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Concur Government Edition (CGE) Job Aid: Cancelling a non-ticketed
reservation.

Purpose: To provide a step-by-step guide to cancelling a reservation with
airfare that has not yet been ticketed in CGE. This process also applies to
reservations that do not contain airfare.

Audience: Travelers and Preparers

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
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Step 2: Select CGE

From the Home page of AMS select the
E-Travel link.

3 (Bls3

Step 3: Select Travel Tab
Select the Travel tab to begin.

CONCUR

Home Authorizations  Vouchers  Approvals Reporting  Administration  Profile

Step 4: Select Upcoming Trips Tab
Select the Upcoming Trips tab to
determine the status of the trip that you
want to cancel.

Important Information | Upcoming Trips I

News and Information

GSA Carbon Footprint and Green Procurement Tool

GSA has developed the GSA Carbon Footprint and Green Procurement Tool to assist agencies in managing their GHGs as required by Executive Order
(E0) 13514 and recent energy laws. Click here to view the GSA Carbon Footprint and Green Procurement Tool.

President Barack Obama on virtual conferencing technology and enacting other savings measures
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https://ams.hhs.gov/

Instruction:

Screenshot:

Step 5: Determine Status of Trip
The Upcoming Trips tab contains the status

t Information

Authorization

Trip Name/Description . Start Date End Date Action
Of a” Of the Travelerls upcomlng trlps' The Trip from Mewark to Atlanta (NSIQTV) Authorization needs approval 06/23/2015 06/24/2015 Cancel Trip
H H . A I and Ticketing deadline it
Status column will state either: Dbra5/2015 0600 pm astorm
T ” H
TICketed - trlp has been approved and jp will be automatically cancelled
tiCketed. if ndgpproved by then. (more inge]
“Withdrawn”- trip has been cancelled.
“Authorization needs approval...”- Trip has
been reserved but not approved or
ticketed (as shown).
Note the Authorization Number (TA Num)
of the trip that you want to cancel.
In this example, DO NOT select the Cancel
Trip link in the Action column as this will
cancel the reservation but not the
Authorization.
Step 6: Select Authorizations Tab
Select the Authorizations tab to locate the C' CONCUR
document.
Home | Travel Vouchers Approvals Reporting Administration Profile
Travel Home Arrangers Trip Library Templates Policy
Step 7: Locate Document Authorizations
Locate the document with the TA Num fenishariars
that WaS |isted in the Upcoming Trips tab :hme Type jANnm - Trip Name : PNR # Ticket By Depart Date ¥ Last Stamped Shlus. -
:::; e 1:2::2;::&;1::1& BTWE33 06/23/2015 05/29/2015 :.[E;;:;AUD\‘S o
(Step 5). SeleCt the Document Name. TRIPOOOLIF Auth TANUMOQOLWE Trip from Atianta to Buffalo RESERVATIONS UPDATED
Step 8: Open Document Actions for TRIPD0D01JS
Select the Open Document link from the
- ] Open Document
Actions pop up window. -
Review Document
Copy Document
Close
Step 9: Edit Document | | Edit Du(umen(lﬂetl]n(umentas View-Only | Cancel Opening Document
Select the Edit Document link Open Document Signature for TRIP0001JS
’ i QUICK TIP
\) The Signature PIN s case sensitive.more
Reason| ]
Step 10. select Confirmation Tab Traveler: Suzanne Frain  Auth: TRIPOOOLIS (TANUMOOLWI}
Select the Conﬁrmation tab ’J ¥ ” General ” Expenses & Receipts ” Accuunﬁng” Advances ” Exceptions H Proﬁle” Tutals” Perform Pre-AudiisI Confirmati |I
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Instruction:

Screenshot:

Step 11: Cancel Document

Select the CANCELLED stamp in the Status
to Apply field. This will cancel the un-
ticketed reservation as well as the
Authorization. Select the Stamp and
Submit Document button to complete.

ise5 & Receipts || Accounting || Advances || Exceptions || Profile || Totals || Perform Pre-udits || ¢

| summry || General || Expen

Adjustments - Go To Adjustments | Audits - Go To Audits | Stamp and Submit Document |

Status for TRIPO001JS
Status to Apply| CANCELLED |

-

Remarks.
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[] Stamp Document
Without Adjustment

You have successfully cancelled a non-ticketed reservation in CGE!
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