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Welcome to Concur Government Edition (CGE)

The Concur Government Edition (CGE) service provides the government traveler with superior usability and a
modern, intuitive, and consistent user experience for end-to-end travel needs. It allows travelers to process
authorizations, vouchers, and local vouchers. CGE provides a nearly paper-free process that saves you time and
saves the government money. CGE integrates managing vouchers with a complete start-to-finish federal travel
booking solution. This comprehensive Web-based service provides all of the tools that federal government users
need to quickly book travel, as well as create and submit vouchers.

Document Purpose

This QuickStart User Manual serves as an end-to-end user guide for Federal Travelers using CGE to book and
expense travel.

Procedures for the tasks you perform in CGE are provided in a two-column format. Primary procedures are listed
under the How to <Task Name=> column. The Additional Information column provides information such as
secondary or optional procedures, definitions, and other information about how to complete the task.

Note: For more information about using CGE, click the Help link, located in the top right corner of the CGE site.

9 Help |IL|:|g Out

Company Sensitive and Proprietary
Page 4



Federal Traveler QuickStart User Manual for Concur Government Edition
Version 1.4 | February 20, 2014

Section 508 Compliance (ADA)

CGE complies with Section 508 of the Rehabilitation Act Amendment of 1998 for Americans with Disabilities (ADA)
when used in conjunction with specific assistive technology software. This ensures that individuals with disabilities
are provided with comparable access or the same degree of access to all software information and data as
individuals without disabilities. The user and administrator interfaces have been designed and tested to be
compatible with the Job Access with Speech (JAWS) for version 4.51 assistive technology product from Freedom
Scientific.
The specific testing environment used to validate Section 508 accessibility consisted of recent versions of:

e Microsoft Internet Explorer

e Firefox

e Google Chrome

e JAWS for Windows

e CGE document preparation and administration interfaces
CGE was tested using the above described JAWS software and basic keyboard-only usage. Section 508
accessibility testing was conducted by Concur’s Quality Assurance (QA) professionals and experienced JAWS
users. Accessibility exceptions identified during this testing process were prioritized and scheduled as
enhancements for CGE to provide the described Section 508 accessibility. This list would be too specific and
detailed to list item by item. However, this effort impacted areas such as field usage, navigation, and frame
titling, and in almost all cases is transparent to a standard CGE user.
Although Concur used JAWS to test Section 508 accessibility, Concur does not specifically endorse the JAWS
product. Other assistive technology products and environments may be compatible, but CGE has not tested
them.
Concur does not provide technical support for assistive technology software. You can obtain technical support for
the installation and use of JAWS from the Freedom Scientific Web site, located at:

http://www.freedomscientific.com/support.asp, or by calling Freedom Scientific technical support at 1-727-803-
8600.
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Section 1: CGE Travel Application Overview

CGE is designed to mirror the government travel process with separate tabs for booking travel, managing
authorizations and vouchers, and approving documents. Within CGE, you can shop for and book travel
reservations. After creating a reservation you use CGE to automatically create authorizations, approve
authorizations, incur expenses while traveling, approve vouchers after returning from travel, and processes
payment quickly. If you use your government-issued charge card (also known as a travel card) for all travel
transactions, you only need to review and submit the voucher without entering any further data. Complete
integration with agency data systems also ensures transaction accuracy.

The CGE workflow for the government travel process involves the following basic steps:

1. After you, or your travel arranger, creates a reservation, CGE creates a travel authorization.
2. The integrated workflow routes the document to the required approving officials per your agency’s policy.

3. CGE can integrate your agency’s financial systems for accounting validation, verification of funds, budgeting,
and subsequent obligation of funds.

4. After you return from a trip, CGE automatically creates a travel voucher that leverages online booking data
and matches government Individual Billed Account (IBA) card transactions to e-receipts received from Airline,
Rail, Hotel, and Car Rental vendors.

5. After you submit a voucher, the integrated workflow routes the voucher to the required approving officials
per your agency’s policy.

6. CGE can integrate your agency'’s financial systems to provide split payment details from a voucher and all
data required for reimbursement to the traveler.

The following illustration provides an overview of the end-to-end process that CGE provides.

Concur Government Edition Platform

Book Trip i mplete Audit/ :
Complete Authorization '2<° 1P Sy Back Ofice ~ Fayment - Reporting

TV ¥ A—— |

Concur Travel Concur Travel Manager Concur Intelligence

You can make your own reservations, or designate individuals as travel arrangers. You can book your travel in
the following ways:

e Online through CGE
e Use a mobile application (Android, Blackberry, iPhone, or iPad)

e Contact a travel agency and book travel using traditional methods (toll-free phone, email, or fax). Note that
online and travel agent-assisted bookings are processed exactly the same way.
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Section 2: Getting Started
Log on to CGE

There are two ways to access CGE. If your agency leverages single sign-on you will access CGE within your
Agency'’s portal. Otherwise, you can access CGE using the following steps;

How to Login to CGE Additional Information

1. Open a supported Web browser.

2. In the address bar, type:
http://cge.concursolutions.com

The Concur Welcome screen appears.

Welcome

WARNING
This iz a U.5. Federal Government information system that is "FOR OFFICIAL USE ONLY " [Mere]

Privacy Act Notice
This sy=stem containg information protected under the provigions of the Privacy Act of 1974 (Public

@concun i

If you experience difficulty logging into the site, please click on the Fargot your password? link
below.
Login
User Hame |
Password

Forgot vour user name?
Forgot vour password?
Passwords are case sensitive.

3. Inthe User Name box, type your user
name.

4. In the Password hox, type your password, Your password is case sensitive.
and then click Login.

5. On the WARNING page, click I AGREE.

6. Read through the Privacy Act Notice and CGE requires you to re-login to the system after 15
then click Continue. minutes of inactivity.
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Key Terms

In CGE, a document can be an authorization or voucher.

Authorization: An authorization is a document that allows an employee to request authorization for
travel reservations and trip expenses before they are incurred.

Voucher: A claim document that is created to reimburse an employee for travel expenses.

Company Sensitive and Proprietary
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Window Layout

CGE windows all have the same basic layout. The following screenshot shows the CGE window areas.

Wekearme, Arrangerl Training © Help | Log Out
1 Home  Travel Awthorizations = Vouchers  Profile
2 = Authorization v scinisterig vl hor [Tralsing, Aerargerl 7
Create R/ it Appeeiy Vaucher i s
Traveler; Amanger] Training  Authorization: Test Auth [T3I265 Subenit | | Print || Export | Close |
Save Changes | Cancel em Congt gack | Hea
Document Information for Test_Auth
. QUICK TP
iy W

= Amanger] Training

1 Trip Information  Custom Flds

Depart Selection | RES: Aleandria, VA W

PReturn Selection | RES Alexandris VA W

Itinerary Locations Add additional rows
Debete Agvival Date Departure Date hanerary Locataon Puspose Code Usilisted
¥ [semo = waTne_ Ji SIATTLE WA .

[= = Learcnih

The following table describes the purpose of each of these areas:
No. Area Description

1 Menu Toolbar A set of tabs that provide access to the Home, Travel,
Authorizations, Vouchers, and Profile pages. These tabs provide
access to pages that contain menus and links you can use to create and
manage documents. Your user account permissions determine which
tabs you have access to. For example, the Administration tab only
displays when you are logged in as a system administrator.

2 Document Life Cycle Displays where a document is in its life cycle. Stages include Travel,
Bar Create, Review/Submit, Approval, and Voucher.
3 Document Toolbar Once a document is created, the Document toolbar displays a set of

tabs used to view and perform functions on a document, such as add
expenses or accounting codes, or conduct pre-audits. Document tabs
display based on your agency’s configuration and your user account

permissions.
4 Tips and Document The Tip area provides helpful hints or "quick tips" about how to use the
Summary window. Your CGE Administrator can customize tips for your agency. The

more... link at the end of every quick tip, takes you to online help for
that screen.

The Document Summary (also known as the Summary) page
provides the primary way to view all document information. The links
displayed on this page correspond to the tabs shown on the Document
toolbar. For example, clicking the Expense link on the Summary page
changes the focus to the Expense tab.
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The Home Page

The following screenshot shows the CGE Home page. Your Home page appears once you log in to CGE.

begin all routine tasks from this central location.

Home | Travel Authorizations

IWant To...

« Create or change a reservation

« View authorizations

Create a new author n

Create a new voucher

Edit my profle

Approve authorizations and vouchers

Alerts
Apply Transactions

Additional Info

Vouchers

Create an authorization from an Agent-booked trip

 General

« Transition to ETS-2
« Per Diem Rates Mobile App

Telepresence
’7 + GSA Telepresence

[ Reguiation:

+ Federal Travel Reguiations
+ 48 Hr Cancellation Rule FAQs

[ Advisories

» Department of State Travel |
» Current Travel Alerts

~ Resources

+ ForFedersl Travelers
+ For Travel Mznagers

— Destination

+ Airline City Pair Program (CPP)
+ GSA POV Mileage Rates

+ U.S. Government Rental Car and Truck Programs

~ International

oreign Per Diem Rates
+ Intemational Travel

Charge Card Status
Statement Cutoff Date

Next Payment Due Date

Profile

Important Information
Concur welcomes Your Agency to Concur Government Edition

Mission Statement: To enforce the law and defend the interests of the Uniled States according lo the law; to ensure public safety agains! threals foreign and domestic; lo provide federal
leadership in preventing and controlling crime: fa seek just punishment for those guilty of unlawful behavior, and to ensure fair and impartial administration of justice for all Americans

The Atiomey General

Eric Smith

The Deputy Attorney General
James Collins

The Associale Attorney General
Tony Watkins

Use this area to communicate updates, announcements and include links to refevant information to keep users informed. Changes to policy, new vendors agreements or policies that users
are to follow based upon updates to the FTR. Any relevant information can de disseminated in this area including pictures, custom links and more. Best of all, no HTML is required. All updates
are made using the WYSIWYG onlins editor. including the ability to copyipaste directly from Word or insert external HTML coding if the administrator prefers using another tool

Recent Trips View All Trips
Trip Name/Description

Trip from Washington to Derver (DYBREV)

Trip from Washington to Newark (AFZCEC)
Demo Trip

Car/Hotel Reservation - SAN FRANCISCO (EDOMFH;
itineraty check

Trip from Washington to Newark (NYFZVE)

Special Mission

Trip from Washington to Charlotte [YGEWCE)

Recent Autt View All Authorizations
M Name Type TA Num Description Depart date
TTO8133INYC Authorization 130232 Test 08/13/2013
TTO71535EA Authaorization 130228
TTO7153DEN Autharization T30231
TTO4183DEN Authorization
TTOT143EWR Autharization 130222 Audit Test
Recent Vouchers View Al Vouchers
Type TA Num Description Depart date
Voucher VCHOD0046 07/15/2013
TOG1235AN-2 Voucher T301%6 Training 08/12/2013
TT081235AN-1 Voucher T301%6 Training 08/12/2013
Voucher T30185 2013

Awaiting Approval View All Documents Awaiting Approval

Status.
Withdrawn

Withdrawn

Withdrawn

Withdrawn

Withdrawn

Per Diem

NEWARK, NJ
SEATTLE, WA
ADAMS COUNTY, CO
ADAMS COUNTY, CO
NEWARK, NJ

Per Diem
DOVER, DE / RES: Arlington, VA
SAN DIEGO, CA

SAN DIEGO, CA

ADAMS COUNTY, €O

+ Create 3 New Trip

Start Date End Date
04/18/2013 04/23/2013
/2013 06/10/2013
06/10/2013 06/14/2013
06/10/2013 06/14/2013
06/18/2013 06/21/2013

Total
143388
197017
778.66
1781.69

936.50

Unapplied CC Tuns
Unsubmitted CC Tins

™ Name Type Description  Departdate  Per Diem Status
Vouener | 07/22/2013  ADAMS COUNTY, CO SIGNED
143EWR  Authorization Audit Test 4/2013  NEWARK NJ 93650 CREATED
TT081235AN-2  Voucher Training 08/12/2013  SAN DIEGO, CA 178331 CREATED
1000046 Voucher DOVER, DE / RES: Arlington, VA CREATED
07153DEN ADAMS COUNTY, CO CREATED
TT08133NYC Test NEWARK, NJ CREATED

+ Create New Authorization

Status In Use By
CREATED

SIGNED

Training, Arrangerl
Tralning, TravelerA
CREATED
SIGNED

CREATED

Training, Arrangerl

+ Create New Voucher

Status In Use By
CREATED )
CREATED

APPROVED

SIGNED

In Use By Traveler
Training, TravelerA
Training, TravelerA
Training, TravelerA
Training, TravelerA
Training, Arrangerl  Training, TravelerA

Training, Arrangerl  Training, TravelerA

You

I Want To...

Create or change a reservation
View authorizations

Create a new authorization
Create an authorization from an Agent-booked trip
View vouchers
Create a new voucher
Edit my profile
Approve authorizations and vouchers
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Alerts Provides reminder information about important topics, such as credit
cards and policy. Click Apply Transactions to display all travel card
transactions and e-receipts that you need to apply to a voucher.

Additional Info Displays helpful information such as Federal Travel Regulations, travel
advisories, destinations, and international resources.

Charge Card Status Displays helpful information about your charge card, such as the
statement cutoff date, next payment due date, and any unapplied or
unsubmitted travel card transactions.

Important Information Provides important information from your agency about the travel
service and GSA policy.

Recent Trips Lists your five most recent trips. In this section, you can:
e Click the trip name link to view additional information.
e Click View All Trips to see current and past trips.
e Click Create a New Trip to create a trip.
Lists your 15 most recent authorizations. You can view all authorizations
and create a new authorization.
e In the Name column, click the appropriate authorization link to:
e View the authorization
e Edit the authorization
e View associated vouchers
e View associated itineraries

e Click the View All Authorizations link to see current and past
authorizations.

e Click the Create New Authorization link to create a new
authorization.

Lists your 15 most recent vouchers. You can view all vouchers and create
a new voucher.
e In the Name column, click the appropriate voucher link to:

e View the voucher

e Edit the voucher

e View associated authorizations

e View associated itineraries

e Click the View All Vouchers link to see current and past
authorizations.

e Click the Create New Voucher link to create a new authorization.

Recent Authorizations

Recent Vouchers

Awaiting Approval Lists all authorizations and vouchers awaiting your approval. In the
Name column, click the appropriate document to:

e View the details of the document.

e Click View All Documents Awaiting Approval to view all
documents in your approval queue.

Note: Your system administrator can configure the CGE Home page to provide additional areas and links.
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Section 3: Updating Your Profile

The first time you login to CGE you must view and save your travel profile. You cannot begin booking a trip until
you view and save your travel profile.

The following screenshot shows the available links and menu selections on the Profile tab:

Welcome, TravelerA Training

(@ CONCUR

Home

@ Help | Log Out

Travel Authorizations Vouchers = Profile

Personal Information  Change Password  Systern Settings  Mobile Regsstration  Travel Vacation Reassignment

Select one of the following to © ze your user profile.

My Profile
n Personal Information il
Your Information Your home address and emerpency contact information. Which time zone are you in? Do you prefer to use 3 12 or 24-hour clock? When does your

F

Persanal Information workday start/end?

Agency Information

] Agency Information Contact Information
Contact Information MARG  Your company rame and Dusiness address of your remate iocation acdress. How can we contact you about your trave! amangements?
Email Addresses
ERRpERCY Credit Card Information Setup Travel Assistants
Credit Cards You £an $10re yOur crecit card information here 50 you don't have 10 re-enter it each time you You can 8liow other people within your companies 1o boak trips and enter expenses for you
Travel Settings purchase an item or

Travel Preferences
International Travel
Frequent-Traveler Programs
Asgistants/Arrangers

T8=d

E-Receipt Activation

Enabie e.recaipls 10 Autamatically recaive elactronic raceipts from pasticipating vendors

»oB E

Travel Preferences

Carrier, Hotel, Rental Car and other travel.related praferences.

Travel Vacation Reassignment Change Password
Expense Settings Gaing to be out of the office? Configure your backup travel manager, Change your password.
Delegate Autharity
Accounting Code Favorites Mobile Registration
Set up PIN 10 sccess Concur for mobile on your BisckBerry of Windows Mobie Device
Other Settings
E-Receipt Activation
System Settings
Connected Apps

Concur Connect

Change Password

Privacy Statement

Travel Vacation Reassignment
Mobile Registration

Accessing Your Travel Profile

How to Access Your Profile Additional Information

e On the Menu Toolbar, click Profile.

Making Changes to Your Travel Profile

The Profile page provides several ways to access your travel profile information. You can click a link on the
Profile page or in the left pane, under the My Profile section, or on the center of the page.

The following screenshot shows the options available on the Profile page.

Company Sensitive and Proprietary
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Home  Travel  Authorizations _ Vouchers Profile

Personal Information  Change Password  System Settings  Mobile Registration  Travel Vacation Reassignment |
Select one of the following to customiza your user profile,

My Profile

Your Information
Personal Information
Agency Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Expense Settings
Delegate Authority
Accounting Code Favorites

Other Settings
E-Receipt Activation
System Settings
Connected Apps
Concur Connect
Change Password
Privacy Statement
Travel Vacation Reassignment
Mobile Registration

1y

=

=
i
B

Personal Information
Your home address and emergency contact information.

Agency Information
Your company name and business address or your remete location address

Credit Card Information
You can store your credit card information here s¢ you don't have to re-enter it each time you
purchase an ftem or service.,

E-Receipt Activation

Enable e-receipts to sutomatically receive electronic receipts from participating vendors.

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel manager.

Mobile Registration
Set up PIN to access Concur for mobile on your BlackBerry or Windows Mabile Device

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-hour clock? When does your
workdsy start/eng?

Contact Information

How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow cther people within your companies to book trips and enter expenses for you.

Travel Preferences
Carrier, Hotel, Rental Car and other travel-related preferences.

‘Change Password
Change your password

THOBE

The following procedures show you how to access the various sections of your profile by selecting a link from the
left pane under My Profile. However, once your profile is open, you can scroll down the page to locate and
complete most of these sections. You must click Save to save any changes you make to your profile.

Updating Personal Information

In the Personal Information area, you must complete or revise any incomplete fields. There are several Save
buttons in the Personal Information area. Clicking any of these buttons saves your changes. Make sure to click
Save after each change you make to your profile.

Note: To save your profile, you must complete all fields marked ‘Required.’

How to Update Personal Information

Additional Information

1. On the Menu Toolbar, click Profile.

2. In the left pane, under Your Information,
click Personal Information.

3. Type or verify your first, middle and last

name.

4. Complete or verify the information in the
Expense Information area.

Verify that the first, middle, and last names are
identical to those on the photo identification that you
will be presenting at the airport. Due to increased
airport security, you could be turned away at the
gate if the name on your identification does not
match the name on your ticket.

Please see your CGE Administrator if you have
guestions about any of the following fields:

Host: The Social Security number (or EIN) of a host.
A non-employee traveler (for example, an interview
candidate) must have a host in order to create a
travel document to pay his or her travel expenses.

Org: The name of the organization to which the
traveler belongs. This field determines which list
items are available during document preparation. If
your agency organizes travelers by organization, you
can select an organization from this list.

Company Sensitive and Proprietary
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How to Update Personal Information Additional Information

Printed Org: The name of the organization that
prints on your agency's form. This field is optional.

Routing List: The Routing List is used to
electronically route the traveler's documents for
approval. Select a routing list to assign a routing list
to the traveler. When the traveler signs the
document, the document is routed to the next
person in the routing list.

Cardholder Code: This field indicates that the
traveler uses a charge card.

Agency: The name of the traveler's department or
agency.

Unit: The traveler's team or unit.

