign and stamp your document from the Document Status section. more

TANUM: TANUMOO3ES Currency: U.5. Dollar Type: SINGLE TRIP

& Document Information

Per Diem Rates
83.00/ 71.00 (06/01/15-08/31/15)

Location Purpose M Location From To

PHOENIX, AZ 07/20/15 07/24/15

Step 11: Stamp the Document

If something is missing or incorrect on the
document, you have the option to return it
to the Traveler or Preparer. Select the
Status to Apply drop down arrow and
select RETURNED from the list of stamps.

Auth: TRIPO003] COMPLETED
COMFERENCE APPROVED
Expenses & Recd DOCUMENT PREPARED E
ETHICS APPROVED

FGM SECURITY AFFROVD
FUNDS CHECK
MANUALLY PAID

Traveler: Yoshie Wilson

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

Status for TRIP00030C

MFT FINAL APPROVAL
MFT PRE-APPROVAL

& QUICK TIP
\:!‘) The Signature PN is casd FRE PAYMEMNT AUDIT
g : FREMIUM AIR AFFROVED

RE-PAID
RECOMMENDED
Status to Apply [ I
REVIEWELD %
SELF-REG APPROVED
SIGN-FUND-TKT
SIGN-TKT

Remarks SIGNED

TA AUDITOR REVIEWED
Return-to | yiQUCHER PREPARED

Reason
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Instruction:

Screenshot:

Step 12: Select a Reason

Select the drop down arrow next to the
Reason field and select a reason for
returning the document.

Status to Apply | RETURNED [+]

Step 13: Enter Remarks

In the Remarks field, enter the details for
the reason that you are returning the
document.

Status to Apply | RETURNED [~]

Reason | Viclation of travel policy El

__|Please choose a contract airfare o
Remarks )
Return-to El
Step 14: Select Traveler or Preparer e ey =]

Select the drop down arrow next to the
Return-to field and select the User to
whom you want to return this document.
This can also be returned to a previous
routing official.

Reason | Violation of travel policy El

Remarks Please choose a contract airfare -
emarks

| Frain, Suzanne Patricia :‘!

Step 15: Stamp and Submit Document
Select the Stamp and Submit Document
button to beginning the stamping process.

View/Change Reser\raljons| 5uIJmit| Print | Close |

Confirmation

Adjustments - Go To Adjustments | Audits - Go To Audi’rsl Stamp and Submit Document || Back | Next |

Step 16: Continue Stamping the

Document Cancel Pre-Audit Res-uhsl Continue Stamping the Document I Justify Pre-Audit Results Back | Mext |
Select the Continue Stamping the
Document button to complete.
You have successfully returned a travel document in CGE!
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