ConcurGov Job Aid: Creating an Authorization from a Travel Reservation

a
ST

a Travel Reservation”.

Audience: Travelers and Federal Travel Arrangers

Purpose: To provide a step-by-step guide to creating an Authorization after
creating a travel reservation in ConcurGov.

To learn how to create a travel reservation, see the job aid entitled “Creating

Instruction:

Screenshot:

Step 1: Log into AMS

Log into ConcurGov via AMS using either
your PIV card or your HHS network
username and password.

If you have just created a travel
reservation and have not logged out of
ConcurGov, skip to step 6.

Note: AMS can be accessed through the
HHS intranet or the internet at
https://ams.hhs.gov

HHS gov

Login Methods to AMS

HSPD-12 Access Cards ?

Insert your HEPD-12 —
Access Card in your
smart card reader before
you try te login.

Login L

AMS | Access

Network Credentials ?

Apphes to: ACF, ACL, AMRD, COC/ATSOR, CMS,
HRSA, [HE, MIH, DIG, DS, PSC, SAMHSA

AMS Credentials ?

AME Usemami:

AMS Password:

Salact OpDv: Saloctane . -
Nebwork Usermame: | Login |
Nabwark Passward:
| | Firab- e AMS Uner?
Farget AMS Usemame?
i . .

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

Home Lk Dok Appheations. By AN Profla or Mangagemant  Baports
Walcome,
Satect from the Bt of bnks Balow o SCCENE YOUT 4 ations. Cuvtomize your b by bnking ©
Restricted Access, HHS Network
B Eimhgence Informaticn Swibens (EI15
syl Perpiedel Foiey (gQHY |
srazion's "ee Srep Seevce® evral i

or deriang svadatie sppbcaton

= 1 AnnomncemeRls

AN will B operating n bevbed hunctionabty
mode from 5:00 PM Foday 10 168, 3o wndl
100 P Jan Bnd (Eastem tme Fyilems
30 Bhe vE.1 rebeaie Seployment
Faw Bt S3EATENCH, Phase CONLBCT DIE-

[Ht5 haipds

Step 3: Select Authorization Tab

An Authorization was automatically
created when you booked travel. To locate
it, select the Authorization tab from the
ConcurGov Home page.

[§) cONCURGOV

Travel

Authoriz ations

Vouchers

Step 4: Locate Authorization

From the list of Authorizations, locate the
document based on the Name, TA number, e D) N Teket oy @
TI"Ip Name, and/or Depa rt Date. Select the TRIPD0D3ZG-1 Auth  TANUMOD4KI  Trip from Washington to Boston 09/2012016
document Name TRIP0O03Z2 Auth TANUMOD4KS Trip to San Francisco and Seattle NSDHLK 08/06/2016 08/08/2016
: TRIPOOO3YY Auth TANUMOD4KD Trip from Washington to Chicago ADUWIA GBT54159359 071162016 07/18/2016
l |
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https://ams.hhs.gov/

Instruction:

Step 5: Open Authorization
From the “Actions for...” pop up window,
select Open Document.

Screenshot:
Actions for TRIPD0D3YY |
I
o] |
Review Document !
Copy Document l

Step 6: Select General Tab
Select the General tab to enter general
information about this trip.

Traveler: Keli Kent  Auth: TRIPDO03YY (TANUMOD4KD)

Summal‘,‘ Expenses & Receipts | Accounting || Advances || Exceptions | Profile | Totals

Perform Pre-Audits || Confirmation
Step 7: Enter General Information
From the General tab, enter a Trip Name if Summary | General || Expenses & Receipts || Accounting || Advances || Exceptions || Profie || Totals | Perform Pre-audts || Confirmation
you did not create one while booking the - Previous Reset Per Diem Condiions
reservation. Enter the Type Coqe’ Purpose, Document Information for TRIPO003YY
and Document Details of the trip.
o Enter or edit the general document information. If this is a trip-based document, click the Trip Information tab to edit'view the trip information
The SeleCt the SaVe Changes bUtton- Help: Authorizations Vouchers Localouchers
Document Information | Trip Information
*Required Field
Document Type™ | Auth
Document Name™ | TRIPO0O3YY
Document Date™ | 03/15/2018
TANUM® | TANUMOD4KD
Trip: I"”"-‘l Meeling in Chicago with Project Manager
2
Sponsored Travel
Currency | U.S. Dollar ¥
Type Code™ | SINGLE TRIP vI
Purpose™ | MISSION (OPERATIONAL) vI
Document Detail™ | Traveling to Chicago to meet with the HIVIAIDS Awareness Project MJnager/J
& Previous Reset Per Diem Conditions
Step 8: Select Expenses Tab
Select the Expenses & Receipts tab to Traveler: Kelli Kent  Auth: TRIPOD03YY (TANUMOD4KD)
enter the estimated €xpenses for this trlp' Summary || General Accounting || Advances | Exceptions || Profile || Totals || Perform Pre-Audits | Confirmation

Step 9: Add Expenses

Expenses for Airfare, Lodging, and Rental
Car have already been added from your
travel reservation. The Meals and
Incidental Expenses (M&IE) have also been
added per the TDY location.