Title/Rank: The title or rank of the traveler. The
three selections in the Title/Rank dropdown list are
referred to as the "military indicator” (although they
are unlabeled). The value of this field is used to
determine whether meals and quarters are available
on base for this traveler at a given per diem location.
Each indicator is described below: The permission
Edit Traveler Civ/Mil Indicator controls access to this
field.

e Civilian—Indicates that the traveler is a
civilian. For a civilian traveler, normal per
diem allowances are applied during expense
calculations.

¢ Officer—Indicates that the traveler is a
military officer. An officer's per diem
allowance may be affected by meals and
quarters information on selected Temporary
Duty (TDY) locations.

¢ Enlisted—Indicates that the traveler is
enlisted military personnel. An enlisted
traveler's per diem allowance may be affected
by the meals and quarters information on
selected TDY locations.

Duty Station: The traveler's present duty station
location.

Residence City: The address of the traveler's
residence city, if it is different than the traveler's
mailing address.

Residence State: The address of the traveler's
residence state, if it is different than the traveler's
mailing address.

Accounting: The traveler's default accounting
code(s). During document preparation, the default
Accounting field in the Document Information is
automatically populated with this default value. The

Company Sensitive and Proprietary
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How to Update Personal Information

Additional Information

5. Update the Signature section.

6. Complete or verify the information in the
Entitlement area.

default accounting code can be overridden in each
document.

Maximum Authorized Amount: The traveler's
maximum authorized amount. This information is
used in conjunction with the Payment Service or a
customized data link. If your agency uses the
Payment Service, type the traveler's maximum dollar
amount for each payment.

Authorization Analysis Period: The traveler's
authorization analysis period. This information is
used in conjunction with the Payment Service or a
customized data link. If your agency does not use
the Payment Service, leave this field blank. If your
agency uses the Payment Service, select the period
of time during which the traveler cannot exceed the
Maximum Authorized Amount value.

Account Status: The status of the account
(Active, Inactive, Reactive, or Terminate). This
information is used in conjunction with the Payment
Service or a customized data link.

Project Codes: The traveler's default project
code(s). During document preparation, the Project
Code field in the Expenses is automatically populated
with this default (the default project code can be
overridden in each document). Depending on your
agency’s CGE database configuration, the default
Project Codes fields might not be available, or it
might be named something different.

Project Codes Org: The organization to which the
project code belongs. Depending on your agency’s
CGE database configuration, the default Project
Codes field might not be available, or it might be
named something different.

Work Hours: The standard length of the traveler's
regular work day (not how long the traveler actually
worked). The Work Hours value is used to calculate
when a traveler's lodging and M&IE expenses are
government-paid instead of corporate-paid (for
example, when annual leave is taken).

Select the Set Signature check box if you want to
set a new, or separate, signature PIN. The electronic
signature must contain 8 to 16 alphanumeric
characters, including at least one numeric character.

Note: Your signature is case sensitive.

These fields are read-only. Contact your CGE
Administrator if changes are needed.

Entitlement Rules: The entitlement rules, such as
FTR.

Company Sensitive and Proprietary

Page 15



Federal Traveler QuickStart User Manual for Concur Government Edition
Version 1.4 | February 20, 2014

How to Update Personal Information Additional Information

Rank: The traveler's rank.
Branch: The traveler's military branch.

Service Status: The traveler's service status, such
as standby reservist.

Duty Status: The traveler's duty status.

Default Entitlement Rule: The default entitlement
rule, such as FTR.

FAM Organization: The traveler's FAM
organization.

Post City: The traveler's post city.
Post State: The traveler's post state.
Post Country: The traveler's post country.

7. Complete or update the information in Please see your CGE Administrator if you have
Long-Term Taxable Travel area. questions about these fields:

Payroll State: The state where payroll is processed
(two-letter state code).

Payroll State Name: The name of the payroll state
(populated automatically, but can be changed by the
user).

Payroll Municipality/Rate: The municipality/rate
within the payroll state (for municipalities or cities
that collect income tax).

Income: The traveler's income (combined if
traveler's filing status is Married Filing Jointly).

Filing Status: The traveler's filing status (Married
Filing Jointly, Single/Filing Separately, or Head of
Household).

OASDI Indicator: The Old-Age, Survivors, and
Disability Insurance (OASDI) indicator for US Social
Security (FICA Withheld [R] or FICA Not Included in
ITRA Voucher [Q]).

Retirement System: The traveler's retirement
system (FERS or Civil Service).

8. Click Save.

Updating Agency and Duty Station Address Information

The Agency Information and Duty Station Address areas contain fields for your agency and duty station
such as employee ID, manager, and assigned location.

How to Update Agency Information Additional Information

1. On the Menu Toolbar, click Profile.

2. In the left pane, under Your Information,
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How to Update Agency Information Additional Information
click Agency Information.

3. Verify or update the fields in the Agency The following custom fields are available if set by
Information area. your agency: User Fieldl, Position, Rank

4. Click Save after the completing the Agency
Information area.

5. Complete the fields in the Duty Station Assigned Location: The assigned location for the
Address area. traveler if it is different than the office/duty station
address.

Address same as assigned location: Select this
check box if the assigned location is the same as the
traveler's office/duty station address.

6. Click Save after completing the Duty
Station Address area.

7. Verify or update the fields in the Home
Address area, and then click Save.

Updating Contact Information

The Contact Information area contains fields for your phone numbers and email addresses.

How to Update Contact Information Additional Information
1. On the Menu Toolbar, click Profile.

2. In the left pane, under Your Information,
click Contact Information.

3. Verify or update the fields in the Contact You must enter a work phone number and a home
Information area. phone number.

At least one email address is required. Select the
check box(es) next to the email addresses that CGE
should use to contact you.

4. Click Save.

Updating Emergency Contact and Dependents Information

The Emergency Contact Information and Dependents areas contain fields for your emergency contacts,
such as name, address, relationship to you, and dependents that may travel with you.

How to Update Emergency Contact Additional Information

Information
1. On the Menu Toolbar, click Profile.

2. In the left pane, under Your Information,
click Emergency Contact.

3. Complete the fields in the Emergency
Contact area.

How to Update Dependents Information Additional Information

1. Click Add Dependent, complete the fields
in the popup window, and then click Save.
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Updating Travel Preferences
In the Travel Preferences section you can update your air, hotel, car rental, and other travel-related
preferences.

Note: Make sure to pay particular attention to the TSA information fields. By accurately completing the TSA
Secure Flight information, you can prevent unnecessary delays in your travel.

How to Update Travel Preferences

1.

9. Complete the International Travel area to

On the Menu Toolbar, click Profile.

In the left pane, under Travel Settings,
click Travel Preferences.

Complete the Air Travel Preferences
area.

Complete the Hotel Preferences area.

Complete the Car Rental Preferences
area.

Complete the Frequent Traveler
Programs area.

Complete the Advantage Programs area.

Complete the TSA Secure Flight area.

enter your passport and visa information.

Additional Information

Click Add a Program. The system displays the Add
Travel Program page.

Select the Search this vendor check box if you
want to confirm the frequent traveler information.

Note: Make sure to enter your information exactly
as it appears on your frequent traveler card.

Air and Rail traveler programs are both
entered using the shared air/rail radio button.

Click Add a Program. The Add Advantage
Program page displays. Enter your advantage
program information.

Note: Make sure to enter your information exactly
as it appears on your Advantage Program card. The

DHS Redress No.: A unique number issued by the
Department of Homeland Security (DHS) that helps
eliminate watch-list misidentification. You can use
this number when you create your booking. To apply
for a Redress number, go to the TSA Web site at:
http://www.tsa.gov.

TSA Preferred: Known Traveler Number: The
traveler's TSA preferred number. This is a unique
number assigned to known travelers for whom the
federal government has already conducted a threat
assessment and has determined do not pose a
security threat. For more information about this
program, or to locate your known traveler number,
go to http://www.globalentry.gov/tsa.html.

These options are available only when they have
been enabled by your system administrator.
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How to Update Travel Assistants and Additional Information

Arrangers

1. On the Menu Toolbar, click Profile.

2. In the left pane, under Travel Settings,
click Assistants/Arrangers.

3. Click Add an Assistant and complete the This option is available only when it has been
information in the Add an Assistant area. enabled by your system administrator.
4. Click Save.

Updating Credit Card Information

The Credit Cards area contains fields for your credit card number(s) and expiration date(s).

How to Update Credit Card Information Additional Information

1. On the Menu Toolbar, click Profile.

2. In the left pane, under Your Information,
click Credit Cards.

3. Click Add a Credit Card.
4. Complete the information on the Add a All fields are required.
Credit Card page.

5. Select Use this card as the default card
for check box(es) to indicate the type(s) of
travel for which the credit card will be used.
Options include: Plane Tickets, Rail Tickets,
Car Rentals, Hotel Reservations, or Taxi.

6. Complete the Billing Address section. All fields are required.

7. Click Save.

Updating Your Password

Note: If your agency uses single sign-on you cannot change your password within CGE.

You change your password using the Change Password page. All fields are required. Passwords must contain at
least 12 characters with at least one number (0-9), and can contain upper and lowercase characters (A-Z, a-z)
and symbols ("%”@+#). Passwords are case-sensitive and cannot contain spaces.

How to Update Your Password Additional Information

1. On the Menu Toolbar, click Profile.

2. In the left pane, under Other Settings,
click Change Password.

3. In the Old Password field, type your
current password.

4. In the New Password field, type your new
password
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5. In the Re-enter New Password field,
retype your new password.

6. In the Password Hint (we will email this
to you if you forget your password)
field, type a password hint to be emailed to
you if you forget your password.

7. Click Submit.

Updating System Settings

You can set system settings, such as date and currency formats for your region, email notification settings, and
calendar settings.

How to Set System Settings Additional Information

1. On the Menu Toolbar, click Profile.

2. In the left pane, under Other Settings,
click System Settings.

3. Inthe Regional Settings area select the
appropriate settings.

4. In the Email Notifications area select the Note: Clearing the check boxes for the following
items for which you want to receive options does not stop emails to your travel
notifications. assistant/arranger:

e Send Confirmation Emails
e Send Trip-on-Hold Reminder Emails

e Send Ticketed Travel Reminder
Emails

e Send Cancellation Emails

5. In the Calendar Settings area select the
calendar settings you want.

6. In the Other Preferences area select the
settings you want.
Activating E-Receipts

By using e-receipts you can receive electronic receipts from participating vendors when charges post to your
government travel card. You can also set password security, register for the mobile app, and establish delegates.

How to Activate E-Receipts Additional Information

1. On the Menu Toolbar, click Profile.

2. In the left pane, under Other Settings,
click E-Receipt Activation.

3. Review the legal agreement, and then click | Once you accept, your Government travel card
Accept. (GOVCC) is enabled to receive e-receipts.
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Updating Password Security Questions

How to Select Password Security Additional Information

Questions
1. On the Menu Toolbar, click Profile.

2. Click Password Security Questions.

3. Select a question in each Pick a Security Note: You will need to supply these answers when
Question field and then type an answer. you request a password reset.
4. Click Save.

Reviewing the Privacy Statement

Review the Privacy Statement Additional Information

1. On the Menu Toolbar, click Profile.

2. In the left pane, under Other Settings, Warning:  Access to the information in CGE is
click Privacy Statement. based on a need to perform official
government business. Unauthorized
disclosure of CGE information can
result in a felony conviction or
misdemeanor.

Updating Mobile Registration

How to Update Mobile Registration Additional Information
1. On the Menu Toolbar, click Profile.

2. In the left pane, under Other Settings, The Mobile Registration screen allows you to register
click Mobile Registration. your smart phone to securely work with CGE. Once

you have registered your smart phone in CGE, if you

) don't see the Concur icon on your phone, please
4. Create and retype a mobile PIN, and then contact the Help Desk.

click Set PIN.

3. Click create a mobile PIN.

Note: To send the app download link to your mobile
device, enter your email or mobile phone number.

Assigning a Delegate

How to Assign a Delegate Additional Information
1. On the Menu Toolbar, click Profile.

2. In the left pane, under Expense Settings, This page allows_you to delegate or revoke your
click Delegate Authority. signature authority.

3. Inthe Assign a Delegate area, start typing Delegate names will appear as you type.
a name in the Name field.

4. Select the Delegate Authority for All Only future documents are delegated unless you
Documents Currently Waiting for the select the Delegate Authority for All Documents
Delegator check box (optional). Currently Waiting for the Delegator check box.

Selecting this this check box assigns current
documents to your delegate.
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How to Assign a Delegate Additional Information

5. Type your electronic signature PIN in the
Signature field, and then click Assign.

6. Click Delegate Authority for Existing If the user you select has a different permission level
Documents to assign all existing documents than you, the following message displays:
to your delegate. “<Name> has permission level #, which is different

from your permission level. Consider the difference
in permission levels prior to delegating your
authority.”

If you proceed with the delegation the user to whom
you have delegated authority might not have access
to certain functions.

Revoking a Delegate

How to Revoke a Delegate Additional Information
1. On the Menu toolbar, click Profile.

2. In the left pane, under Other Settings,
click Delegate Authority.

3. Inthe Current Delegate area, click the

Revoke ~* icon after the name that you
want to revoke.

4. The following message displays: "Are you
sure you want to revoke authority for this
delegate?" Click OK.
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Section 4: Creating a Travel Reservation

This section describes the procedures you use to create a travel reservation. You must complete the following
tasks:

e Review the travel policy for your agency.
e Book air, car and hotel reservations, and review your itinerary.

e Review and make changes to your trip authorization. Once you book a reservation, an authorization is
automatically created and contains the reservation information.

The following image shows the travel reservation and authorization process:

Travel Authorization and Reservation process

s
Book Travel Reservation creates | Manager Approves I | Traveler departs |
Online, Agent, Mobile Authorization 1

-~ fe

Note: You can create an authorization prior to creating a reservation. For more information about creating an
authorization, see Creating an Authorization without a Reservation in this document.

Review Your Agency’s Travel Policy

Before booking new reservations and creating an authorization, review the travel policies from GSA. If you have
guestions, contact your travel administrator. To review your agency’s policy:

¢ From the Home page, click Travel, and then click Policy.

Home Travel Authorizations Vouchers Profile

Home Trip Library Templates

Booking a Reservation

CGE provides several access points to begin booking a reservation. From the Home page, in the 1 Want To...
section, click Create or Change a Reservation, or click the Travel tab.

Home || Travel Authorizations  Vouchers Profile

I Want To... Important Information
+ Create or change a reservation Concur welcomes Your Agency to Concur Government Edition

- Wiz medhesirzdiaee

The following screenshot shows the Travel reservation options and tabs you use to book a reservation.
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Trawvel Authorizations
@ Mew Authorization from Travel
(7] Mew Local Authorization from Travel
i) Add Travel to an Open or Group Authorization
(7) Add Travel to an Existing Authorization

Air/Rail || Car || Hotel || Rail || Fiight Status

@ RoundTrip ) OneWay ) Multi-Segment

— Temporary Duty Location

2.g. Statue of Liberty, 90210 or ‘Alexandria, VA

I Agency Location @ Reference point Help [

Bellevue, WA, LISA

| Find Location |

TDY Per Diem Location
SEATTLE -- KING

Departure City [fd

IDCA - Ronald Reagan MNational Arpt - Washington, DC

Find an sirport Select multiple sirports

Arrival City [f#

SEA

iSEA - Seattle Tacoma Intl Arpt - Seattle, WA

Find an asirpor Select multiple sirports

Departure [fg B B
08/26/2013 depat = Morning * =3 -

Returnlgd : =
08/30/2013 depart = Afternoon = =3 -

Pick-up/Drop-off car at airport

Find a Hotel

Find hotels within 5 miles ~ of

& mirport ) address

'f | Agency Location '@" Reference Point / Zip Code

e4. Statue of Liberty, ‘90210 or ‘Alexandria, VA
Bellevue, Wa, LISA

D With names containing:

o

<

[ Specify airline [f3
Mumber of adults 1 -

Class of Service:  Economy class i)

Search flights by: @ Price ) Schedule
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How to Book Flight or Rail Reservations

10.

11.

On the Home page, in the left pane, in the
I Want To... section, click Create or
change a reservation.

Click the Air/Rail tab (this is the default
tab) to begin entering your travel
reservation information.

Select the applicable flight option: Round
Trip, One Way, Multi-Segment.

In the Temporary Duty Location area,
click Agency Location or Reference
Point, and then enter a location.

In the TDY Per Diem Location box, select
the appropriate TDY Per Diem Location.

In the Departure City and Arrival City
fields, enter the TDY cities if they differ from
what is displayed.

Select the Departure and Return times.

If you need a car, select the Pick-
up/Drop-off car at airport check box.

If you need a hotel, select the Find a Hotel
check box.

Select the appropriate button to search for
flights by Price or Schedule.

Click Search. The Trip Purpose screen
displays. Select the appropriate option from
the dropdown list, and then click Next.

Additional Information

If you do not need airfare, select the appropriate tab
to make your car, hotel, or rail reservation.

If you click Agency Location, you must search for
an agency location using the Search box. In the left
pane, under Other Settings, click the Delegate
Authority box, and then in the TDY Per Diem
Location list select a TDY per diem location. Both
fields display because an agency might have multiple
TDY locations.

If you click Reference Point, you must enter a
landmark or city/state, and then click Find a
Location. CGE automatically finds the location
based on the information you entered.

If you designate a Preferred Departure Airport in
your profile, the Departure City automatically
defaults to the airport closest to your Preferred
Departure City when searching for airfare.

If you need a car or have other special requests, you
can specify these requests on the Car Results tab,
or you can skip this step and add a car from the
Itinerary page.

For more information about reserving a car, see
Making a Car Reservation in this document.

If you are staying at more than one hotel during
your trip, or do not need a hotel for the entire length
of your stay, you can skip this step and add a hotel
from the Itinerary page.

For more information about reserving a hotel, see
Making a Hotel Reservation in this document.

Select the Specify Airline check box to specify a
specific airline for your reservation.
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The following screenshot shows an example of the Trip Purpose page.

Welcome to Concur!

‘We need a little more information to start booking your trip. Please take 3 moment to fill out the following fields and click
Next,

Thank you.

Trip Purpose [Required]

CGE Training
Conference Travel

EMPLOYEE EMERGENCY
Experts and Consultant Travel
Information Meeting Travel
International Conferences
MISSION (OPERATIONAL)
NAC Training

Mon Federal

OTHER [see Description)
RELOCATION

Site Travel

SPECIAL MISSION

Special Mission Travel
Speech or Presentation Travel
SPONSORED DOMESTIC
SPONSORED FOREIGN
TRAINING

Training Attendance

TRAVEL

Start Over

The following screenshot shows an example of the Airline/Rail Results page.

