
  
 

 

 

Concur Government Edition (CGE) Job Aid: Reviewing and Approving a 
Travel Document-Summary View Process.  

Purpose: To provide a step-by-step guide to reviewing and approving an 
Authorization or Voucher from a summary review page. This process 
allows you to stamp the document without making an adjustment to the 
document.  

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 
 

 
 

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

 
 

Step 3: Select Approvals Tab 
From the Home Page of CGE, select the 
Approvals tab to view all documents 
awaiting your approval.   

 
 
 

Step 4: Identify Document 
Identify the travel document that you need 
to approve by either the Document Name 
or the Control Number/TANUM. Notice the 
Awaiting Status column on the right. This 
indicates the next stamp to be applied to 
the document. Select the Document Name. 
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Instruction: Screenshot: 
Step 5: Select Review Document 
In the “Actions for…” pop up window, 
select Review Document to see a summary 
page of the travel document.  
 
Note: The View/Change Reservation link 
will allow you to check for any policy 
violations on the travel reservation.  
 

 
 

Step 6: Review Document 
The Document Information section 
provides detail on the purpose and 
location of the trip.  
The Reservation Details section allows you 
to see the air, lodging, and rental car that 
have been booked for this trip.  
Select the scroll bar to see more.  
 

  

 
Step 7: Review Document continued 
The Expense Details section displays all of 
the expenses that have been applied to the 
document such as fees and per diem.  
Select the scroll bar to continue.  

 
Step 8: Review Document continued 
The Receipts section contains any receipts 
or documentation that has been attached 
to the document. Select the View Receipts 
link to see attachments.  
The Per Diem Allowances section shows 
the per diem for this TDY. 
The Accounting Details section displays the 
line(s) of accounting that will be used to 
fund the trip. 
The Advance Details section allows you to 
see if an advance has been requested for 
the Traveler.  
Select the scroll bar to continue. 
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Instruction: Screenshot: 
Step 9: Review Document continued 
The Exceptions section will display any 
items outside the norm, e.g., non-contract 
fare used.  
The Traveler Details section displays the 
name, ID, and Org of the Traveler.  
The Total Details section shows the 
estimated cost of the trip as well as any 
requested advance.  
The Document Status section shows the 
current status, or last stamp to be applied 
to the document. It also shows the 
awaiting status, or next stamp to apply, 
and the routing officials that can apply that 
stamp.  
Select the scroll bar to continue. 
 

 

Step 10: Review Document continued 
The Document History section displays a 
complete history of this document 
including any adjustments, reservation 
updates, and stamps applied.  
Select the scroll bar to continue. 
 

 
Step 11: Review Document continued 
The Document Adjustments section shows 
the history of adjustments made on the 
document.  
The Trip Comments section displays 
comments added by the Preparer or 
Traveler. 

 
Step 12: Close Review Window 
When you have finished your review of the 
document, select the red X in the upper 
right to close the window.  

 

Step 13: Stamp Document 
Now that you have reviewed the 
document, the status in the Viewed 
column changes to Yes. Select the radio 
button in the Select column and then 
select the Pre-Audit and Stamp Selected 
Document button in the upper right to 
begin stamping the document.  

Approving a Document-Summary View Version 1.0   3 
 



Instruction: Screenshot: 
Step 14: Review Pre-Audit Results 
Check for any failed pre-audits.  
Select the Continue Signing Document 
button. 
 
Note: The Review page does not display 
justifications for the failed pre-audits. To 
see justifications, either adjust the 
document per the link on Step 5 or see the 
email notification for this document.  
 

 

Step 15: Stamp Document 
The Status to Apply field indicates that the 
next stamp to apply to the document is the 
one that appears in the Awaiting Status 
column. Select the Stamp Document 
button to continue. 
 
Note: If, for some reason, you need to 
return this document to the Traveler or 
Preparer, select the Status to Apply drop 
down arrow and choose the RETURNED 
stamp. Then choose a reason in the Reason 
drop down menu.  
 

 

Step 16: Close Document 
Select the Close Stamping Log Screen to 
finalize.  

 

You have successfully reviewed and approved a travel document in CGE! 
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