To add an expense, select the Add Expense
button on the left and then enter the
Expense Description, Cost, Payment
Method, and Expense Date in the Add
Expense Details section on the right side of
the page. Then select the Save button.

Note: Be sure to select the Add Expense
button before each entry to avoid editing a
previously entered expense.

Summary | General | Expenses &Receipts | Accounting | Advances | Exceptions | Profle | Totals | Perform Pre-Audits || Confirmatien

Por) om

& Previous

Expenses and Receipts for Authorization: TRIP0003YY

Add Expense Details
Create Expenses Through

Expense Date” | 07/1812016 E
Expense Description” | First Bag Airline Fee .J
. r—
Payment Method

@ Manage your expenses and receipts. Add new, edit, delete or itemize existing expenses

Page Help

[ Add Expense | Delefe Selected Expenses

Expense List

For Delete: Select All Deselect All Currency: U.S. Dollar

£ Alert  Actions  Delete Date Source Expense Descrifion Amount Type

. P 031512016 Estimated TOY Vouer Fee 1475 RO

2 2, 03152016 Estimated Travel Fee} 826 RO *Show Other Details
5 7B oemte Aifare 188.20

A 2, 0782016 Lodging 108.00

5 200 0782016 5550

N 20 WAE2016 77T
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Instruction:

Screenshot:

Step 10: Edit an Expense

To edit an expense, select the edit icon on
the left side of the expense.

Edit the cost or payment method fields and

raveler KeBKent Ao TRIPODOZYY

umemary | General

Eupenses & Ree

. . 0Tne01s First Bag Arine Fee 2500 e
select Save. In this example, Tco edit the e = = < Expense Detal
M&IE, select the Show Per Diem omszone 08 00 Copy PRI EPIe Valves and
Conditions link. wete MIE =% it ol
OTHARIE Privately Cramed Vehicl 1242
Lxpense Date™ |0 =
0THE2018 - Rental Car At
0THARME Moned T 2500 el ]
Coat” | T400 ﬁl usp
0THe01E Ledying 108.00
Payment Mathea* | PERSONAL -
OTHAZ01E MAIE T400
0TRO2016 Hotel Ta 25.00
Ladging 108 00
MLIE T4.00
Step 10 continued: Edit an Expense
Select the radio button next to Meals [ s | e
Provided and check the appropriate box » - *Requred Fied
next to Breakfast, Lunch, and/or Dinner. » Edit Expense Details
. . 00 Copy Per Diem Expense Values and Conditions
Enter an end date in the Copy Per Diem . Creste Expenses Through
Conditions Through field if this applies to -
multiple consecutive dates. " Expense Date” | 17192016 .
Expense Description” | MBIE -
Select Save to complete. . o 200 28 v
" Payment Method™ | PERSONAL v
. . oo
Continue to add all estimated expenses for |  Show Other Detale
this trip. " _
AHide Per Diem Conditions Per Diem Rates: 200.00 / 74.00
00 These conditions apply to all per diem expenses on 07/19/2016
50 Regular M&IE
Aeals Provided
Breakfast
L‘lm:h
Dinner
Actual Meals
M&IE Overmide
eceipt . On Leave .
[ s | Next
Step 11: Select Accounting Tab
Select the Accounting tab to enter the Traveler: Keli Kent  Auth: TRIPDDD3YY (TANUMOD4KD)
accounting information for this trip. summary | General | Expenses & Receipts | Accounting | Advances | Exceptions | Profle | Totals || Perform Pre-sudits | Confirmation
Step 12: Add a Line of Accounting
(LOA) Traveler: Kell Kent  Auth: TRIPO003YY (TANUMOD4KD)
Summary General Expenses & Receipts Accountin Advances Exceptions Profile Totals Perform Pre-Audits Confirmation
Select the Add New Account Code button. : : ’ :
+ Previous

Account Code for TRIP0O003YY

o To select an account code, click the Label link. To search by label, type some of the label in the field and click the Search button

Page Help

Account Organization: HHS

Add New Account Code
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Instruction:

Screenshot:

Step 13: Enter LOA Label and Fiscal
Year

Enter a Label for this LOA based on your
OpDiv/StaffDiv guidelines.

The Fiscal Year field reflects the year that
the document is created.

Choose the fiscal year of the trip expenses
in the FY drop down.

Search for a Common Account Number
(CAN) by selecting the magnifying glass
icon. This could also appear as a drop
down arrow depending on your
OpDiv/StaffDiv configuration.

Note: There may be additional fields
depending on your OpDiv/StaffDiv
configuration.

Account Org - Structure | HHS - HHS - UFMS Dyn Acct ¥

Label I Training Account Code I

Fiscal Year | 2016

Sponsored

GAN ™ @

occ ™ Q
15

Step 14: Choose the Common Account
Number (CAN)

Search for the appropriate CAN by
selecting the radio button next to either
the By Element Description or the By
Element Value fields. Enter the description
or CAN number in the Search Value field
and select Search.