Home | Travel | Authorizations

Home Trip Library Templates Policy
Travel

Search Review/Change

Details/Rename Confirm

Vouchers  Profile

Authorization Voucher

Note: Booking your airfare at least 15 days in advance of your departure will result in lower cost airline tickets
IThere are over 12,000 FedRooms hotels throughout the globe. By using a FedRoom hotel, you are supporting $250M in savings

jto the Government.
Washington, DC To Seattle, WA Mon, Apr 29 - Fri, May 10 Print / E-mail
il Baggage Fee Policies Hide matrix
. (& ] N . = A A
. Alaska United | Southwest | Multiple | American us Delta
Airlines Carriers Airways
Gowt. Contract
St 439.80 = N 856,80 . ~ =
T 1resules 5 results
Govt. Contract 489.80 1323.80 557.80 = . ~ =
29 results 1 results & results. 20 results
Non-Contract
e _ 540.10 B 44920 51160 518.60 541,60
107 results & results 74 resultz & resuls 1 results 18 results
Lowest Published - 1296.70 . 516,50 2129.60 ~ =
43 results 5 results 32 results. & resuls
Show fare displav legend &
Shop by Fares | Shop by Schedule Sorted By: | Policy - Mast Compliant ™
[ Expand All Details
Displaying: 184 out of 184 results. Previous | Page: 1 of 19 | Next | All Results
Price Carrier Depart Arrive Stops Duration
Starting From: DCA 745am = SEA 10:27om 0 Sh42m
$430.80 ED Aaska tirlines
SEA 200pm = DCA 9:5%0m 0 4h5%m
Compare 4 OO = R More ke this = Show fares @
$856.80 e, United IAD 8:2lam = SEA 11.06om 0 Sh45m
o
e Alaska Airlines SEA 200pm = DCA 9:5%m 0 4h59m
Compare + D E R More like this + Show details @&
$866.20 e, United IAD 805am = SEA 239%m 1 9h34m
[Reserve : | = Maska Airlines SEA 200pm = DCA 9:59pm 0 4h58m
Compare + W= R More like this + Show details @
$867.70 s United IAD 822am = SEA 110pm 1 7h48m
[ Reserve 1 | - Mk b SEA 200pm = DCA 959pm 0 4h5%m
Compare + ey R More like this + Show details @
$867.70 e, United IAD 80lam = SEA 1233pm 1 7h32m
== Aaska Airlines SEA 200pm = DCA 9:59pm 0 4h59m
Compare + ik R More like this + Show details @
$867.70 e, United 1AD 6:00am = SEA 10:300m 1 7h30m
Alaska Airlines SEA 200pm = DCA 9:5%m 0 4h59m
Compare + ey R More like this + Show details @&
§557.80 BWI 905am = SEA 1:d5om 0 5h40m
wils Southwest ~
SEA 1235m = BWI Z45pm 0 5h10m
Compare +  (IE R More like this + Show details @
568.70 BWI 9:05 = SEA 11:45am 0 5h40
J <. Southwest o o "
SEA 230pm = BWI 1245am* 1 7h13m
Compare DALADCES R More like this + Show details @
$568.70 BWI S05am = SEA 11:45om 0 Sh40m
= =%, Southwest
" SFA 1:50nm = RWI 12:35am* 1 Th45m

Change Flight Search ]
bca

From:
|DCA - Rorald Resgan National Arpt - Washingte|

Find an airport Select mulfiple sirports
To: SEA
[SEA - Seattle Tacoma Int| Arpt - Seattie, WA 11|
Find an simpor: Select multiole sirponts

Departure

04/28/2013 s00am V=3 v
toggle flight chart o

Retum

[osr10/z013 300pm v[[23 V]

1oggle flight chart o
[ specity airfine iy
Class of senvice: W
Search flights by:
®price  Oschedule

Search
Outbound - Mon. Apr 29 (]
Depart |& B |
6:00 AM - 12:00 PM
Arrive | © ]
10:27 AM - 12:50 AM
Return - Fri, May 10 (]
Depart |®
12:15 PM - 5:33 FM
Arrive | & -8
£:42 PM - 6:36 AM
Price ]
Price
$439.80 - §2423.70
Display Settings o

[[] Hide Non-refundable Fares
[] Hide Propeller Planes
[] Depart/Retum Same Airport Only

Airport Filters S

Outbound
Departure

CA - Washington, DC (§439.80)
IAD - Washington, DC (§527.60)
[7] BWI - Baltimare, MD (5540.10)
Arrival

7] SEA - Seattie, WA (5439.80)

Return
Departure
SEA - Seattie, WA (§439.80)

Arrival
CA - Washington, DC (§438.80)
[] IAD - Washington, DC (§500:70}
] BWI - Baltimore, MD (5540.10)

Connecting Airport Filters (<]
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The following list describes the color coding for the
Fares and Reserve buttons:

e Green: Indicates the fare is within
policy. Three American flags display to
indicate the flight is within policy.

e Yellow: indicates the fare is outside of
policy. If you select this fare, you must
enter additional information.

e Red: Indicates the fare is outside of
policy. If you select this fare, you must
enter additional information.

12. Click Show fare display legend, located The fare legend describes the symbols that display
above the Fares list, to view the fare under a fare.
legend.

The following screenshot shows the Fare Display Legend.

ﬂﬂﬂ - Government Contract Gﬂ - Mon-Contract Government
R - Ticket ic refundaple - Flight)/Train arrives on a different day
L+ - Short or long connection time - Turboprop plane

@ - Least Cost Logical Fare
- Gogo Wi-Fi 50-99% coverage

E= _ Thiz option is Fly America Act compliant
=

- Gogo Wi-Fi 100% coverage

13. To view more information about the flights,
click the Expand All Details link.
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The following screenshot shows the expanded details for a flight:

Price Carrier Depart Arrive Stops Duration
Starting From: DCA 7:45am = SEA 10:27am 0 S5h42m
$439.80 ED 2aska Airlines
m SEA 2:00pm = DCA 8:58sm 0 4h59m
Compare + i = Mare like this + Hide fares

Qutbound flight: Washington, DC (DCA) - Seattle, WA (SEA) Apr29

('S | Alaska Airlines | Ronald Reagan National... (DCA) Seattle Tacoma Intl Ar... (SEA) [\ |
#1 Depart: Monday, 7:45am Arrive: Monday, 10:27am
Stops: 0 Duration: Sh42m  Economy: ¥ Boeing 737-800  Fare basis: YCADCA 905

Return flight: Seattle, WA (SEA) - Washington, DC (DCA) May 10

Alaska Airlines | Seattle Tacoma Intl Ar... (SEA) Ronald Reagan National... (DCA) |\ |
#2 Depart: Friday, 2:00pm Arrive: Friday, 9:59pm
Stops: 0 Duration: 4h 59m  Economy:V  Boeing 737-B00 Fare basis: VCADCA 905
bs COp

Govt. Contract | Gowt. Contract

Discounted (Refundakle)
(Refundable) $180.80
$439.80 O
|_§:|

Alaska Airlines - (Sabre)
Fare Rules
Ticket is refundable
E-Ticketing Available

GSA Information
Limited capacity Government Contracted Fare
This contract fare, if domestic, includes all existing Federal, 5tate, and local taxes, as well as airport
maintenance fees and other administrative fees. It does not include fees such as passenger facility
charges, segment fees, and passenger security service fees. If international, this fare is exclusive of
tawes and fees, but inclusive of fuel surcharge fees,

Frequent Flyer Programs: | No Program selected
* Add a Program

Your company credit card will be used to purchase this trip.

Hide fares
How to Reserve a Flight Reservation Additional Information
1. To reserve a flight, click the Fares or Note: If you chose to reserve a car or a hotel, the
Reserve buttons to expand the details for pages to complete those reservations
that flight. display. For more information about

reserving a car, see Making a Car
Reservation in this document.

For more information about reserving a
hotel, see Making a Hotel Reservation in this
document.

The seat selection map displays and indicates the
seats that are available, occupied, or considered
preferential.

2. To select a seat, click the Select Seat E
link to view the Seat Map.

Note: Seat maps are not available for Southwest
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How to Reserve a Flight Reservation Additional Information
Airlines flights.

The following screenshot shows a seat selection map.

Seat Map
?’iﬁ,’r{#' i Select Seat
Alaska Airlines Flight: 0001 Boeing 737-800
Ronald Reagan National Arpt (DCA) - Seattle Tacoma Intl Arpt (SEA) Availaole fights:
04/25/2013
Seat Selection: 2

x tEEEEEFEEEEREEEEEEEEEEE |
x EE LA NEEEEEEREEEEEENREEE|
ottt EEEEECEEEEEEEEEEEREEES
6 7 8 91011151617 181920212223 24 252627 28 29 30 31 32
| = EEEEEEEEEEEEEEEEEEEEEE |
cx EELAREEEEREEREEREEEEEEE|
| '« tttEEEEECEEEEEEEEEEEEREE

v
Seat assignment is subject to change Up untll time of departure >
| . Available seat . Occupied seat Preferential seat Exit row
| Leave vacant or assign last seat ) Selected Seat
I Preferential seating is not generally available for discounted fares, or travelers without higher levels
| of frequent fiyer status. [
3. To select a seat, in the Seat Selection Note: Your frequent flyer number must be in your
field, type the row and seat for any green travel profile to ensure preferred status is

(unoccupied seat), or click the appropriate honored by the airline.

seat to select it, and then click Select Seat. Select preferential seats (highlighted in yellow) if you

have a preferred status on the selected airline.

Some seats may be marked handicapped and can
only be selected by a travel agent. If you are entitled
to a handicapped seat, make sure your travel agent
is aware of your situation.

4. Once you make your seat selection, click Repeat the seat selection steps for all flights in your
Close. reservation.
5. Click Reserve. The Travel Details page displays.
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Completing the Reservation

On the Travel Details page, you can change the flight, select a seat, change the Frequent Flyer Program, add a
car, hotel, or rail reservation, view fare rules, and complete your reservation. Click the appropriate links on this
page to make changes to or view these items.

How to Complete the Reservation Additional Information

1. On the Travels Detail page, click Next. If you did not add a hotel to your reservation, the
The system displays the Trip Booking system prompts you to add a hotel at this time, or
Information page. you can choose how you want to make your hotel

reservation.

The following list describes the buttons on the Trip
Information page.
o Display Trip: Displays the itinerary
details.
e Hold Trip: Holds the travel reservations,
provides the trip record locator along
with the itinerary details, and displays a
date and time by which the authorization
must be completed to avoid cancellation.

e Previous: Displays the Travel Details
page.

e Next: Advances to the Trip
Confirmation page.

e Cancel: Initiates the withdrawal of your
travel request and cancels all

reservations.
2. Click Next to advance to the Trip
Confirmation page where you can review
your flight information.
3. Click Confirm Booking. The authorization If you did not reserve a hotel, CGE prompts you to
for the reservation is automatically created. provide a reason.

The Authorization page displays.

You use the Authorization tab to view the document summary and make appropriate changes to the document,
such as adding expenses, assigning accounting codes, requesting an advance, performing a pre-audit, and more.
Once you make your changes and review the pre-audits, you stamp and submit the authorization for approval.
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The following screenshot shows the Authorization page with the Summary tab selected.

Home  Travel | Authorizations & Vouchers  Profile
View Authorizations ~ New Authorization
Authorization
Trave! Create Review/Submit Approval Voucher
ViewjChange Reservations | | Submit || Print || Export || Close
eptions || Accounting || Advances || Totals | Confirmation || Perform Pre-Audits || Preview Document || Print Tinerary
Next
Document Summary for TT08133NYC (Edit Locked)
A
= QUICK TIP
P
- For specific information, click on 2 Details lirk. You can sign and stamp your document from the Document Status section. mote

TRIP 21

Traveler Details Traveler ID: 1000000133 Traveler Name: TravelerA Training  Organization:  (None)

D Group Travelers NO Additional Travelers

& Document Information TA Num: 130232 Currency: U.S. Dollar Type:

Purpose Location From To Per Diem Rates
P5 NEWARK, NJ 0813713 08/15/13 120.00 / 61.00 {10/01/12-12/31/49)

Description

 Reservation Details Reservations Exist

Lodging Location Traveler

Reservation Type Vendor/Carrier

(] Expense Details Total Per Diem Expenses: 392.50 Total Non-Per Diem Expenses: 104148

Date Expense Description Expense Category Cost  Payment Method PerDiem

Note: For more information about completing an authorization, see Creating, Reviewing and Submitting an
Authorization in this document.

Making Car Reservations

If you selected Pick Up/Drop off Car at airport on the Air/Rail tab, you will see the results for the car search
immediately after you select your flight. You can also reserve a car by clicking the Car tab on the Travel page.

How to Make a Car Reservation Additional Information

1. If you require a car without airfare, on the
Travel page, click the Car tab.

2. In the Temporary Duty Location section,
Select Agency Location (your temporary
duty station) or Reference Point, and then
enter the appropriate information.

3. Select the appropriate location from the This information determines your car search results.
TDY Per Diem Location list.

4. In the Pick-up date and Drop-off date
boxes, select the appropriate dates.

5. In the Pick-up car at area, select Airport
Terminal, and then type the city or the
airport code. Or, select Off-Airport, and
then enter (or search for) the location.
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How to Make a Car Reservation Additional Information

6. If necessary, select Return car to
another location, and then complete
the Drop-off car at field.

7. To see additional search preferences, click
More Search Options, and then select the
options you want.

8. Click Search. The Trip Purpose screen
displays.

9. Select the Trip Purpose from the
dropdown list, and then click Next. The car
results display.

The following screenshot shows the Car results page:

Trawad ,
o Total Estimated Cost (<]
Sezarch AaviewChange DatailsRanama Confirm; Sathormation Wouchar
Car booking options
Before renting a car, have you determined whether there are more cost effective transportation alemnatives such as airport shuttles, O ~car G5 systam
hotel shuttles, taods, ebc? Maocaga to Vandor

]

Usz the following Car Program:

Picking wp the car ats (SEA) on Mon, Swg 19 10020 AM
£ 3 + Add car Milzaga Program
Reechurriineg i Fri, Awg 23 1:55 PM

Hise meirin - =
[ Usa my dafaut cradit card- Wy Agancy

\iss
= oo «n e T s  As | e
== d 5 x 2 = Change Car Search v
Mini Wan | Full-size SUV | Economy Car | Compact Car | Intermediate Car | Standand Car | Full-size Car | Intermediat
= = 6400 66.00 EE.00 13584 70.00 7900 |Hdeupdats
08192013 | 10e20AM ¥
5595 - 8154 BX1% Br46 10085 10085 107

Drop-off date
08/23/2013  155AM v
Fick-up car at

W Airport Terminal '_.  Off-Airport

o
SR
§ E i : LB
" =
E
e
S
r
!
|
._.
=
|
i
=
|
|
.
A
|
a
in
=
|
i
i
I
]
A
y
1
4
on
in
=

Maasz entar an @inport =ea

- 18150 TLOD 725 73.50 7475 76.25 1115
:_I Raturn car to ancthar location

AVIS 300 20300 61.00 63.00 65.00 6700 67.00 1520

I More Szarch Options
==

Car Display Filters [ ]

SEA - Saatthe Tacoma Intl drpt - Saattle, Wik

47 (] | L
Displaying: 9 cut of 82 results.

Sorted By | Policy - Most Compliant *

Economy Car (5zor] fyiiig DM mare info

7] Uniimited miles

Uniimited miles

$64.00 per day z =i
Sy Automatic transmission

Car Transmizgion

FHETG
(Government rate) e _ -
iy Totsl cost §483.19¢ M Bl iictic
=
Bl

L1 Manual

E-Recaipt Enabled  mnore info

Economy Car (Szbrs) b
3.00 per day Unfimited miles
{Government rate) Automatic transmission = aal
$245 00 weskiy rate Tots! cost §3592 B1* Pl . Y-}
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10. Select the appropriate rental car, and then Rental car search results are automatically sorted by
click Reserve. travel policy.

Blue stars indicate preferred vendors and your
preferred car type will be selected automatically.

Depending on your agency’s configuration, under
Car booking options on the right, you can filter by
additional options.

Note: The E-Receipt Enabled link displays next to
some car rental agencies. This link displays if
you have activated e-receipts in your profile.

11. Completing the car reservation is similar to
completing an air reservation. Click Next to
advance to the Travel Details, Trip
Booking Information, and then click
Confirm Booking to review and submit the
authorization.

Note: For information about completing the authorization see Completing an Authorization in this document.

Making Hotel Reservations

If you selected the Find a Hotel option on the Flight/Rail page, the hotel results appear after you select your
rental car. You can sort the hotel list by Preference, Price, Rating, Distance or Policy. You can also reserve a hotel
by clicking the Hotel tab on the Travel page.

How to Make Hotel Reservations Additional Information

1. If you require a hotel without airfare, on the
Travel page, click the Hotel tab.

2. In the Temporary Duty Location section,
select Agency Location (your temporary
duty station) or Reference Point, and then
search for or enter the appropriate
information.

3. Select the appropriate location from the
TDY Per Diem Location list.

4. In the Hotel Search area, click the Check-
in Date and Check-out Date fields to
enter the first and last day of your hotel

stay.

5. In the Find hotels within x miles field, Select Airport, Agency Location, Address, or
enter the number of miles or kilometers as a Reference Point/Zip Code as the location around
radius around the location that you selected which you want to search for a hotel.

in the Temporary Duty Location section

. : If you want to search for names containing keyword
as shown in the following screenshot.

characters, select the With names containing
check box and enter the keyword characters.
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How to Make Hotel Reservations Additional Information

Home Travel Authorizations Vouchers

Home  Trip Library Templates Policy

Travel Authorizations

@ MNew Authorization from Travel
! New Local Authorization from Travel
! Add Travel to an Open or Group Authorization

! Add Travel to an Existing Authorization

AirfRail || Car || Hotel || Rail || Fight Status

— Temporary Duty Location

Agency Location i@ Reference paoint Help [

eg. Statue of Liberty, 90210° or ‘Alexandria, VA
Seattle, WA, USA

Find Location

TDY Per Diem Location
SEATTLE -- KING -

r Hotel Search

Check-in Date  Check-out Date
08/19/2013 0&8/23/2013

Find hotels within 5 miles * of

i) Airport ) Address

IZ) Agency Location @ Reference Point / Zip Code
e.g. Statue of Liberty, 90210 or ‘Alexandria, VA

Seattle

|_| With names containing:

6. Click Search. The system displays the Trip Purpose screen.

7. Select the Trip Purpose from the
dropdown list, and then click Next.
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The following screenshot shows the hotel search results:
Travel
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-

8. Review the hotel map above the hotel list. Click the Zoom = ® ' icons to zoom the

The following screenshot shows a map of the hotels for the requested area:

10.

map in or out.

Click the Automatic down arrow to change
how you want to view the map.

Click the star or a balloon symbols to get
more information about a specific hotel. The
legend under the map describes the map

symbols.

v = i = TR LTI
< N » (=) (® | Automatic~ Gﬁ wi Yoluntesr &=
A U 5, » : £ | Park A -
Y =z = WasHINGTON Park
Eglcst‘. , .\&' '?";_‘ = E Aloha St ;
oy N Roy 5t 7 =
Park s LOWER-CILEEN ANNE & CapttoL Hild ¢
N & e ik =4 HarRISOM/DENNY,
z B BLAINE
z E John S5t e
=
7
J;:
NS
_‘f‘b&\ i ,q}t\s =
= A -
o E Rike St ﬂ@,é £ =
% = =
o N iy
i MADRONA 15
MR ECherry. St : S
S o
< 2
.............. =
W YEsLER
&0 R TERAACE
o \\.\\ E Yesler Way LESEHL
'E "5 Jacksan 5t Frirk
i L) Park
A W 3 o
y i ATLANTIC m
\ Enpess, i
5 2
7 [y L Sam =
S3TEeCD [ 1 ) _,)ﬁ- i, =
= Field | @S;m: e
o Harbor T
o ‘k\% delind |NDUSTRIAL Caolman
ey 2, - DistricT-EasT #2500 feet  op 1km
gblﬁg Ty | b LI 2 ®2013 Microsdft Corporation  © 2013 Nokia |
5 0 i Y L]
U Agency Preferred * FedRooms Hotel Q FEMA Hotel Q Mot Preferred

To narrow your search you can type the
name of a specific hotel under the Hotels
Search area, in the With names
containing field, or you can enter criteria
in this area.

Click Expand All Details to see specific
room rates offered by all hotels in the list, or
click Choose Rooms below the hotel name
to view the rooms for a specific hotel.
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The following screenshot shows a list of hotels matching your search criteria:

11.

12.

13.

14.

