PSC

Concur Government Edition (CGE) Job Aid: Signing a Voucher

Purpose: To provide a step-by-step guide to accessing and signing a
Voucher that was created by a Preparer and routed to the Traveler in CGE.

Audience: Travelers

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 via the internet at
https://ams.hhs.gov
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Login Methods to AMS

HSPD-12 Access Cards ?

Insert your HSPD-12
Accass Card in your
smart card reader before
you try to login,

Network Credentials ? AMS Credentials 7

Applies to: ACF, ACL, AHRQ, CDC/ATSDR, CMS,
HRSA, HS5, NIH, OIG, 05, PSC, SAMHSA
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Step 2: Select CGE

From the Home page of AMS select the
E-Travel link.
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Step 3: Select Vouchers Tab
Select the Vouchers tab to locate your
Vouchers.

CONCUR
Home Travel Authorizations Approvals

Step 4: Select Document Name
Locate your Voucher based on the Trip
Name and the Depart Date. Then select
the document from the Name column.

Vouchers

Search Vouchers

Name Type TA Num Trip Name PNR # Depart Date ™
VICH004318 Vch TANUMOOFSN gp from Washington to Housto) JOBUZS EZCUAD, 269292251COUNTYQ
VCHO04067 Vch TANUMODETS  Trip from Washington to Dallas WOZRPP 07/21/2015
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https://ams.hhs.gov/

Instruction:

Screenshot:

Step 5: Open Voucher
Select the Open Document link from the
Actions for pop up window.

[ Actions for VCHO04318

Open Document
Review Document

Copy Document
Delete Document

Close

Step 6: Select Expenses & Receipts
Tab

Select the Expenses & Receipts tab to see a
list of all of the expenses for this trip.

Traveler: Melissa Stecklow  Veh: VCH004318 (TANUMOOFSN) View/Chang

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

Step 7: Verify All Expenses

Summary || General || Charge Card || Expenses & Receipts || Accounting | Exceptions || Profile | Totzls | Perform Pre-fAudits || Confirm:
Use the scroll bar to view all of the
expenses on the Voucher. It is the For Delete: Select All Deselect All Currency: US. Dollar A
responsibility of the Traveler to verify that # T Action Delete Date Source Expense Description Amount Type
all expenses for the trip have been 1 7 e 05/19/2015 TDY Voucher Fee RO
accounted for and are accurate. 2 & B [ oea7/2015 Rirfare

3 & By O osn7/2015 First Bag Airline Fee

4 & By [0 os/7/2015 Hotel Tax - Domestic

5 2 B0 O osaveos Lodging

6 & B3 O osaweis MAIE

7 & B O oererz01s Hotel Tax - Domestic
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Step 8: Select Totals Tab Traveler: Melissa Stecklow  Vch: VCH004318 (TANUMOOFSN) [ Vien/Change

Select the Totals tab to view the total cost Summary || General || Charge Card | Expenses & Receipts | Accounting || Exceptions || Profile Perform Pre-Audits | Confirmation
of the trip.
Step 9: Verify Totals Currency: US. Dollar
Use the scroll bar to see the total cost of S e -
ount
the trip as well as the amount that is Total Expenses:
. Total Agency-Paid Expenses (non-reimbursable to traveler):
reimbursable to the Traveler. Total Reimbursable Expenses:
Advance Authorized: 0.00
Advance Qutstanding: 0.00
Advance Applied: 0.00 0.00
Total Reimbursable Amount: 866.76
. H H Traveler: Melissa Stecklow  Vech: VCHO04318 (TANUMOOFSN) View/Change
Step 10: Select Confirmation Tab /Change
Select the Confirmation tab to sign the Summary || General | Charge Card | Expenses & Receipts || Accounting || Exceptions | Profile | Totals || Perform Pre-Audits | Confirmation
Voucher.
Step 11: sign Voucher View/Change Ressrvations | | View Linked Documents |~ Submet || Print | Export @]
h . Totals || Perform Pre-Audits | Confirmation
Verify that the Status to Apply is the s - Go To audts [ Smp and scbrt Docoment | | esck | nee |
SIGNED stamp and then select Stamp and A

Submit Document.

If any items on the Voucher are not
accurate, select the Close button and
contact the Preparer to have them make
the necessary changes.
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Instruction:

Screenshot:

Step 12: Verify Pre-Audits

Verify that any justifications are accurate.
Then select the Continue Stamping the
Document button.

Pre-Audit Fails
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Cancil Pri-Audt Results

Contieut Stamping the Document | dustily Prir-dudit Riasds |
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Step 13: Finish Signing Voucher
Select the Accept Signature Text button to
complete the signing process.

Cancel Stamping )| Accept Signature Text |

Step 14: Close Voucher

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

Close Post Stamping Document Closure Screen

You have successfully signed a Voucher in CGE!
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