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Concur Government Edition (CGE) Job Aid: Reviewing a Travel 
Reservation for Policy Violations 

Purpose: To provide a step-by-step guide to reviewing a travel 
reservation on an Authorization for any violations of the Federal Travel 
Regulation (FTR) or the HHS Travel Policy. 

Audience: Approving/Routing Officials  

Note: This job aid does not cover all policies that an Approving Official is 
responsible for verifying. This covers only the reservation of the airfare, 
hotel, and rental car. See the FTR and the HHS Travel Policy Manual for 
more information on travel policy.  

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.   

 
 
 

 

https://ams.hhs.gov/
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Instruction: Screenshot: 
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. 

 
 
 
 
 
 

Step 5: Select View/Change 
Reservation  
In the “Actions for…” pop up window, 
select the View/Change Reservation link to 
check for any policy violations. 
 

 
 

Step 6: Check for Policy Violations 
The History/Notes section indicates 
whether any policies were violated when 
booking travel. In this example, we can see 
that the car and hotel reservations are 
within policy. However, there is a policy 
violation for the flight segment. Scrolling 
down on the policy window will reveal 
more about the violation. 
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Instruction: Screenshot: 
Step 7: Verify Reason for Violation 
The Flight Rules Violation section lists the 
type of violation. The Violation Reason 
Code section lists the reason that was 
entered by the Traveler or Preparer when 
they selected that flight. The Options 
turned down section allows the Approver 
to see the flights that were available but 
not selected.  
The Approver can now determine if the 
policy violation is acceptable according to 
the FTR and/or the HHS Travel Policy.  
 

 
Step 8: Close Window  
Scroll to either the top or bottom of the 
window and select the Close button. 

 

You have successfully reviewed a travel reservation for policy violations in CGE! 
 

To continue reviewing the Authorization, see one of the job aids on reviewing and approving travel 
documents. 
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