Sorted By: | Policy - Most Compliant E‘ With names containing:

Ledging Per Diem limit for SEATTLE: §137.00

Expand All Details
Displaying: 72 out of 72 resufts. Previous |Page:1 of 8| Next| All Results

1. Crowne Plaza Seattle Downtown

1113 6th Ave ‘ $137
MoPhotes  Seattle, WA 95101 $329
©0.13 miles | view map rate this hotel
+ E-Receipt Enabled more info | compa!e. hide rooms

FedRooms Comnp Internet. 6pm - Diay OF Cxl Policy. 2 Double Beds Nonsmoking Enjoy i
$ 1 37 Panoramic Views While You Refax In A Bed With Seven Layers Of Comfort On A Pillewtop (Rate Code: |
ZDMNXVU) (Sabre) |

FedRooms Comp Internet. 6pm - Day OF Cul Policy. Standard Room Mensmaoking When You
1 37 Arrive At The Hotel We WIill Do Our Best To Meet Your Smoke Free Room And Bed Type (Rate Code: | |

m

STNXVU) (Sabre)

2
$.1 3? Govenment Rate Id Req - 2 Double Beds Monsmoking Enjoy Panoramic Views While You Relax In A
Bed With Seven Layers Of Comfort On A Pillowtop (Rate Code: ZDN523A) {Sabre)

$.1 37 Govemment Rate Id Req - Standard Room Monsmoking When You Arrive At The Hotel We Will Do
Qur Best To Meet Your Smoke Free Room And Bed Type (Rate Code: STN3234) (Sabre)

&4 o7 Govemment Rate Id Req - 1 Kng Bd Bxecutive Club Level Nonsmoking Located On The Secure Access T

Rate details / Cancellation palic,

Use the following Hotel Program: | No Program selected [« |

+ Add a Program

e et Samry e s
Alexand 3
Seattle

[0 with names containing:

Price (]

$137 - 5609 =
D Hide hotels over Per Diem limit {$137.00)
Display Settings (V]
[ e-peceipt Enabied
Hotel chain (v}
@ chain © Superchain

[T Best Western (3

[E1 67 Advantage (3)
Cendant Trip Rewards (0)

[ coast Hotels (21

(|

D Courtyard (2)

D Crowne Plaza (1)

D Doubletree (1)

D executive Hotels 1) .
Check All | Reset

Click more info to view more detailed
information for a specific hotel.
When you are ready to reserve your hotel The Reserve options are color coded as follows:
room, click the bu_tton next to the desired Green: Indicates the hotel rate is within policy.
room, and then click Reserve. ] ] ] ]
Yellow: Indicates the hotel rate is outside of policy
and, if selected, you must enter additional
information.
Red: Indicates the hotel rate is outside of policy
and, if selected, you must enter additional
information.
The symbols underneath a hotel’'s address indicate
whether or not the hotel participates in the Federal
Rooms program or if the hotel is e-receipt enabled.
Point to the symbol to view these descriptions.
Note: The E-Receipt Enabled link
appears next to some hotels. This
link displays if you have activated e-
receipts in your profile.
Review the reservation details, and then
click Next at the bottom of the page.
Completing the hotel reservation is similar to

completing an air reservation. Click Next to
advance to the Travel Details and Trip
Booking Information pages. Click
Confirm Booking to review and submit the
authorization.
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Changing a Reservation

You can make the following types of changes to a reservation:
e Add or modify a hotel reservation
e Add or modify a car rental reservation
¢ Modify a flight
e Cancel a reservation

Warning: Be aware that making a change to a reservation may generate a fee.

How to Change a Reservation Additional Information
1. On the Travel page, click the Upcoming Your agency can require that you contact the travel
Trips tab. agency to make changes to airfare after ticketing;

however, many customers will be able to make pre-
ticketing changes from this page. If you see the
Change Flight button, you will be able to change
your airfare.

Warning:  Before booking, canceling, or
changing your hotel reservation, verify
the hotel's cancellation policy.
Cancellation fees may apply if the
room is cancelled.

2. Click the name of the trip to open the Make any necessary changes to the trip and continue
Review/Change Trip page. through the wizard to process the changes.

Trip Name/Description Status

Trip from Washington to Newark ICMUX] Withdrawn
Kelly Test

Trip from Washington ta San Diega (ETXDYG) Withdrawn
Training

Trip from Washington to Newark (GZGKNZ) Withdrawn
Test

Car/Hotel Reservation - NEWARK, N, USA (KAVHYY) Withdrawn

Trip from Washington to Baston (PGISN) Withdrawn
Patriat Training

TRAINL Trip from Washingtan to Newark [DTSQNA) Withdrawn
TRAINI Washington To Newark

TRAIN! Trip from Washington to Newark (OAKQHA) Withdrawn
TRAINZ I

Trip from Washington to Newsark [BZBMVF) Withdrawn
Apprower 3 test

Trip from Washington to Seattle (KIKHWF) Awaiting approval by Approver] Training
Approval deadline is
08/24/2013 1:45 AM Eastem,

Trip will be automatically cancelled
if not approved by then.

3. The following screenshot shows the If you make changes to your flight, pricing
Change Trip page. Click the appropriate information displays showing the price difference and
links to make the desired changes to your fee.

flight, rail, hotel, or car reservation.
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How to Change a Reservation Additional Information

vt t0. Trip Marme: Trip from Washengtan ta Seatic Add to your Itnerary
Description: (6 Descroson Avasatie) @ i ©)

Trip Purpese: TRAINING
Agiacy Bacard Locatar: KIKIAT

Passengers: Travelera Trainng
Testal Estimatedd Caal: $1,334.44 USD
Chungs faqeent Byer program

Flight Washington, DC (DCA) lo Seattle, ¥y eant!change ins ﬂqM:
WA (SEA)

Alaska Airiines 1

Confirmation: KJKIGX
g 5 Status: Confumed

Arrival: 10:18 AM
Seamte Tacoma ng A (SEA)

Adsditicosl Details

Acrat Boreg T37-500 Destance: 7321 mies
Eméssions: 5052 iba 003 E-Ticket
s Eramersy (¥ Mol Food for purchase

Hertz Car Rental at: Seattle (SEA) :

Pick-up at: Seste (SEA

Confirmation: FSJ04423267-
Stau:

Return: 2:00 PM én dug 50
Frsturming b i £EE

Arsera Detsits

Rale: 540,00 LFSD dady rale, unlimied mées

Tkl iatn. £354 38 USDH Coxporabe Diacoust. 800331
Aentsd Detalls

Exnmony | Gan | Automale iransereom | A oefiborng

(:D Extended Stay America Factoria :
ety 3000

Checking In: Mon Aug 26

Confirmation: 116935074
Fioom 1, Days 4. Guesss 1 st ]

Checking Qut: Fri Aug 30

Aciticmal infcamation
Cray vate: 5199 85 USD Vot ase 3330 98 LSO
e ntushom. F oo

Canceliation Policy

Cancelston Fees may sger
st Canceld By & Fm

oamumumsm

a Flight  Seattle, WA (SEA) lo Washington, ¥ cant| chaegs s i
DC (DCA)

Alaska Airtines 2

Ceparture: 2:00 PM
Seat: HOA (Canfirmad)
Seatte Tacoma ntt At (SEA
Durston 4 beurs. 59 metes
Fiansee

Arrival: 5:55 PM
Ronakd Reagan National At (DCA)
Termnal B

Arstiliral Detais

Sdocrall Basing T37-250 Dislance: 7321 mies
Eminnione 6053 e G0 B Ticket
Gt Exomormy (¥ Moat Food for purchiss

o Add to your Iunerary

"
Ticket Munber: 0370618750443:

Tazes snd feess

Hatel:

Car 518438 USD
Agency service fes: $7.30 USD
Total Exnmated Cost: $1.321.44 USD

e

Ticket Number. ITO618700013  MORET/NOEXCH. NO VALUE AFTER FIRST FLT DATE

On-lires Chech-in

o S EPaeckn Dl D 1 24 houes Before ol Pghl ¥iom sy (e youl BOanng [Ess f yout hame of Bifen 19 e
ficket counters ana kiosks and g sght 1o security, Click S Chackin bufinn to find ouf moce

Contirmaten: KIKIGK

T
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How to Change a Reservation Additional Information

4. Click Next. An updated itinerary appears
after the transaction is complete.
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Section 5: Creating, Reviewing, and Submitting an
Authorization

This section describes how you create an authorization once you have confirmed a booking. It also explains how
to review the authorization and submit it for approval.

Creating an Authorization

CGE automatically creates an authorization once you confirm a booking. The authorization provides the
aggregated costs of the reservations and calculates per diem allowance estimates based on the TDY location
selected for the trip.

You can also create an authorization without making a reservation. For example you might want to create an
authorization to apply for an advance. For more information about creating an authorization, see Creating an
Authorization without Reservations in this document.

Reviewing an Authorization

Once you confirm a booking, the Authorization page displays the Document toolbar. By using this toolbar, you
can view the document summary and make changes or add information to the document as appropriate.

Document Summary

The Document Summary, (also known as Summary) is the primary review tool for travelers to view document
details, including per the diem location, reservation information, expenses, cash advance, accounting, and
calculated per diem allowances for a trip.

The Summary page sections correspond to the tabs on the Document toolbar. You can scroll through the
Summary page to view these sections and click the section headings to make changes. Clicking a section link
changes the focus to the appropriate Document toolbar tab.

Example: If you want to add an advance to your authorization, on the Summary page, scroll to the Advance
Details section and click Advance Details. This action changes the focus to the Advances tab where you can
enter and save your advance request criteria.

The following screenshot shows the Advanced Detail section on the Summary tab.

Traveler: Traveler2 Training _Authorization: TT04083B05 (TA0000298) View/Change Reservations | Submit | Print | Export ‘ Close

Summary || Profile || Group || General || Expenses || Exceptions || Accounting || Advances || Totals || Confirmation || Perform Pre-Audits || Preview Document || Print Itinerary

Save Changes Next

© Advance Details Total Advances: 000

Type Amount

The following screenshot shows the Advances tab on the Document toolbar.

Traveler: Traveler2 Training  Authorization: TT04083B05 (TA0000295) View/Change Reservations | | Submit || Print || Export | Close

Summary || Profile || Group || General || Expenses || Exceptions || Accounting||| Advances || Jotals || Cdnfirmation || Perform Pre-Audits || Preview Document || Print Itinerary

Add Advances Back | Next

Advances for TT04083B0S

i QUICK TIP
\) To enter an advance, click Add. Existing advances can be edited (pencil icon) or deletkd (X icon).more

Advances for Current Document Click on an item to edit or delete it

Adtion Traveler Date Type Anfount Organization Accounting Remarks
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The following table describes the purpose of each Document toolbar tab:

Document Toolbar Tab Description

Summary Provides a summary for all sections of an authorization. You can make all
changes to the authorization by clicking the appropriate links on this page.
For more information about reviewing an authorization, see Using the
Document Summary to Review Documents in this document.

Profile Add or make changes to the traveler’s profile information. This section is
also used by Federal Traveler Arrangers who make travel arrangements for
others.

Group Add and view group authorizations.

General View and add document and trip information.

Expenses Add or delete an expense.

Exceptions Displays other authorizations. These codes may appear on travel
documents.

Accounting Search for and enter accounting codes.

Advances Add an advance.

Totals Displays expenses, accounting, and advance totals.

Confirmation

Apply a status and stamp and submit the document for approval. Provides
document routing information and document history.

Perform Pre-Audits

Displays the pass/fail status for each item required in the audit process.
You can enter a reason for an audit item that displays Fail.

Preview Document

Displays your document data in Adobe Acrobat. You can view the document
on screen before printing.

Print Itinerary

Displays your itinerary in Adobe Acrobat. You can print your itinerary from
this application.

Note: Your system administrator determines the tabs that the system displays on the Document toolbar. For
this reason, your system may not display all of these tabs.

Using Document Summary to Review Documents

The Document Summary is the primary review tool for approvers, and it is the only place where a traveler,
document preparer, or approver can view calculated per diem allowances for a trip. Your CGE administrator
configures the sections that are displayed on the Summary page.

By using the Summary page, you can:
e Navigate to any part of the document to view or make changes.

e Assign a control number.

e Review, update, and delete expenses already entered on the document.

o If the document is a per diem document, the Expenses section heading will show two totals: A
total for per diem-related expenses (Total Per Diem Expense Costs) and one for non-per diem
expense-related expenses (Total Non-Per Diem Expenses). If the document is not a per diem
document, the Expenses section heading will show one total (Total Expenses).
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0 A Per Diem Indicator column appears on per diem documents to indicate per diem-related
expenses (indicated with an asterisk).

e Review sponsored travel details.

e Attach or delete files.

e Enter comments pertinent to the document.
e Stamp and route the document.

e If required, select a reason code to explain why the document was stamped with a particular status code
or action.

Submitting an Authorization

Once you have reviewed the authorization, you can submit it for approval.

How to Submit an Authorization Additional Information

1. On the Summary page, click the Submit
button. The Confirmation tab displays.

2. Complete the Status to Apply, Reason, Status to Apply: Select a status code from the
Remarks and Return to fields. Status to Apply list. Once you enter the electronic
signature in the Signature PIN field and click the
Stamp button, the document is stamped with the
selected status code.

Signature PIN: Type your electronic signature. If
your agency does not use signature pins this is not
required.

Reason: Select a reason code from the Reason list
that explains why the document was stamped with a
particular status code or action.

Remarks: Enter any explanation/comments about
the document. The remarks are saved with the
history of the document and can be viewed in the
Document History area. This field is optional.

Summary || Profile | General | Expenses | Exceptions | Accounting || Advances || Totals || Confirmation | Perform Pre-Audits || Preview Document || Print Itinerary

Stamp and Submit Document Back |_Next

Status for Test copy doc

i QUICK TIP
N) The Signature PIN is ca

3. Click Stamp and Submit Document. Stamp Document Without Adjustment: Select if
no adjustments were made to the document. This
check box displays only when a document has been
re-opened for adjustment after the Signed stamp has
been applied.

Audits: Click to review the audit results. This button
only displays when the document has been
processed through electronic processing audits and
has been stamped with an Audit Pass or Audit Fail
audit stamp.

Adjustments: Use to review all comments for

Company Sensitive and Proprietary
Page 43



Federal Traveler QuickStart User Manual for Concur Government Edition
Version 1.4 | February 20, 2014

existing adjustments made to the document and to
add comments about the current adjustment. This
button only displays when you re-open a document
for adjustment after the Signed stamp has been
applied.

For more information about stamping and submitting
documents, see Previewing and Stamping a
Document for Approval in this document.

4. Review the Pre-Audit list and make any
necessary changes or add reasons for any
items that display a FAIL status.

5. Click Continue Stamping the Document. The document is routed to the next approver in the
routing path.

6. Click Close Post Stamping Document
Closure Screen.
Creating an Authorization without Reservations

You can create an authorization without booking a reservation. For example, if you require a cash advance, you
create an authorization to provide the cash advance details, and then submit the authorization for approval.

How to Create an Authorization without Additional Information

Reservations

1. On the Home page, in the 1 Want To...
section, click Create a new
authorization.

2. Select a Document Type from the
Document Type list.

3. Click Create Document.

4. On the Document Information page, In the Document Name field, enter a document
enter the required document information. name.

In the Document Date field, accept today's date or
select a new date.

In the TA Num field, type an authorization number
(if it is not prepopulated).

If necessary, select the Sponsored Travel
checkbox.

In the Currency dropdown list, accept U.S. Dollar or
select another currency.

In the Type Code dropdown list, select a type code.

In the Purpose Code dropdown list, select a
purpose code.

In the Document Description field, type a
description for the document.

In the Document Default Accounting Code field,
accept the default or select an accounting code from
the Lookup icon. The accounting code organization
populates in the Default Accounting Code Org
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5. Click the Trip Information tab and enter
the required itinerary information.

6. Click Create Document. The document is
saved on creation.

7. In the Document Information for
<Document Name> section, click Next.

8. In the Expenses for Authorization:
<Document Name=> section, in the Add
Expense Details area, add the expense
details (lodging and per diem expenses
automatically populate).

field.

In the Document Default Project Code field,
accept the default or select a project code from the
Lookup icon. The project code organization
populates in the Default Project Code Org field.

Note: Some of these fields might be pre-populated,
optional, or unavailable.

For more information about entering document
information, see Entering Document Information in
this document.

In the Depart Selection dropdown list, select a
departure location. The Duty Location information
in the user’s profile will determine the available
options. This action populates the Depart field.

In the Return Selection dropdown list, select a
return location. This action populates the Return
field.

In the Comments field, type any comments for the
document, or click Preset to add preset comments.

If the Itinerary Locations area is not displayed,
Click Create.

In the Itinerary Location field, type the location,
and then click Search.

In the Arrival Date field, type or select the first day
of the trip.

In the Departure Date field, type or select the last
day of the trip.

If the Itinerary Location displays multiple
possibilities, select the desired location.

Select the Purpose Code from the dropdown menu.

For more information about entering trip
information, see Entering Document Information in
this document.

If the expense applies to multiple days, type or
select a date in the Create Expenses Through
field to replicate the expense.

Expense Date: Accept or retype the date.

Expense Description: Select an expense
description.

The Cost and Payment Method fields display
automatically.

Cost: Type the expense amount. (If you need to
enter the converted cost from another currency, click

Company Sensitive and Proprietary

Page 45



Federal Traveler QuickStart User Manual for Concur Government Edition
Version 1.4 | February 20, 2014

10.

11.

12.

13.

14.

15.

16.

Click the Save button.

Click Next twice to change the focus to the
Accounting tab.

On the Accounting page, in the Available
Accounting Code area, any accounting
codes already selected for the document
display in the Accounting Code area.

Click Next to change the focus to the
Totals tab.

On the Totals page in the Total Details
for <Document Name=>, review all areas.

Click Submit to change the focus to the
Confirmation tab.

In the Status to Apply list, verify that
SIGNED is selected.

Click Stamp and Submit Document.

the Foreign Calculator L icon).

Payment Method: Accept or select a payment
method.

If you need to enter more expense details, click
Show Other Details.

Expense Category: Select an expense category.

If the expense is reimbursable, select the
Reimbursable check box.

If the expense is taxable, select the Taxable check
box.

Vendor: Type or select a vendor name.
Comments: Enter any optional comments.

Accounting: Select an organization/account code
label pair.

If you need to itemize expenses, in the Expense

List area, click the Itemize Expense icon next
to the expense. (You must save your expenses
before you can itemize them.)

To add more expenses, click Add Expense and
complete the Expense Details fields.

For more information about working with expenses,
see Working with Expenses in this document.

For more information about working with accounting
codes, see Allocating Expenses to One or More
Accounting Codes in this document.

Click the Advance tab to request, view, or update
an advance.

For more details about cash advances see Working
with Advances in this document.

Note: If you want to view and print the document,
click the Preview Document tab. A
separate window opens in the Adobe Acrobat
Reader where you can review or print the
document.
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17. Review the Pre-Audit Results for the Justify any audits with a FAIL status, if necessary.
<Document Name> screen, and then
click Continue Stamping the Document.

18. Review the Post Stamping Document
Closure for <Document Name= screen,
and then click Close Post Stamping
Document Closure screen.

19. Your document is routed and you are
returned to the Authorizations list.
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Section 6: Working with Documents
Entering Document Information

When you create or edit a document (authorization or voucher) you use the Document Information area to
enter all the information for a trip-based or non-trip-based voucher. This area has the following two tabs:

e Document Information: Provides fields and options for the Document Type, Name, Date, TA
number, Sponsored Travel, Currency, Type and Purpose Codes, Accounting Codes and
Project Codes. The fields that display on this tab are determined by your system administrator.

e Trip Information: Displays if you are creating a trip-based document type. Provides fields and
options for the trip number, depart and return locations, travel dates, trip duration, itinerary
locations, and per diem rates. The fields that appear on this page are determined by your system
administrator.