Select the CAN from the Search Results list.

[ Defacit CAN Lookup - Google Chrame

8 https://cgepreview.concursolutions.com/UL/TAVS/Proxy/WSe

Enter Search Criteria Close

Search Type: By Element Descriptior] (& |By Element Value |
Search Value:§ 5L [ Search ]

Search Results
CAN Description |

9210025

92100LK

921011
921012V

Step 15: Choose the Object Class Code
(0Cq)

Follow the same process as above to
search for and select the Object Class
Code. Then select the Add to Document
button.

Setup Account Code

*Required Field
Account Org - Structure | HHS - HHS - UFMS Dyn Acct v
Label * | Chicago LOA

Fiscal Year | 2016

Sponsored
Fy * |2016 ¥
can ¥ | 9210025 Q

occ ™ [211M @
AddfChange Favorites Add to Document Clear Values

Step 16: Perform Pre-Audit Check
Select the Perform Pre-Audits tab to verify
audit tests.

Traveler: Keli Kent  Auth: TRIPOO03YY (TANUMOD4KD)

Summary || General || Expenses & Receipts || Accounting || Advances || Exceptions || Profie || Totals | Perform Pre-fwdits || Confirmation
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Instruction:

Screenshot:

Step 17: Identify Pre-Audit FAILs
Check for any FAILs on the Pre-Audit List.
These require a justification. Select the
Justify Pre-Audit Results stamp to enter
the justification.

Note: A HARDFAIL (not shown) requires an
adjustment to the document in order to
proceed.

Traveler: Kell Kent  Sumc TRIPODIIYY (TANUMOOLKD

Peiarm Pre-Mudks | Confrmation

General || Expenses & Receipts | Accounting | Adwances | Futephions | Profle | Tobaks

——————
| ity Pre.funit Rty | Came Pre-furtl vt Net +

- Previous

Comments

Audit Process

DALY EXPENSE THRESH Interrel Us age for 0T/192018 exceeds e daiy threshoid of 1.00 The daly thieshokd for cne or more expenses hus been exceeded. Please provide 4

jesiification

Pre-Audit Passes

Step 18: Enter Justification

Enter a justification, per your
OpDiv/StaffDiv guidelines, in the comment
box next to the failed pre-audit.

Select the Save Justification button to
continue.

Tetaks | Perferm Pre-Audts || Confirmation

+ Previous | Save aticaton | Ciose Jaticaton Wihout Savng Neat 4

Document Name: TRIPODD3YY
Type: Auth

Traveler. Kenl, Kelli
Status: FAIL
Pre-Audit Fails
Audn Proceas Stanss Camments
DALY EXPENSE THRESH FaIL et Us age for OT/192016 exceeds the dady thieshokd of 1,00 The daly thresbokd for cne or more expenses has been excesded Please provide 3
justiication

 con iticobon

Justiicaton I Rt inktrned access ab halel 1 alited webinar

Step 19: Select Confirmation Tab
Select the Confirmation tab to sign the
document.

Traveler: Kelli Kent  Auth: TRIPODO3YY (TAMUMOD4KD)

summary | General | Expenses & Receipts || Accounting | Advances || Exceptions || Profle | Totals || Perform Pre-Audits

Step 20: Sign Authorization

Select the SIGNED stamp from the drop
down menu next to Status to Apply.
Select the Stamp and Submit Document
button to continue.

Note: An Arranger may choose the AUTH
PREPARED stamp if the Authorization
needs to be sent to the Traveler for
verification. Check with your FATA for

Traveier: Kell Kent  Aus: TRIPOOIITY (TA

udis | Confametion

* PrEds

St o Rl

Reason v
Remarks

Metunds v

OpDiv/StaffDiv guidelines on this process. This s Y ctig et i corst docruanL ok s e
Name Statug Lewel
Kl Kend SIGHED
The Document Routing section lists the :
current status of the document.  Peions Stamp and St Docamert |
Step 21: Review Pre-Audits
Review the pre-audits to verify that all Pk CornunSarong s Oocmet | Caca s fck e N

justifications have been provided.
Select the Continue Stamping the
Document button to complete.

Pre-Audit Results for TRIPO003YY

“Requred Fisid

) Clck he magnitying glass icon to view detal comments for each aud process

Page Help
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Instruction:

Screenshot:

Step 22: Accept Signature

Select the Accept Signature Text button to [ Cumet o | recot s e
indicate that you are legally signing this Signature for TRIPOOD3YY
document. Py R
pirg th SIGNED B y I ning 1
Step 23: Close and Route
Authorization

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

Post Stamping Document Closure for TRIPO003YY

Lewel Hame Stabus Stamping Actions

RECOMMENDED

CFRTIFIFD

You have successfully created an Authorization from a travel reservation in

ConcurGov!
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