The following screenshot shows the Document Information tab for a new voucher:

Home  Travel Authorizations | Vouchers Profile

View Vouchers  New Voucher

Voucher

9

Travel Autharization Create Review/Submit Approval

Create Document | Cancel

Document Information

i QUICK TIP
‘.) 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.Authorizations Vouchers LocalVouchers

Traveler Name:  TravelerA Training
Document Information | Trio Information

Document Type @ Voucher

Document Name @ VCHO00104

Document Date @ 08/12/2013
TA Num © VCHO00104

[T sponsored Travel
Curreny  U.S. Dollar
Type Code -
Purpose Code -

Document Description

Document Default Accounting [Account A &

The Document Information area automatically displays when you create a new authorization or voucher. You
must complete this information to create one of these documents. To display document information for an
existing authorization or voucher, on the Summary tab, click the Document Information area (this changes
the focus to the General tab), or on the Document Toolbar, click the General tab.

How to Enter Document Information Additional Information

1. From the Home page, click Voucher, and
then click View Vouchers, or New
Voucher.

2. On the Summary page, scroll down to the
Document Information area, and then
click Document Information. The
Document Information and Trip
Information tabs display.
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3. Complete the information on the Document Name: Type the document name.

Document Information page. Note: When you save the new document, you must

assign a name (unless auto-naming is enabled for
your system). Document names must contain 8 to 16
alphanumeric characters. You can use the dash (-),
but do not include any other special characters in
document names.

Document Date: Accept today's date or select a
new date.

TA Num: Type an authorization number (if it is not
prepopulated).

Sponsored Travel: Select the checkbox, if
applicable.

Currency: Accept U.S. Dollar or select another
currency.

Type Code: Select a type code.
Purpose Code: Select a purpose code.

Document Description: Type a description for the
document.

Document Default Accounting Code: Accept the
default or select an accounting code from the
Lookup icon. The accounting code organization
populates in the Default Accounting Code Org
field.

Document Default Project Code: Accept the
default or select a project code from the Lookup
icon. The project code organization populates in the
Default Project Code Org field.

4. Complete the information on the Trip If the Itinerary Locations area displays on the
Information page. Trip Information page, complete the following
fields in this area.

Complete the following fields:

Depart Selection: Select a departure location. This
action populates the Depart field.

Return Selection: Select a return location. This
action populates the Return field.

Comments: Type any comments for the document,
or click Preset to add preset comments.

If the Itinerary Locations area is not displayed,
click Create Document. If it does display complete
the following fields.

Itinerary Location: Type the location, and then
click Search.

Arrival Date: Type or select the first day of the trip.

Departure Date: Type or select the last day of the
trip.

If the Itinerary Location displays multiple
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possibilities, select the appropriate location.

If you are not required to add an itinerary location,
you can continue entering document information,
such as ticketed transportation, expenses,
accounting codes, etc. If itinerary locations are
required, you cannot create the document without
them.

Purpose Code: Select the appropriate option from
the dropdown list.

Replace ALL Lodging and M&IE Information:
You must select this check box if you change an
itinerary location and want the lodging and M&IE
information to reflect the new per diem location
rates on the document.

5. Click Create or Save. After you add your itinerary location(s), you must
save the document information in order to access
other portions of a document. Select the Reset Per
Diem Conditions check box in the For This
Document You Can action area to reset your
itinerary location (per diem) information if necessary.

Document Information
The following list describes the fields on the Document Information page:

Document Information Additional Information
Document Type Verify the document type.
Document Name Type the name of the document. Document names must be unique for a

traveler and document type within the system. When you save the new
document, you must assign it a name (unless auto-naming is enabled for
your system). Document names must contain 8 to 16 alphanumeric
characters. You can use a dash (-), but do not include any other special
characters in document names. If auto-naming is enabled, the name of the
document appears automatically. This field is required.

Document Date Today's date appears automatically in this field, but you can change it if
necessary. This is the document's creation date. This field is required.

TA Num Enter the control number for this document. The control number provides a
way to track the document. If your CGE administrator has set up automatic
document numbering, the control number appears automatically. If
authorized, you can override automatic document numbering for this
document and enter a different control number.

Sponsored Travel Select the Sponsored Travel check box to use the sponsored travel
feature. When you select this check box, the Sponsor tab displays on the
Document toolbar.

Currency Select the currency for this document from the list. If your company does
not use multiple currencies, this field displays your company's default
functional currency (which is its base currency, by default).

Type Code Select a type code from the list.
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Document Information Additional Information
Purpose Code Select a purpose code from the list.
Document Description Enter any remarks to support the purpose of the document or trip here.

Document Default

! Click the Lookup ¢ icon to find and select a default accounting code to
Accounting Code

which all new expenses on this document will be allocated. If you have a
default accounting code, it appears by default.

Document Accounting Verify the default accounting code organization for this document. This field

Code Org populates automatically based on the selection in the Document Default
Accounting Code field.

Doc_ument Default Click the Lookup # icon, to find and select a default project code to

Project Code which all new expenses on this document will be allocated. If you have a

default project code, it appears by default. If you have the Use
Unvalidated Project Code permission, you can type an ad hoc project
code.

Depending on your agency's CGE database configuration, the Document
Default Project Code and Default Project Code Org fields might not
display or they might be labeled differently. For more information, please
see your CGE administrator.

Default Project Code Verify the default project code organization for this document. This field
Org populates automatically based on the selection in the Document Default
Project Code field.
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Trip Information
The following table describes the fields on the Trip Information page.

Trip Information Additional Information

Trip No This field is used only for constructed (multi-trjp) vouchers. Otherwise, it is
a view-only field. For more information about constructed vouchers, see
Working with Constructed (Multi-Trjp) Travelin this document.

Depart From Displays the departure location selected in the Depart Selection field.

Departure Selection Select a departure location from the list. The choices for the departure
location are the traveler's residence, office location (CRC mode), duty
station (CIV or DOD mode), or IN TRAVEL STATUS. Your Traveler
Information record determines the departure locations that appear in the
list (for example, RES: Fairfax, VA).

Return Displays the return location selected in the Return Selection field.

Return Selection Select a return location from the list. The choices for the return location are
the traveler's residence, duty station (CIV or DOD mode), or IN TRAVEL
STATUS. Your Traveler Information record determines the return locations
that appear in the list (for example, RES: Washington, DC).

Trip Duration The following choices are available for the trip duration:

e 12 hours or Less — Choose this option if your trip lasts less
than 12 hours.

e >12-24 hrs. no lodging - Choose this option if your trip is
longer than 12 and less than 24 hours and you do not incur
lodging costs.

e >12-24 hrs. with lodging - Choose this option if your trip is
longer than 12 and less than 24 hours and you incur lodging

costs.
e Multiple days - Choose this option if your trip takes place over
multiple days.
Trip Begin Date The date the trip begins. If you change the Begin Travel or End Travel
date fields, you must click Save ltinerary.
Trip End Date The date the trip ends.
Comments Enter any additional comments or text pertaining to the travel document.

Click Preset to display preset comments in the Comments field.
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Itinerary Location Depending on your agency's configuration, adding an itinerary location
might be optional. If you are not required to add an itinerary location, you
can continue entering document information, such as ticketed
transportation, expenses, and accounting codes. If itinerary locations are
required, you cannot create the document without them.

Replace ALL Lodging and M&IE Information: You must select this
check box if you change an itinerary location and want the lodging and
M&IE information to reflect the new per diem location rates on the
document.

X

Delete icon: Click to delete a location on the appropriate row.

Add Additional Rows: Click to create three additional rows for itinerary
locations.

Arrival Date: Automatically populates from the Begin Travel date
entered above. You can edit this field, but the arrival and departure dates
for all locations combined must be within the beginning and ending travel
dates for the trip. Enter the new date (MM/DD/YY) or select the date when
you will arrive at this location.

Departure Date: Automatically populates from the End Travel date
entered above. Enter the new date (MM/DD/YY) or select the date when
you will depart from this location.

Itinerary Location: Enter the first few letters of the travel location, and

then click Search or the Lookup # icon. CGE searches for any travel
location that matches the criteria and displays the results in the Itinerary
Location field. Select the appropriate location from the list.

If you are required to add an itinerary location, you cannot save the
document information until you have added an itinerary location.

Itinerary Location Lookup # icon: Click to open the Location
Lookup area, which allows you to perform a detailed itinerary locations
search based on city, state, and country. The search lists information such
as per diem rates.

Purpose Code: Select the appropriate trip purpose from the dropdown
list.

Unlisted: Select this check box if no per diem rate exists. The standard
Continental United States (CONUS) rate is used to calculate lodging and
M&IE amounts.

Viewing and Modifying Documents

Vouchers and authorizations provide the same functionality for editing, viewing, copying and deleting a
document. To edit, view, copy or delete a document, click the appropriate Action icon next to the
document you want.
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The following screenshot shows the Action icons you use to view or make changes to a document.

Home  Travel Authorizations Proﬁle

Depart Date ~ Status In Use By

aniae Training 08/12/2013

08/12/2013 APPROVED

30196

The purpose of each Action icon is described in the following list.

L Edit — Open and edit the document.

— View Read Only — Open and view the document.

I% Copy - Copy the document.
Delete — Delete the document.

Warning: If you're a Travel Arranger, before you take action on a document, verify that the correct name
appears in the You are administering travel for field. For more information about arranging
travel for others, see the QuickStart User Manual for Federal Travel Arrangers on the Concur

Training site.

Editing a Document

How to View or Edit a Document Additional Information

1. Select the tab for the type of document you
want to access: Authorizations or
Vouchers.

2. To edit a document, click the Edit L icon
next to the document you want to edit.

Viewing a Document

How to View a Document Additional Information

1. Select the tab for the type of document you
want to access: Authorizations or
Vouchers.

2. Click the View — icon next to the
document you want to view.
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Copying a Document

How to Copy a Document Additional Information

1. Select the tab for the type of document you
want to access: Authorizations or
Vouchers.

2. Click the Copy Document I%
the document you want to copy.

icon next to

The following screenshot shows the Copy Document area.

Copy Authorization YCHD651

\l‘) TP
Type a document name in the Copy to Document Name field. more

Copy Document

Copy From Document

Document Type Govt Auth Document Type Govt Auth

Traweler Name @

Document Hame “/CHOBS1

TA Hum 120512

D 132-40-336 [N+ 132-40-336 ')
Traveler Hame Never, Wiliam Fred (Enter lazt nams and dick leckup) Mever, wilism Fred

Dacumert Name & vCHOEES
T4 bum @

Options [ Crerwrite Existing
™ owerwrite Datalink
[~ overwrite Complete
[} Change Document Default Accourting Codes & Allocation to the Traweler's Defaut
] Change Documert Default Proiect Codes & Allocation to the Traveler's Default

Close withaut Saving | Save Document

Copy To Document

3. Inthe ID field, type the Social Security
number (SSN) for the traveler for whom you
want to copy the document, or click the
Traveler Name Lookup # icon and
select the traveler’'s name.

4. In the Document Name field, accept the
existing name or type a different name for
the new document

5. In the TA Num field, type the document TA
number for the new document.

6. Select the appropriate Options.

For both fields, you can type all or part of the
SSN/Name, and then click the appropriate Lookup
icon.

Selected fields in the Copy To Document area are
automatically populated by your system
administrator.

Select the Overwrite Existing check box to
overwrite a document that exists with the same
document name for a different traveler.

Example:  Traveler A copies Document A to
Traveler B with the same name,
when Traveler B already has a
document called Document A.

Select the Overwrite Datalink check box to
overwrite any document stamped with the status
code DATALINK.

Select the Overwrite Complete check box to
overwrite any document stamped with a status
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code that has a COMPLETE action assigned to it.

Select the Change Document Default
Accounting Code & Allocation to the
Traveler's Default check box to reallocate the
accounting code on the new document from the
one used on the source document to the target
traveler's default accounting code.

Select the Change Document Default Project
Code & Allocation to the Traveler's Default
check box to reallocate the project code on the new
document from the one used on the source
document to the target traveler's default project
code. This field displays only if your document
definition uses project codes.

Note: Personal charge card expenses are not
copied to the destination document.

Deleting a Document

How to Delete a Document Additional Information

1. Select the tab for the type of document you Permissions determine whether or not a user can
want to access: Authorizations or delete a document. Contact your system
Vouchers. administrator for more information.

Note: You cannot delete an original, completed
document that has an amendment created
against it, even when your user account has
have permissions to delete documents.

(The Delete % icon for the original
document is unavailable.)

Also, if you delete a completed amendment,
the original document is not restored. If you
delete an interim stage amendment, the
original document is restored.

2. Click the Delete Document ** icon next to
the document you want to delete.
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Section 7: Working with Expenses

The expense information in this guide applies to actions you can take on authorizations and vouchers.

Almost all expenses are automatically added to your authorization when posted to a charge card. However you
may need to add an expense, such as a taxi trip, or parking expense.

You access the Expenses for <Document Type>: <Document Name=> page by clicking the Expenses link
on the Summary page, or by clicking the Expenses tab on the Document toolbar. You can manage all your
expenses from this area, including itemizing and deleting expenses.

You can easily and quickly add and edit basic expense details such as the date, expense description, cost,
payment method, and any additional data capture (ADC) expenses that are specific to your agency. You can also
add additional expense details such as the expense category, vendor, comments and accounting (or project)
codes.

The following screenshot shows the Expenses page for a voucher.

‘Welcome, TravelerA Training @ Help | Log Out

CONCUR

Home Travel Authorizations Vouchers Profile
View Vouchers  New Voucher
Voucher
Create Review/Submit Approv

View/Change Resarvations | View Linked Documents | | Submit | Print | Export | Close.

Perform Pre-Audits || Preview Document || Print itinerary

save | Qs | | Back] hext|

Expenses for Voucher: TTO81235AN-2 3 Add Expense Details
QUICK TIP |
¥
Add Expense || Delete Selected Expenses
Expense List
For Delete: Select All Deselect All Currency: US. Deilar
Action Delete  Date Expense Description Amount Type
[F ' gl
F - et
F @
[ &
F
TP ' C
(i e
r el
ra™
F g
ra
Fa
Fae
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The following table describes the options on the Expense List area:

Expense List Options Description

Select All

Click to select all expenses for deletion.

Deselect All

Click to deselect all expenses for deletion.

Action column

Click the Edit Expense & icon on an expense line to edit the expense in
the Edit Expense Details.

Click the Copy %=l icon on an expense line to copy the expense.

Click the Itemize Expense icon on an expense line to itemize the
expense.

Delete Click the check box to identify an expense to be deleted.

Date The date the expense was incurred.

Expense Description

The description of the expense.

Amount The amount of the expense. For reconciliation expenses, the Amount can be
negative.
Type The type of expense. Valid values include CC (applied charge card

expenses) and RO (read-only expenses).

Adding an Expense

How to Add an Expense Additional Information

1. On the Summary page, click the Expenses The Add Expense Details pane displays to the
link. You will see the Expenses for right of the Expenses list.
<Document Type>: <Document Name=>.

2. In the Add Expense Details pane, in the This field is optional.
Create Expenses Through field, type the
date through which the expense should be

replicated.

3. In the Expense Date field, update the date if
required.

4. From the Expense Description list, select an After you select an expense description, the
expense description or type a description for an following fields are available: Cost, Payment
ad hoc expense. The descriptions shown in the Method, and any ADC fields associated with the
list are based on your configuration. This field is expense for your agency display, as well as the
required. Show Other Details link, and the Show Per Diem

Conditions link (for per diem expenses).

5. In the Cost field, type the point-of-sale cost of If you need to convert the cost to another currency,
the expense (less any discounts). click the Foreign Calculator L icon.

6. From the Payment Method list, select a Note: You must have the correct permissions to
payment method. The payment methods shown change the payment method for selected
in the list are based on your configuration. expenses.

7. Enter information for any additional fields for

the expense.
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How to Add an Expense Additional Information

8. Click Show Other Details.

9. From the Accounting list, select the A project code appears only if project codes are used
combination organization/accounting or project in the document definition. You must also have
code. Change Expenses Project Code permissions to

change the project code.

10. Enter the appropriate information for any User-defined labels never appear for per diem-based
custom data fields set up by your system expenses.

administrator. Note: For more information about custom fields

used by your agency, see your CGE
administrator.

11. If the expense is a per diem expense (such as For more details about per diem expenses, see
Lodging, Meals, or Incidentals [M&IE]), click Working with Per Diem Expenses in this document.
the Show Per Diem Conditions link.

12. Click Save. Before you click Save, you can click Clear at any
time to clear your entries.

13. To add more expenses, click the Add
Expenses button, and enter the required
information.

Working with Per Diem Expenses

Expense Details

You can view or hide the per diem details for an expense. The fields that display are dependent on the item you
selected in the Expense Description list.

The following screenshot shows the expense details available for the Expense Description, M&IE - Dinner.

Add Expense Details
Create Expenses Through

Expense Date @ 05/14/2013
Expense Description @ ME&IE - Dinner -
Cost® usD

Payment Method @ OTHER -

Hide Other Details
Expense Catig-ﬂl",-‘@ MEIE-PerDiem -
Reimbursable [
Taxable |V
Vendar Y

Comments

Accounting  [None)/Sample account + b

Project Code Org
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The following screenshot shows the expense details and per diem conditions when Lodging is selected in the
Expense Description.

Add Expense Details
Create Expenses Through

Expense Date @ 05/14/2013

Expense Description i Lodging .
C-:ust'i |:| USD
Payment Method @ OTHER -

Hide Other Details
Expense Categ-:ur;-‘@ Lodging-PerDiem
Reimbursable
Taxable
Vendor dﬁ
o

Comments

-

Accounting  (Mone)/Sample account @
Project Code Org
Hide Per Diem Conditions Per Diem Rates: 177.00 /126.00

& Regular Lodging
& Actual Lodging

) Conference Allowance

Per Diem Conditions field descriptions:

e Regular Lodging — This is the default option for this field. When selected, it calculates regular per diem
rates.

e Actual Lodging - Click this button if you want to enter actual per diem lodging.

0 Approx. Max: Displays the approximate maximum amount of actual lodging allowed when
Actual Lodging is selected.

e Regular M&IE — This is the default. When selected, it calculates regular per diem meals and incidentals
(M&IE).

e Meals Provided - Click this button if you want to enter specific meals provided. If a meal is provided to
the traveler, no M&IE allowance should be claimed for that meal. There are three choices available:

0 Breakfast - Select this check box to indicate that breakfast was provided to the traveler at no
cost. The traveler's M&IE allowance is reduced according to established meal deduction amounts.

0 Lunch - Select this to indicate that lunch was provided to the traveler at no cost. The traveler’'s
M&IE allowance is reduced according to established meal deduction amounts.

o Dinner - Select this check box to indicate that dinner was provided to the traveler at no cost.
The traveler's M&IE allowance is reduced according to established meal deduction amounts.
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e Actual Meals - Click this button if you want to enter actual meal amounts.

e M&IE Override - Click this button if the authorization is open/blanket. You can override M&IE by
quarters or amount.

0 Override by Quarters - Click this button to override M&IE by quarters instead of calculating the
M&IE allowance based on the itinerary.

o0 # of Qtrs - Type the number of quarters (maximum of 9) to use when pro-rating the M&IE
allowance.

0 Override by Amt - Click this button to override M&IE by amount instead of calculating the M&IE
allowance based on the standard M&IE rate.

0 Amount - Type the amount to use when pro-rating the M&IE allowance.

e On Leave - Select this check box to indicate when a traveler is using annual or non-duty leave while on
TDY. When this check box is selected per diem allowances for lodging and M&IE are reduced to 0 when
hours are greater than 4 hours.

o0 Annual - Select this check box to indicate that the traveler is using annual leave while on TDY.

0 Other - Select this check box to indicate that the traveler is using some other type of leave (for
example, non-duty) on this day while on TDY.

0 Hours - Type the number of annual or other leave hours taken (default is 0).

Per Diem Conditions field descriptions:
e Leave Data - This area indicates when a traveler is using annual or non-duty leave while on TDY.
0 None - The traveler is not on leave. This is the default setting.

o Annual - When you select the Annual check box, the traveler is using annual leave while on
TDY.

0 Other - The traveler is using some other type of leave (for example, non-duty) on this day while
on TDY. Type the number of annual, or other leave hours taken in the Hours field (default is 0).

e OCONUS Incidental Amount - Select this check box to override the standard Outside the
Continental United States (OCONUS) M&IE rate.

e Duty Conditions - For a description of each duty condition, see Working with Duty Conditions in this
document. Each duty condition might affect document calculations.

e Meals - For more information about meals, see Working with Meals in this document.
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Working with the Foreign Calculator/Currency Conversion

The Foreign Calculator allows you to convert the cost of an expense from a foreign currency to your local
reimbursement currency. The following screenshot shows the Foreign Calculator fields.

Foreign Calculator for TTO81235AN-2

Date 08/12/2013
Expense Description Lodging

Expense Cost | |usp

i QUICK TIP
\4) To calculate expense cost, enter foreign currency and exchange rate.

Use | Calculated Amount

Close | Foreign Calculator

Foreign Currency | | |

then try using the following exchange rate:

[0.00

If the expense cost doesn't appear to be correct,

How to Use the Foreign Calculator

1. On the Expenses page, click the Foreign
Calculator Ll icon next to the Cost field.

2. Click Use (Calculated Amount) to use the
calculated amount and return to the
previous expense.

3. Click Close (Foreign Calculator) to return
to the Expenses window without using the
calculated amount.

Additional Information

Expense Date: The date the expense was incurred.

Expense Description: The type of expense (for
example, Authorized Business Call.)

Expense Cost: The amount of expense incurred.
Foreign Currency: The amount of foreign currency.

Exchange Rate (Foreign Units/US$): Enter the
foreign units to determine the exchange rate. Press
[TAB] after entering the exchange rate. CGE displays
the converted cost in the Expense Cost field.

If you are unsure of the foreign units, enter the US $
unit to determine the exchange rate.

Get Rate: This button appears if the traveler's
agency uses the multiple-currency feature or an
automated rate retrieval system. Click this button to
retrieve the most current exchange rates from your
third-party software.

The Foreign Calculator is unavailable when credit
card expenses are added to a document. This is
because currency cannot be changed for credit card
transactions.
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Itemizing Expenses

You can

itemize all expenses except mileage and rate-based expenses. You must save an expense before

itemizing it. When you itemize an expense, it becomes a "parent"” expense. Its "child" expenses must add up to
the total of the parent expense. For example, you can itemize a hotel expense into separate expenses
(reimbursable and nonreimbursable/personal). The ITEMIZATION REQUIRED expense validation test confirms

whether

a document's child expenses add up to the total parent expense.

If needed, you can remove the itemization for an expense by clicking Remove Itemization, or by deleting all
the child expenses. Note: You cannot itemize read-only expenses or COM. CARRIER expenses.

The following screenshot shows the Itemize Expense area.

Vesther ou aee administering traved for: Tasinsg, Travelerd

ReviewSubma

Add Child Dxpense Datalls

e Date @ 07102013 e
tisn @

Itamized Expanse List

Fe Dirdele:
Action

Add Dnperae || e

Schel All Desclocl Al

Detete Date Expense Desciption Amount Type

te Sedected Dipenses Cose [3emaaban

The following list describes the options in the Itemize Expense area:

Expense: The expense being itemized and the date the expense was incurred (view-only).
Vendor: The vendor for the expense (view-only).

Type: The type of expense (view-only). Values are CC (applied charge card expenses) or RO (read-only
expenses).

Total Expense: The total amount of the parent expense.

Amount Remaining - The difference between the parent expense amount and the total of the child
expenses. The child expenses must add up to the parent expense amount.

In the Itemized Expense List area, you can:

Click Select All to select all itemized expenses for deletion.

Click Deselect All to deselect all itemized expenses for deletion.

In the Action column, click the Edit fj? icon on an expense line to edit the itemized expense. The Edit
Child Expense Details pane appears.

Select the Delete check box to identify an itemized expense to be deleted.

Expense Date: The date the itemized expense was incurred.

Expense Description: The description of the child expense.

Amount: The amount of the itemized expense.

Type: The type of parent expense. Valid values include CC (applied charge card expenses) and RO
(read-only expenses).
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Itemizing Hotel Expenses

If you stayed in a hotel that provides e-receipts, all of your expenses are automatically itemized. If you need to
itemize your hotel expenses into separate expenses (for example, personal expense versus agency expense), you
must create a voucher from the authorization, and then itemize each hotel expense.

Itemizing Hotel Expenses (example)

10.

11.

12.

From the Vouchers menu bar, click View
Vouchers or New Voucher.

Click the Edit [ icon for the appropriate
voucher.

Enter the appropriate information on the
Document Information and Trip
Information tabs.

Click Create Document.
Click the Charge Card tab.

Under the eReceipts section, in the Select
column, click the check box for the appropriate
hotel.

In the E-Receipts row for the hotel, click the
Document Name down arrow and select the
appropriate document.

In the eReceipts row for the hotel, click the
Expense Description down arrow and select
Hotel Folio.

Click the Apply Transactions button, and
then click OK.

On the Document toolbar, click the Expenses
tab.

In the Expenses List, note that there is an
audit flag that requires itemization for the hotel
expense.

To view the charges you want to itemize, click

the E-Receipt icon.

Additional Information

Click New Voucher if you want to add and itemize
expenses for a new voucher.

The hotel e-Receipt displays and provides the date,
reference, description and amount for each expense.
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The following screenshot shows a sample hotel e-receipt. Notice that there are no charges for parking.

TRAVELER TRAIMING i L) ’
I'heHilton Family

Sk Hilton Garden Inn
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Dapartura Data 122072012
Rocm Rata UsD 19300
DESCRIPTION AMOUNT

5L HA-CORP NESOTINTED:

[T AN ELRE LSO,

RM-CORE NEGOTIATED

HOTEL ATRIE 14TH ETREET MW
WIASHINGTON, DISTRICT
B15 147H 5T L
WIASHINGTON DISTRECT OF COLLIMBIA,

LISD 15300 |

UsD 413

1. To itemize the hotel expenses, on the expense
row, in the Action column, click the Itemize

! icon.

2. Under Add Create Child Details, type the
appropriate date in the Create Expenses
Through field.

3. In the Expense Date field, type a date or
select a date from the calendar.

4. Select the Expense Description from the
dropdown list.

5. Enter the Cost.

6. Select the Payment Method from the
dropdown list.

7. Click Save.

8. To itemize other expenses on the hotel hill,
click Add Expense, and then enter the
appropriate child expense details and save each
item.

The Expenses page displays.

Enter the start date for a recurring expense.

For this example, Parking.

For this example, select Agency Card.

Note: A warning displays for any itemized expense
that does not fall into travel policy rules. For
this reason, you may need to delete or edit
an expense. For example, you might have an
itemized expense for your laundry. However,
your policy may require that your lodging
stay be a minimum of several days to submit
a laundry expense. In this scenario, you
would open this expense item, and change
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the Expense Description to No Claim,
and then itemize this expense under a
different expense description.

In order to complete itemizing your hotel expenses,
the expense descriptions must equal the amount of
the hotel expense they are accrued against. The
Amount Remaining field indicates $0.00 when
the expenses have been appropriately itemized.

9. Click Close Itemization.

Adding or Updating Other Authorizations

You use other authorizations to display and print remarks for travel documents. For example, you must indicate
special circumstances (for example, annual leave) in the M&IE window in order for your document calculation to
reflect them. When you select an advance, corresponding remarks are automatically reflected in the Other
Authorizations area.

To view other authorizations, click the Summary tab, and then scroll to the Other Authorizations Details
area. When you click the Other Authorizations Details link the focus changes to the Exceptions tab on the
Document toolbar.

Note: Other types of automatic other authorizations occur under certain conditions. Contact your system
administrator for more information about automatic other authorizations.

The Other Authorizations area contains the following two lists:

e Master List of Other Authorizations: Displays a list of special authorization codes. Click a code to
select it. The code displays in the Other Authorizations list. The following screenshot shows a list of
other authorizations on the Exceptions tab.

Welome. Traveler2 Training @ Help | Log 0wt

CONCUR

Home  Troval  Authorizatens | Veucharn  Frofile

Exceptions
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e Other Authorizations: Displays a list of the codes chosen for this trip.

o To remove a code, click the Delete X icon next to the authorization code.

o To view or add remarks, click the appropriate code. The Other Authorizations Remarks area
displays. The following screenshot shows the Other Authorizations Remarks area.

Home  Travel | Authorizations Vouchers  Profile
View Authorizations ~ Mew Authorization
Authorization

9

Travel Create Review/Submit Approval Voucher

You are administering travel for. Training, Traveler2_~
[4ppiy |

Traveler. 2 Training  Authorization: Tr

submit || Print || Export || Close
Cancel Changes | Save Remarks

Other Authorization Remarks
i QUICK TIP

Add or update remarks for the Other Authorization, more

ACTUAL EXPENSE
Remarks

How to Add or Update Remarks for an Additional Information

Other Authorization

1. On the Summary page, click Other
Authorizations Details.

2. In the Other Authorizations list, click the
appropriate code.

3. In the Remarks field, add or update your
comments.

4, Click Save Remarks.

Creating a Blanket (Cost) Authorization/Limited Open Authorization
(LOA)

When using a blanket or Limited Open Authorizations (LOA), your per diem rate is calculated based on fixed
dollar amounts or a fixed number of days for lodging and M&IE.

You create a blanket authorization by creating a new authorization. To specify the authorization as a blanket
authorization, on the Document Information page, select Blanket (Cost) from the Type Code list.

The following screenshot shows the Document Information page with Blanket (Cost) specified as the Type
Code.
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(@ CONCUR

Home  Travel | Authorizations | Vouchers  Profile

View Authorizations  New Authorization
Authorization

Trave! Create Review/Submit Approval Voucher

Create Document | Cancel

Document Infermation

i QUICK TIP
\) Enter or edit the general document information. If this is a trip-based document, dick the Trip Information tab to edit/view the trip information.Authorizations Vouchers LocalVouchers

Traveler Name:  TravelerA Training

Document Information | Trip Information

With a blanket authorization you can override per diem rates with the total estimated lodging and M&IE cost. The
following examples show how this works.

Example 1: If a traveler created a regular authorization for a trip to Atlanta for 5 days at a per diem rate of
$112 per day, CGE calculates the total lodging as $560. If the traveler created a blanket authorization or LOA for
the same trip to Atlanta for 5 days and entered a cost override for Lodging in the amount of $800, CGE would
calculate the total lodging as $800.

Example 2: If a traveler creates a regular authorization for a trip to Atlanta for 5 days at a per diem rate of $112
per day, CGE would calculate the total lodging as $560. If the traveler created a blanket authorization or LOA
(Cost or No Cost) for the same trip to Atlanta for 5 days with an override of 10 days for lodging, CGE calculates
the total lodging as $930.

Creating a Blanket Authorization to Additional Information

Override Per Diem Rates

2. On the Document Information page for a
new authorization, from the Type Codes
list, select Blanket or LOA (Cost or No
Cost).

2. Enter the beginning and ending dates of the
trip, and then type or search for one or
more itinerary locations for your trip.

3. Click the Trip Information tab. Each To make the Override button available, you must
location record displays an Override select a Blanket or LOA (Cost or No Cost) trip in
button. the Itinerary Locations area. (On separate

expense screens, the Lodging/M&IE navigation link
is no longer available for the document.)
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4. Click the appropriate Override button.

The following screenshot shows the Override buttons for each location record.

Home Travel | Authorizations | Vouchers Profile

View Authorizations  New Authorization
Authorization

Trave Create Review/Suomit Approval Voucher

Create Document | Cancel

Document Information

QUICK TIP
Enter or edit the general document information. If this is a trip-based document, dick the Trip Infermation tab to edit/view the trip information.Authorizations Vouchers LocalVouchers

{"_','

Traveler Name:  TravelerA Training

Document Information | | Trip Information

Trip No
Dot st [ A7 ]
Retwa o Pa—
Trip Duration Trip Begin Date Trip End Date
Comments
Preset |
Itinerary Locations Add additional rows
Arrival Date Departure Date Itinerary Location Purpose Code Unlisted
| \ fscarcbh O
| \ lscarcndth O
| \ fscarchd |
| \ [searchdd O
— | \ [ =
5. The system displays the Override area.
Muarrida | ndging and METE
QUICK TP Reset | Location Overrides
i Dwvarride normal lodging and MAIE calculations by uging 1) a epacified Use | Laration Overrides

\\) number of days, or 2] specified total cost amounts. To rest the location

override information, click Reset. Enter new override information and click Clase i without Selecting

the Use location Cverrides tutton Owverrides

Qverride Type

Type I Cost '@ Days
Cost Override

Ledging
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6. Select either Override Type or Cost Override Type

Override. e Cost: Select to override the per diem rates

with a fixed estimated cost. The Cost
Override area displays.

e Days: Select to override the number of days
used for the per diem calculation for the
location. The Days Override area of the
window is enabled.

Cost Override

e Lodging: Type a total estimated amount for
lodging. This amount will override the
lodging per diem rates for this location.

e M&IE: Type a total estimated amount for
M&IE. This amount will override the M&IE
per diem rates for this location.

7. Click the Use button.

8. In the Document Information area, click
Create Document.

Creating a Blanket (No Cost) Authorization

Creating a Blanket (No Cost) Additional Information

Authorization

1. Create a new authorization.

2. On the Document Information tab, select
Blanket (No Cost) from the Type Code
dropdown list.

Traveler Name:  William Mever
Document Information | | Trip Information
Document Type @ puth
Document Name @ TA1217
Document Date (11,/07/2013
TA Num @ 040127
Sponsored Travel
Currency | U.5. Dollar El
Type Code @ Elanket (MO COST) E|

Purpose Code @ | BLANKET [=]
Document Description D

Blanket travel den1-:||

Document Default Accounting ﬁ

3. On the Trip Information tab, enter the
dates and location.
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Click Create Document.

Enter any additional information and check
the account code, if necessary.

Click Submit. Once approved, you can continue the travel
booking process.

Adding Travel to the Blanket Additional Information

Authorization

From your Home page, navigate to the
Travel screen.

Select Add Travel to an Open or Group
Authorization, and select the blanket
authorization from the dropdown list.

Complete your travel booking process.

From the authorization Summary screen,
enter additional travel expenses and
comments (if needed) for the trip.

Click Submit. Once the authorization is approved, create the trip
voucher to adjust your actual trip costs and submit.

Continue this process for each trip until the
blanket date expires.

Non-Federally Sponsored Travel

Non-Federally sponsored travel is travel that is paid for by a third party. Sponsored travel does not apply to local
vouchers, group authorizations, open authorizations, non-trip-based authorizations, or non-trip-based vouchers.
There are two types of sponsored travel:

Sponsored Reimbursable Travel — Includes sponsored travel where expense costs will be reimbursed
by one or more sponsors. Sponsored reimbursable travel requires the sponsoring agency to obligate
funds for the cost of the trip upon approval of the authorization, to pay the traveler upon approval of the
voucher, and to then recoup the sponsored reimbursable portion of the voucher from the sponsor(s)
specified on the voucher.

Sponsored In-Kind Travel — Includes sponsored travel where a sponsor provides a portion or all of the
travel expenses by paying directly for those expenses. Sponsored in-kind travel does not require
obligation of funds or advancing money to the traveler to be collected later.
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The following screenshot shows the Available Sponsor page.

Traveler: MICHAEL Wilson  Gowt Auth: Sponsaredd Auth (T215) Subrmit Print Export Cloze
Summary || Profile || General || Reservation | Expenses || Exceptions || Accounting || Advances || Sponsor || Totals || Confirmation || Perform Pre-Audits || Preview Document || Print Itinerary

Back | Mext
Available Sponsor tor Sponsored Auth =

1 TIP
\J) Search for and select sponsors. Type one or more |etters of the sponsor's name and click Search to find a specific sponsor. To select a sponsor, click the sponsor id link. more

Enter Search Criteria

Sponsor 1D | Search | Retrieve

Master Sponsor Click Sponsor D o add to Document
Search Results
Organization Sponsor ID Sponsor Hame (-
(Mone) TARDS Global Solutions
(Monel 149 Caneur =l
Sponsors for Sponsored Auth Click an ftem to delete sponsar / update sponsor address
Organization Sponsor ID Sponsor Hame Background Info? Authority Type Sponsor Address
XDelae
Adding a Sponsor to a Document Additional Information
1. To access the Available Sponsor page, To attach travel sponsors to a document, on the
click the Sponsor tab from the Document Document Information page, click the
Toolbar, or click the Sponsor Details link Sponsored Travel check box.
from the Document Summary.
2. In the Available Sponsor page, in the  The Master Sponsor area is populated
Master Sponsor area, click a Sponsor 1D with a list of sponsors based on the

area displays the organization, sponsor ID,
and sponsor names of all sponsors included
in the search results.

e To search by Sponsor ID: Type one or
more letters of the sponsor's ID in the
Sponsor ID field, and then click Search.
You can search for sponsors based on the
user's organizational access.

e To retrieve a Sponsor ID: Type the exact
sponsor ID in the Sponsor ID field, and
then click Retrieve. You can retrieve a
sponsor 1D from any organization.

3. The sponsor appears in the Sponsors for
<Document> area. If you select more
than one sponsor, the Allocate Cost
column appears in the Sponsors for
<Document> area.

Reviewing the Sponsors for <Document> Area

The Sponsors for <Document> area allows you to enter or update the Sponsor Background Information
form, enter or update the sponsor's address and/or contact information, allocate costs between or among
multiple sponsors, or delete a sponsor. This area also displays the following information:

e Organization - The sponsor's organization.
e Sponsor ID - The sponsor's ID.
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e Background Info? - Indicates whether payment of travel expenses from a non-federal source was
certified on the HHS-348 form. Valid values are Yes or No.

¢ Sponsor Name - The sponsor's name.

e Authority Type - Displays the authority type selected for the sponsored travel from the HHS-348 form.
Valid values are 31 USC 1353, 42 USC 3506, and 5 USC 7342.

e Sponsor Address - The sponsor's address. Click the link to update the address.

e Allocate Cost - Appears when you select more than one sponsor. Click the link to allocate costs
between or among sponsors.

e HHS-348 Form - Click the link in the document to view the HHS-348 form.

In the Available Sponsor for a Voucher window, in the Sponsors for <Document=> area, click the
HHS-348 Form that you want to view. The HHS-348 form opens in Adobe Acrobat Reader.

This form shows how much of the total cost of the document was allocated to the specific sponsor.

Invitational Travel

Invitational travel is supported by allowing the invited traveler to self-register into CGE and indicate a government
employee as their host. The invited traveler then leverages the host’s configuration to drive defaults and data
selection including the routing list used for document approval. This allows the invited traveler to use the system
without needing to know the intricacies of the agency's configuration.

The invitational traveler can have one of the two following roles:

e Traditional invitational traveler: Has a designated "host" (preparer) and the host completes travel
documents and reservations on behalf of the invitational traveler. Users can enter information for the
host, by clicking the Profile tab on the Document Toolbar.

e Self-registered invitational traveler: Has the role of a Federal Traveler and can log in to the system
to create travel documents and reservations. A system administrator configures the user’s account for
self-registration setup and approval.

Allocating Expenses to One or More Accounting Codes

If you select more than one accounting code on a document, you must allocate the expenses across the
accounting codes. The following allocation methods are available:

e Date

e Percent

e Expense

e Expense category/payment method
e Amount

With permission in CGE, users can override the primary allocation method on a document and allocate individual
expenses. Allocation by exception can only be used for the following allocation methods:

e Date
e Expense category/payment method
e Percent

To access the Available Accounting Code window, click the Accounting tab on the Document toolbar or
click Accounting Code Details on the Summary page. (You must have Add/Edit Document Accounts
permission to add an ad hoc/invalid account to a document and edit elements of document accounts (including
account label, organization, account elements, and account extensions)).

To allocate expenses using two or more accounting codes, on the Accounting page, under the Accounting for
<Document Name=>, click the Allocate link next to the accounting code.

Company Sensitive and Proprietary
Page 73



Federal Traveler QuickStart User Manual for Concur Government Edition
Version 1.4 | February 20, 2014
The following screenshot shows the Accounting page for a document and the Accounting for <Expense>
area.

Welcome, Traveles? Training @ Help | Leg Out

(@8 CONCUR

Veucher You st sdministering travel for Training, Treweler?

appdy
llllll Aythorzation Create Review/Submit Approwsl

W Linkeed Documents | Subent | Prnt || Dxpert || Close |

[UP vy (Vv ———— Ry
Avaltable Accounting for Hawall Conferenc
y 'Lul\.l e
Enter Search Criteria
Arementing sewch | Retiewe |

Master Accounting
Search Results
Organization Label Sponsceed  Claiication Coge

Accounting for Hawal Conferenc

Organization  Latset Spoensied Defaull Clawutiston Code

- @ sbedelp 504, 12M56, 124, S02 567, 12456

S e Camale o

The Accounting Code Allocation Summary area displays a breakdown by expense category, the expense-
level allocation methods, and the document-level allocation methods.

e Accounting Code Allocation Summary area: Displays all accounting codes on the document, the
organization for the accounting code, and the total amount allocated to the accounting code. From this
area, you can choose to allocate expenses by account amount, percent, date, expense category/payment
method, or expense.

e Breakdown by Expense Category tab: Displays the expense category, payment method and sponsor
type (if available). You can allocate expenses by expense category/payment method amount.

e Expense Level Allocation tab: Displays the expense category, payment method and sponsor type (if
available), and amount allocated for each accounting code.

e Document Level Allocation tab: Displays the accounting labels. You can allocate your expenses by
amount and percent. This is the most commonly used allocation method.
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The following screenshot shows the Accounting Allocation Summary for <Document Name=> page.
Welcome, Traveler2 Training eHeIp | Log Out

[& concur

Home  Travel Authorizations | Vouchers Profile

View Vouchers  New Voucher  View Associated Vouchers

Vouch -
03 er You are administering travel for: Training, Traveler2 =
[ Apply
Travel Authorization Create Review/Submit Approval
Traveler: Traveler2 Training  Pretrip Voucher: Hawaii Conferenc (TAD000303) View Linked Documents Submit | Print | Export | Close |

Summary || Profile || General || Charge Card || Expenses || Exceptions || Accounting || Totals || Confirmation || Perform Pre-Audits || Preview Document (| Print Itinerary

Close Allocation

Accounting Allocation Summary for Hawaii Conferenc o

3 QUICK TIP
\i’) Expenses can be allocated by percent, date, expense category / payment method, amount, or individual expense. more
Current Allocation Method: By Individual Expenses

Accounting Allocation Summary

m

Breakdown By Expense Category | | Expense Level Allocation | | Document Level Allocation

Document Level Allocation

Organization Label Amount Retained Percent
[Mane] Conferences 0.00 1]
[Mone) Sample account 400.00 0

How to Work With Accounting Codes Additional Information

1. Under the Enter Search Criteria area, in
the Accounting Code field, type the first
few letters of the accounting code or type
the specific name of the accounting code.
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The following screenshot shows the Accounting Code field where you can enter your search criteria.

Trawveler: Traveler2 Training  Pretrip Voucher: Hawaii Conferenc (TAD000303)

Summary || Profile || General || Charge Card || Expenses || Exceptions Totals Confirmation || Perform Pre-Audits || Preview Document || Print Itinerary

Available Accounting for Hawaii Conferenc

1 QUICK TIP
\4) 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.mare

Enter Search Criteria

Accounting Search Retrieve

Master Accounting

Search Results

Organization Label Sponsored Classification Code
[Mone) Sample account abecdefg, 504, 123456, 1234, 54321, , 567, . 123456,

2. Click Search. You can also click Retrieve if
you are searching for a specific accounting
code by name.

3. You will see the results of the search in the
Master Accounting Code area under
Search Results.

The following screenshot shows the Master Accounting list search results.

Add New Accounting | Add Dynamic Accounting | | Back | Mext |

Enter Search Criteria

Accounting  general Retrieve

Master Accounting

Click Accounting Label to add to Document

Search Results
Sponsored  Classification Code

1805. 40B. 3876. 265.904. ... .

abedefg. 504. 123456, 1234, 54321. . 567. . 123456,
abedel324, 504, 123456, 1234, 54321, , 567, . 123456,
abgjeff, 504, 123456, 1234, 54321, . 567. . 123456,

Organization Label
(None) General travel
(None} Sample account
(None} Sponsor ABC account  yes
(None) Travel account yes

If your administrator has granted you access, you can override the primary allocation method on a document and
allocate individual expenses. You can only use allocation by exception for the following allocation methods: date,

expense category/payment method, and percent.

There are two document-level allocation methods: Allocate by Account Amount and Allocate by Percent.

There are six different methods to allocate expenses across multiple accounting codes. Four are expense-level
allocation methods, including Allocate by Date, Allocate by Expense, Allocate by Expense
Category/Payment Method, and Allocate by Location.

Note: This guide provides procedures for document level allocations because this is the most common method
of allocation. For detailed information and examples on allocating expenses, see online Help.
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Document Allocation Level-Allocate by Percent

You can allocate expenses by percent as the primary allocation method. If you have permission, you can also
override the primary allocation method and allocate individual expenses by percent (exception: allocation
method).

In the Allocate by Percent area, the accounting code names appear in the Label column. You can allocate a
percentage of the total costs to an accounting code. For example, one accounting code pays 25 percent of an
expense and another code pays 75 percent.

Document Allocation Level by Percent Additional Information

1. Under the Enter Search Criteria area, in
the Accounting Code field, type the first
few letters of the accounting code or type
the specific name of the accounting code.

2. Click Search. You can also click Retrieve if
you are searching for a specific accounting
code by name.

3. The search results display in the Master
Accounting Code area under Search
Results.

4. Under the Accounting Code Allocation
Summary area, click the Document Level
Allocation tab, and then in the Percent
column for an accounting code, click O (or
the value displayed.)

5. To allocate by percent for two accounting
code labels as the primary allocation
method, in the Allocate by Percent area,
in the Percent field, type the percentage
you want to allocate to the accounting code
label.

6. Press [TAB]. Note that the remaining
percentage is allocated to the other
accounting code label.

7. Click Save. You can only save the changes when the
accounting labels equal 100 percent.

Allocate by Account Amount

In the Allocate by Amount per Accounting Code area, you allocate a specific dollar amount per accounting
code. You cannot allocate by exception using the Allocate by Account Amount method.

As an option, you can elect to fix, or retain, an allocated amount for a particular accounting code. This amount
does not change if you add or delete expenses later (unless the total amount of expenses on the document
becomes less than the total retained amount). You can elect to have no retained accounts. However, if you use
the retained account feature, you must have at least one un-retained account that can be adjusted if expense
amounts change. If you have multiple un-retained accounts and expenses change, amounts will be reallocated
among all the un-retained accounts. You cannot delete retained accounts.
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Example: One account has 50% of the total expenses, a second account has 25% of the total expenses, and a
third account has 25% of the total expenses. CGE uses the percentages of the total expenses to allocate
expenses in each expense category to all of the accounting codes.

Note: The second and third accounts each have 50% of the un-retained total. CGE uses these relative
percentages to allocate any increase or decrease in expenses.

The following screenshot shows that the second and third accounts have 50% of the un-retained total.

Allocate By Amount per Accounting Codes for TA3756

r TP
1 For each Account label, enter the desired amount and as ,n the Retained flag if needed. The total for the Account labets must be
acqual to the document Total Amount before saving, *L o Aot £ I aiL i b blank . Cance iy time without saving, more

Total Amount: 1,%19.00

Organization Label Amount Retained
GSA Govacct [asaso 0 @
65 GSA Acct o775 [
GSA Training Account Code W I~
*Unallocated Amount I—

If you add another expense later (for example, $100), increasing the total expenses to $2,019.00, the
administration account would still be retained but it will now contain less than 50% of the un-retained total.
Because the remaining accounts must keep their original percentages of the un-retained total, the dollar amounts
will be adjusted accordingly ($529.75 and $529.75).

The following image shows that the remaining accounts kept the original percentages of the un-retained total:

Allocate By Amount per Accounting Codes for TA3756

-
‘\)I'.-Lu.run.lrln. rltltuduur and &%

ecjual to the document Tolal Amount betore Saving. "Lir

& total for the Account labels must be
el at Ay tene without Saving. more

Total Amount: 2,019.00

Organization Label Amount Retained
GSA Gov Acct pssso W
GSA GSA Acct 5975 0 [
GSA Training Account Code 52975 [
*Unallocated Amount l—
Document Allocation Level by Account Additional Information

Amount

1. Under the Enter Search Criteria area, in
the Accounting Code field, type the first
few letters of the accounting code or type
the specific name of the accounting code.

2. Click Search. You can also click Retrieve if
you are searching for a specific accounting
code by name.
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The search results display in the Master
Accounting Code area under Search
Results.

In the Accounting Code Allocation
Summary area, click the Document Level
Allocation tab, and then click the Amount
link for any accounting code.

To allocate by account amount, in the
accounting code Amount field, type a dollar
amount.

If you want to retain the accounting code,
select the Retain check box.

Repeat these steps for each accounting
code for which you want to allocate
expenses.

When the Unallocated Amount equals
$0.00, click Done.

The allocated amounts for all the accounting codes
must equal the total expenses on the document

before you can save the changes.
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Dynamic Accounting

Dynamic accounting codes allow the user to select the accounting code one part at a time, building the
accounting code with each selection. You must have Add/Edit Document Accounts permission to add an ad
hoc/invalid account to a document and edit elements of document accounts (including account label,
organization, account elements, and account extensions).

Add New Accounting | Add Dynamic Accounting | | Back | Mext |

Enter Search Criteria
Accourting genera Retreve

Master Accounting

Click Accounting Label to add to Document

Search Results

Organization Label Sponsored Classification Code

(None) General travel 1805. 40B. 8876. 265.904. . . .

(Mone) Sample account abedefg, 504, 123456, 1234, 54321, . 567, . 123456,
(Mone) Sponsar ABC account  yes abcdel324, 504, 123456, 1234, 54321, . 567. . 123456,

(None) Travel account yes abgjeff. 504, 123456, 1234, 54321, . 567.. 123456,

Adding a Dynamic Accounting Code Additional Information

1. From the Accounting tab, click Add
Dynamic Accounting.
Traveler: Carol Meyers  Gowt Auth: TANUMSS0 (TANUMS50) Submit | Print | Export | Close

Summary || Profile || Group || General || Expenses || Exceplions || Accounting || Advances || Totals || Confirmation || Perform Pre-Audits || Preview Document
Zlose Dynamic Accounting Codes

Dynamic Accounting Codes for TANUM3180

\:J) TP
Add dynamic accounting code. more
Organization Carol ORG DYNAMIC

Setup Accounting Codes

Label® |

Fiscal vear @ 2013

Structure Orig Carol ORG DYMAMIC
Structure Mame Dynamic Structure

Sponsored [}

Label 1 2 Descr 1
Label 2 x Dezcr 2

Label 3 I & Descr 3
Label 4 I Descr 4
Label § I Descr 5
Add/Change Favorites Add to Document Clear Values |
Favorite Accounting Codes
Select Label Sponsored LT Taxable Classification Code
O ETS2 / GONV2958 Lakel 1-Label 3-label 3-Label test 4-Lable 5 test-Lable B-test 7 label-Labeld test-Lakel 3-All labels done
m| ETS2 / Label account test 2 Lakel 1-Label 3-label 3-Label test 4-Lable 5 test-Lable B-test 7 label-Labeld test-Lakel 3-A1l labels done
] ETS2 P TEST ACCOUNT Label 1-Label 3--Lahel test 4-Lable 5 test-Lable G-test 7 label-Labeld test--

Add Checked to Document |

Remowe Checked from Favorites |

Update Checked Favorite I

Document Accounting Codes

Organization Label Sponsored LT Taxable Classification Code

ETS2 GOV2958 Label 1-Label 3-label 3-Label test 4-Lable 5 test-Lable B-test 7 label-Label test-Label 8-All labels done

ET=2 Label account test 2 Lahel 1-Lahel 3-label 3-Label test 4-Lable 5 test-Lahle B-test 7 label-Labeld test-Label 3-41 lshels done

ETS2 TEST ACCOUNT Label 1-Label 3--Label test 4-Lahle 5 test-Lable B-test 7 label-Labeld test— ZI
2. Enter a Label. The Fiscal Year field auto-populates. You can

make changes, if necessary.
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3. Complete the additional fields, as necessary. The field names may be different, based on your
agency’s configuration:

e Structure Org—Displays the structure org

e Structure Name—Displays the structure
name

e Sponsored—Select the check box if this
document includes sponsored travel.

e Labels 1-n—Select or enter the label,
depending on the type of field (drop-down
list, text box, etc.).

e Description 1-n—Displays the description
for the selected label.

Note: Use the lookup &M icon to search for and
select from the popup window list.

4. Click Add to Document. Click Clear Values to cancel.
5. Additional actions are available in the e Select—Select this check box to add labels
Favorite Accounting Codes area. to favorites.

The following buttons display:

e Add Checked to Document—cClick to add
the selected document to favorites.

¢ Removed Checked from Favorites—Click
to remove the selected document from
favorites.

e Update Checked Favorite—Click to
update favorites.

6. Click Close Dynamic Accounting Codes. You return to the Accounting tab.

Working with Project Codes

Project codes enhance the accounting functionality in CGE. Users can associate expenses with project codes while
they create their travel documents. You can associate project codes with any expense in the Expenses area.

The Project Code field is automatically populated if your profile contains a default project code. If your profile
does not contain a default project code, you can search for one. If project codes are under organizational control,
you will see the list of project codes available based on your organizational access.

Note: Project Codes may or may not be implemented by your agency.

Assigning Project Codes to Expenses

After adding an expense in the Expenses area, click the Lookup # icon to select a project code.
If you have a default project code in your traveler profile, the project code appears in the Project Code field. If

you do not have a default project code, you must use the Lookup # icon to select a project code from the list
of available project codes.
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Working with Group Authorizations and Project Codes
If the primary traveler on the group authorization uses project codes, then:

e All project codes are removed from the voucher when you create a voucher for a secondary traveler who
does not use project codes.

e The project codes for existing expenses are copied to the voucher when you create a voucher for a
secondary traveler who has a different project code organization and default project code. Any new
expenses that you create on the voucher (including transactional billing fees) will use the secondary
traveler's project code.

Previewing and Stamping a Document for Approval

You use the Document Status area on the Summary page to stamp documents with the appropriate status
code. The document status also displays information about document routing and document history.

e To access the Document Status area, on the Summary page, click the Document Status link. This
changes the focus to the Confirmation tab on the Document toolbar. You can also click the Confirmation
tab to do directly to the Document Status area.

Document routing/workflow and history information

Users submit authorizations and vouchers for approval. Each step in the routing workflow is called a /evel.
Documents are routed to the next person(s) associated with the next level in the routing workflow, and routing
lists can be either static (manually created) conditional (based on document data), or dynamic (selecting an
approver at the time of routing the document). Dynamic routing provides the user with the flexibility of selecting
approving officials at the time that they sign a document. The user selects the approving official(s) after the
document is stamped with the SIGN action.

Routing levels can have conditions set so that different steps follow depending on whether the conditions were
met. This is called conditional routing. An example of conditional routing is an authorization that includes foreign
travel that requires additional approval at a higher corporate level.

Role records are attached to a routing list and can hold multiple approving official signature records. The
displayed roles are dependent on the effective and expiration dates of the signatures, the default settings, and
role properties setup.

To stamp a document, you enter the following information:

e Status to Apply: Select a status code from the Status to Apply list. Once you enter the electronic
signature in the Signature PIN field and click the Stamp button, the document is stamped with the
selected status code.

e Signature PIN: Type your electronic signature. If your agency does not use signature pins, this is not
required.

e Reason: Select a reason code from the Reason list that explains why the document was stamped with a
particular status code or action.

e Remarks: Enter any explanation/comments about the document. The remarks are saved with the history
of the document and you can view them in the Document History area. This field is optional.

e Stamp Document Without Adjustment: Select this check box if no adjustments were made to the
document. This check box is only visible when a document has been re-opened for adjustment after the
signed stamp has been applied.

e Stamp (and Submit Document): Click this button to stamp the document. If routing is activated, the
document will be routed to the next approver in the routing list. If dynamic routing is used, the Routing
List displays after you have stamped the document.
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e Audits: Click to review the audit results. The Audits button is only visible when the document has been
processed through electronic processing audits and has been stamped with an Audit Pass or Audit Fail
audit stamp.

e Adjustments: Use this option to review all comments for existing adjustments made to the document
and to add comments about the current adjustment. The Adjustments button is only visible when a
document has been re-opened for adjustment after the Signed stamp has been applied.

Document Routing Area

Once the Signed stamp has been applied to a document, the Document Routing area displays the routing list
for the document. The routing list is a list of the remaining approvers who must stamp the document. The
Document Routing area displays the name of the person who should sign the document, the status stamp to
be applied to the document, and the routing list level.

When the Signed stamp has not been applied to the document, authorized approving officials can terminate
routing at any point in the routing list by stamping a document with any status code having the COMPLETE (or
FUND/COMPLETE) action.

After a document is stamped, it is closed and the main menu displays. To view the routing list in the Document
Routing area of a document after the signed stamp has been applied, simply open the document again.

Document History Area

The Document History area displays each stamp that has been applied to the document. It displays the date,
time, the three-character time zone code, the status code used, the name of the person that signed and stamped
the document, reason description (if needed), and any remarks about the document.

If the document is funded from the Budget function, after you stamp a document with the SIGNED action, the
Pre-Audit_Results display. Next the Post Stamping Document Closure for <Document=> displays. The
Post Stamping Document Closure displays the routing list and the receipt checklist for the document. Only
reimbursable expenses are displayed on the Post Stamping Document Closure.

Reviewing Pre-Audit Results

CGE performs a pre-audit on the document and the results appear in the Pre-Audit Results page. Pre-audit
results are not stored as part of the document history in the document status.

How to Perform a Pre-Audit Additional Information

1. To perform a pre-audit, open an existing
document.

2. On the Document toolbar, click the
Perform Pre-Audits tab.

3. Review the pre-audit results. Document Name: The name of the document.

Type: The type of document.

Traveler: The name of the traveler on the
document.

Status: Indicates whether the document passed or
failed the pre-audit. The status field displays PASS
or FAIL. The status displays as FAIL when one or
more processes fail the pre-audit.
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4. If needed, click Justify Pre-Audit Results,
type comments to justify the pre-audit
failures, and then click Save.

5. Click Continue to navigate to the
Document Status area.

6. To close the Pre-Audit Results window,
click Close Pre-Audit Results.

Working with Advances

Pre-Audit list: Lists all the audit processes and

displays the View Details LLI icon, the name of
the audit process, the status of the pre-audit (PASS
or FAIL), and any comments. To view the detailed
comments for a particular audit process, click the

View Details LLI icon.

Justify Pre-Audit Results button: The Justify
Pre-Audit Results button appears when the
document fails in the individual audit process and
displays as FAIL in the status section.

Your system administrator determines the advance amount you can receive. This amount is indicated in the
Expense section of your profile. Your system administrator determines the advance amount based on the
percentages indicated for each category as shown in the following Expense Category Allowed Setting and

Card holder Code Rule matrix.

Cardholder | Disallow Discount Both Full
Code Rule
Expense Category
Allowed Setting
Always 100% 100% 100% 100%
Never 0% 0% 0% 0%
Allow 100% X% X% 100%
Disallow 0% X% 0% 100%

You must have REQUEST CASH ADVANCE permission to add an advance to an authorization. When you are
adding the first advance to a document, the Advances for Current Document area is blank as shown in the

following screenshot:

Company Sensitive and Proprietary

Page 84



Federal Traveler QuickStart User Manual for Concur Government Edition
Version 1.4 | February 20, 2014

Group || Expenses || Accounting || View Audit Results || Print Preview

Add Advances Back | Nex|

Advances for TA207
i QUICK TIP
\1) To enter an advance, click Add. Existing advances can be edited (Pencil icon) or deleted (X icon). more

Advances for Current Document Click on an item to edit or delete it

Action Traveler Date Type Amount Organization Accounting Remarks

How to Add an Advance Additional Information
1. Open the appropriate authorization.

2. On the Document toolbar, click the
Advances tab.

3. Click the Add Advances button.

4. Complete the fields in the Add Cash The accounting code displays as an advance on the
Advance for <Document Name=> area. Accounting tab, in the Advance Accounting
Codes for <Current Document=> area, which
lists the traveler's Social Security number, Date,
Type, Amount, Organization, and Label.

If you are adding advances for secondary travelers
in a group authorization, click the Edit Advance

l#I icon and use the SSN Lookup icon to switch to
a secondary traveler.

Updating an Advance Additional Information

1. Open the appropriate authorization.

2. On the Document toolbar, click the
Advances tab.

3. Under the Action column, click the Edit
Advance ' icon.

4. In the Update Cash Advance area, make SSN: The traveler's Social Security number.
the necessary changes to the fields.

5 Click Save. Traveler Search icon: Click this icon to select a

traveler for the cash advance. The Select Traveler
for Cash Advance area displays only for group
authorizations.

Name: The name of the selected traveler. This
field cannot be edited.

Date: The date of the advance.

Type: Select the type of advance from the
selection list (CASH, CD, CHECK, or EFT).

Amount: Enter the travel cash advance amount.

Account: The account code for this advance. This
field cannot be edited.
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Organization: The organization to which the

account code belongs. This field cannot be edited.

Remarks: Enter any comments about the cash

advance.

Deleting an Advance Additional Information

1. Open the appropriate authorization. Your user account must have REQUEST CASH
ADVANCE permission to delete an advance from an

authorization.

2. On the Document toolbar, click the

Advance tab.

3. On the Advances page, click the Delete

x icon for the appropriate advance.

Adjusting a Document Pending Approval

Once a document has been stamped with the document status SIGNED, changes made to the document are
called adjustments. You can make adjustments to authorizations, vouchers, and local vouchers from the
appropriate Document toolbar.

If you open a document, but do not make any adjustments, at the bottom of the Document Summary area,
click Undo Adjustment. If you do not click Undo Adjustment, the document is saved as an adjusted
document.

How to Adjust a Document Additional Information

1.

2.

Open the document you want to adjust. If the document you want to adjust has an

Awaiting Status of SIGNED, you cannot make
adjustments to the document. You can however
create an amendment to amend the document.

The Pre-audit & Stamp button label will vary

depending on the Pre-audit before Sign setting
in the User Preferences area. If the document was
signed and was previously adjusted, you will see
the Open Document Version area. Select the
document version at the top of the list that has a

document type of ADJUSTMENT.

If the document was signed and has never been

adjusted, the Open Document Signature
appears automatically.

In the Signature for Adjustment field,
type your electronic signature.

Click Sign to Review Document.

In the Document Summary for
Adjustment area, make the necessary
changes to the document. If you decide not
to adjust the document, click Undo
Adjustment.
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5. Click Save.

Amending a Document

Amendments are changes to authorizations, vouchers, or local vouchers that have already been processed
through the budget or your agency’s accounting system. You can only create amendments from documents that
have been stamped with an action code COMPLETE. Amended documents contain complete copies of the
documents that they amend. You can amend a document a maximum number of 99 times.

How to Amend a Document

1. Open the document you want to amend.

2. In the Comments field, type or select text
that explains why the document is being
amended.

3. In the Signature PIN field, type your
electronic signature.

4. In the Reason Code field, select a reason
code This field is optional.

5. Click Create. The Document Summary
area appears.

6. Make the necessary changes, and then save
the document.

Additional Information

When you open a document that has been
processed through the Budget function, the
amendment appears. In the Amendment Name
field, notice that -1 is appended to the document
name.

For more information about entering document
information, see Entering Document Information in
this document.

You cannot change the document name or the
control number.

CGE automatically appends the original document
name with -1, -2, -3, and so on.
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Section 8: Working with Vouchers

A voucheris defined as an expense document with trip dates and is used to claim reimbursement for various
expenses. A voucher from authorization is defined as a voucher that is created from an existing authorization.
The following list provides examples of vouchers you can create from an authorization:

e Pre-Trip Voucher from Authorization: You can create a pre-trip voucher when you need to pay an
expense prior to the trip.

e Interim Voucher: An interim voucher is normally created when a voucher needs to be created and
submitted as a result of long term TDY. For example, per government regulations vouchers should be
submitted monthly for long-term travel. If you are on a 90-day trip, you may need to create and submit a
voucher during the first 30-days of travel. You can create an interim voucher from the authorization for
your trip and submit it to adhere to regulations.

A Local Voucher is defined as an expense for single-day local trips.

Note: It is not necessary to create an authorization in order to prepare a voucher. You can create a voucher
from the start or from an authorization.

In addition, charge card transactions are automatically downloaded into the system. You can use the Charge Card
Manager (Charge Card tab on the Document toolbar) to apply, reconcile, and manage your charge card (CC)
transactions for all unsubmitted vouchers.

Creating a Voucher

How to Create a Voucher Additional Information

1. On the Home page, click Voucher, and Tip:  You can also create a voucher from the
then click New Voucher. Home page. Under the | Want To...
section, click Create new voucher.

2. On the New Voucher page, select a
Document Type from the Document

Type list.
3. Click Create Document.
4. Complete the fields on the Document In the Document Date field, accept today's date
Information page. or select a new date.
In the TA Num field, type an authorization
number.
Select the Sponsored Travel check box, if
necessary.

In the Currency dropdown list, accept U.S. Dollar
or select another currency.

In the Type Code dropdown list, select a type
code.

In the Purpose Code dropdown list, select a
purpose code.

In the Document Description field, type a
description for the document.

In the Document Default Accounting
Code field, accept the default or select an
accounting code from the Lookup icon. The
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How to Create a Voucher Additional Information

accounting code organization populates in the
Default Accounting Code Org field.

In the Document Default Project Code field,
accept the default or select a project code from the
Lookup icon. The project code organization
populates in the Default Project Code Org field.

Note: Some of these fields might be pre-
populated, optional, or unavailable.

For more information about entering document
information, see Entering Document Information in
this document.

5. Complete the fields on the Trip In the Depart Selection dropdown list, select a
Information page. departure location. This action populates the
Depart field.

In the Return Selection dropdown list, select a
return location. This action populates the Return
field.

In the Comments field, type any comments for
the document, or click Preset to add preset
comments.

If the Itinerary Locations area is not displayed,
Click Create.

In the Itinerary Location field, type the location,
and then click Search.

In the Arrival Date field, type or select the first
day of the trip.

In the Departure Date field, type or select the
last day of the trip.

If the Itinerary Location displays multiple
selections, select the desired location.

Select the Purpose Code from the dropdown list.

For more information about entering trip
information, see Entering Document Information in
this document.

6. Click Create Document. The document is

created.

7. On the Expense page, add the expense If the expense applies to multiple days, type or
details (lodging and per diem expenses select a date in the Create Expenses
automatically populate). Through field to replicate the expense.

In the Expense Date field, accept or retype the
date.

In the Expense Description list, select a
description.

The Cost and Payment Method fields display
automatically.

In the Cost field, type the expense amount. (If you
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How to Create a Voucher Additional Information

need to enter the converted cost from another
currency, click the Foreign Calculator L icon.)

In the Payment Method list, accept or select a
payment method.

If you need to enter more expense detalils, click
Show Other Details.

In the Expense Category list, select an expense
category.

If the expense is reimbursable, select the
Reimbursable check box.

If the expense is taxable, select the Taxable check
box.

In the Vendor field, type or select a vendor name.

In the Comments field, enter any optional
comments.

In the Accounting list, select an
organization/account code label pair.

Click Save.

If you need to itemize expenses, click the
Itemize icon. (You must save expenses before you
can itemize them.)

Repeat the appropriate steps for each new
expense, and then click Continue.

If you need to itemize expenses, in the Expense

List area, click the Itemize Expense icon.
(You must save expenses before you can itemize
them.)

Repeat the steps above for each new expense.

For more information about working with expenses,
see Working with Expenses in this document.

8. On the Accounting page, any accounting For more details about using accounting codes, see
codes already selected for the document Allocating Expenses to One or More Accounting
display in the Available Accounting Codes in this document.

<Document Name=> area.

9. On the Totals page, review the Totals and
Travel Advances for <Document
Name=> details.

10. On the Confirmation page, in the Status
to Apply dropdown list, verify that
SIGNED is selected.

11. Click Stamp and Submit Document.

12. Review the Pre-Audit Results for
<Document Name=> and justify or correct
any items with a FAIL status.
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How to Create a Voucher Additional Information

13. Click Continue Stamping the Document.

14. Click Accept Signature Text. Review the Signature Text agreement.
15. Click Close Post Stamping Document Your document is routed and displays on the
Closure Screen. Voucher list or you are returned to the main

Document Preparation window.

Local Vouchers

A Jocal voucheris an expense document for single-day local trips. A local voucher does not require trip
information.

How to Create a Local Voucher Additional Information

1. On the Home page, in the 1 Want To...
section, click Create a new voucher.

2. Under the New Voucher area in the
Document Type list, select Local
Voucher.

3. Click Create Document.
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How to Create a Local Voucher Additional Information
4. On the Document Information page, In the Document Date field, accept today's date
enter the necessary document information, or select a new date.

and then click Create Document. In the TA Num field, type an authorization

number.

Select the Sponsored Travel checkbox, if
applicable.

In the Currency dropdown list, accept U.S. Dollar
or select another currency.

In the Type Code dropdown list, select a type
code.

In the Purpose Code dropdown list, select a
purpose code.

In the Document Description field, type a
description for the document.

In the Document Default Accounting
Code field, accept the default or select an
accounting code from the Lookup icon. The
accounting code organization populates in the
Default Accounting Code Org field.

In the Document Default Project Codes field,
accept the default or select a project code from the
Lookup icon. The project code organization
populates in the Default Project Code Org field.

Note: Some of these fields might be pre-
populated, optional, or unavailable.

For more information about entering document
information, see Entering Document Information in
this document.

5. In the Expenses for Local Voucher: If the expense applies to multiple days, type or
<Document Name> area, in the Add select a date in the Create Expenses Through
Expense Details area, add the expense field to replicate the expense.
details: Expense Date: Accept or select the transaction

date.
Expense Description: Select an expense
description.

The Cost and Payment Method fields display
automatically.

Cost: Type the expense amount. (If you need to
enter the converted cost from another currency,
click the Foreign Calculator L icon.)

Payment Method: Accept or select a payment
method.

If you need to enter more expense details, click
Show Other Details.

Expense Category: Select an expense category.
If the expense is reimbursable, select the
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On the Accounting page, in the Available
Accounting Code area, any accounting
codes already selected for the document
display in the Accounting Code area.

On the Totals page, review the information
in the Totals and Travel Advances for
<Document Name=> area.

On the Document Toolbar, click Preview
Document.

On the Confirmation page, verify the
Status to Apply is SIGNED.

Click Stamp and Submit Document.

Review the Pre-Audit Results for
<Document Name=> and justify or correct
any items with a FAIL status.

Click Continue Stamping Document.
Click the Accept Signature Text button.

Click the Close Post Stamping Document
Closure Screen.

How To Create a Voucher from an

Reimbursable check box.

If the expense is taxable, select the Taxable check
box.

Vendor: Type or select a vendor name.
Comments: Enter any optional comments.

Accounting: Select an organization/account code
label pair.

If you need to itemize expenses, click the Itemize

Expense icon next to the expense, in the
Expense List area. (You must save expenses
before you can itemize them.)

To add more expenses, click the Add Expense
button and complete the Expense Details area.

For more information about working with expenses,
see Working with Expenses in this document.

For more information about adding expenses, see
Adding an Expense in this document.

For more information about working with accounting
codes, see Allocating Expenses to One or More
Accounting Codes in this document.

If you made any changes on this page, click Save
& Calculate to calculate new totals.

The Adobe Acrobat Reader opens and displays the
document. You can print the document from this
window.

Review the Signature Text agreement.

Once stamped, your document is routed or you are
returned to the Vouchers list screen.

Additional Information

Authorization
1.

From the Home page, click Voucher, and
then click New Voucher.
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From the Document Type list select the
appropriate voucher item.

Click Create Document.

In the Document Search area, from the

Document List, click the Edit .ﬁ icon
next to the appropriate authorization to
select it.

On the Document Information page, in
the Document Name field, type a
document name. Review the other
information on this page and make changes
as necessary.

Click Create Document.

Select one of the following vouchers items.
e Local Voucher from Local Auth
e Voucher from Authorization

Authorizations that are reconciled and those that
are in the process of being amended do not appear
in the document list. For information about
completed authorizations that do not display in the
document list, please see your CGE administrator.

If your administrator is running the Reconciliation
report, do not change the control number on a
voucher created from an authorization.

If the authorization is a group authorization, the
Select Member of Group Authorization
displays.

e When creating a voucher from a group
authorization, the secondary traveler's
voucher inherits the primary traveler's
organization, routing list, project code,
and accounting code. Also, the system
preferences for the secondary traveler's
organization are implemented on the
voucher.

e When creating a voucher, if the group
authorization did not have a per diem
location, and the secondary traveler's
organization requires one, all options
except for traveler information, itinerary,
and comments are unavailable. Once a
per diem location is added, the other
options become available.

Select the name of the traveler for whom you are
creating the voucher, and then in the New
Document area, click Create to create the
voucher from group authorization.
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Creating a Pre-Trip Voucher

You can create a pre-trip voucher for payment expenses that occur prior to a trip. For example if an instant
purchase airfare was charged several months prior to the trip, you can create a pre-trip voucher and submit that
expense before the trip is completed to ensure timely payment of your charge card. Only the types of expenses
your agency allows for reimbursement ahead of the trip will populate on the pre-trip voucher.

How To Create a Pre-Trip Voucher

1.

10.

11.
12.

13.

14.
15.

16.
17.

From the Home page, click Voucher tab
and then click New Voucher.

From the Document Type list, select
Pretrip Voucher from Authorization.

Click the Create Document button.

From the Document list, click the Edit

a
& icon next to the appropriate
authorization to select it.

Complete the fields on the Document
Information page.

Complete the fields on the Trip
Information page.

Select IN TRAVEL STATUS from the
Return Selection dropdown menu.

Click the Create Document button.

Click the Expenses tab and complete the
Add Expense Details area.

Click Save. The expense displays on the
expense list.

Click the Submit button.

Complete the fields on the Confirmation
page.

Click the Stamp and Submit Document
button.

View the Pre-Audit Results.

Click the Continue Stamping Document
button.

Click Accept Signature Text button.

Click the Close Post Stamping
Document Closure Screen button.

Additional Information

Verify the fields on the Document Information
page are correct. These fields are automatically
copied from the authorization.

Verify the fields on the Trip Information page are
correct. These fields are automatically copied from
the authorization.

This ensures that this is not the last voucher you
can create from the associated authorization.

Justify failed items if needed.
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Important Information about Creating Pre-trip Vouchers
Consider the following information before creating a pre-trip voucher from an authorization.

A best practice is to estimate the actual date of the expense on the travel authorization. For example, if
airfare is ticketed within 24 hours of booking, then airfare expenses generated from the reservation
should have the expense date set to the ticketing date. If conference fees are paid well in advance, then
the date for the conference fee should be the estimated date the user plans to register for the
conference. This will allow the automated voucher creation process to anticipate the need for a pre-trip
voucher and create one when matching expenses are imported from the card feed or mobile device.

You can manually create pre-trip vouchers if you have permission to do so.

Pre-trip vouchers can be created automatically based in the processing of the charge card and mobile
expenses transactions. A parameter indicating the number of days prior to the trip start date exists and if
matched or exceeded causes the creation of a pre-trip voucher and the expense is imported into it for
timely payment.

Pre-trip vouchers do not contain per diem, nor do they support per diem calculations

Pre-trip vouchers are always interim vouchers. The pre-trip voucher is a special case of the interim
voucher. Any residual obligation should remain obligated after processing the pre-trip voucher and
eventually be completely liquidated by a separate final voucher.

Pre-trip vouchers are subject to the voucher transaction fee when approved.
Pre-trip vouchers use the same routing as a standard travel voucher.
You can apply advances to a pre-trip voucher.

The administrator is to limit the expense types available for a pre-trip voucher. Examples of excluded
expenses include:
0 Lodging expenses, except prepaid
0 Meal expenses
0 MA&IE expenses
0 Parking expenses
o Tolls
Any prepaid expenses need to be included, but you should apply a separate expense type. Some
examples include:
0 Pre-paid Lodging
0 Pre-paid Rental Car
o0 Conference Fee
0 Pre-paid Hotel — Pre-paid hotel fees are paid to the hotel directly as a charge on the traveler’s
IBA or on the agency CBA. If paid on the agency CBA, then the expense is non-reimbursable to
the traveler, similar to the CBA paid air fare. Subsequent hotel bills and the associated charge
card transactions should reflect the reduction paid for lodging. Since it is lodging plus, the first
day, for example, will not be charged ($0.00), and as such, the lodging allowed for that day
should be 0.00 as well. If this expense is paid on the traveler's IBA, then the fees are
reimbursable as part of the lodging plus per diem. The amount is directly reimbursable on the
pre-trip voucher without calculating the lodging per diem and the amount is deducted from the
per diem on the subsequent per diem voucher as described below. The hotel prepayment can be

for part of the hotel stay (the first night, for example). Therefore, partial payments need to be
handled.

e Create a Pre-paid Hotel expense type to use on pre-trip vouchers

o If the payment method is IBA, then the expense is reimbursable, if CBA, then the
expense is not reimbursable to the traveler.

e Create a Pre-paid Hotel Offset expense type to use on the per diem voucher, to provide
the amount of lodging per diem already paid on the pre-trip voucher.
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e The expense amount is negative.

e Use the correct expense category for lodging per diem to make sure the
deduction is against the appropriate expense category

e The overall lodging per diem amount is reduced by this negative amount.

e How this is handled is dependent on the itemization process used for pre-paid
hotel expenses. If the pre-paid lodging night is included on the hotel invoice, and
the pre-payment is included as well, then the payment offset should match up
with the itemized prepayment and the hotel charge should balance correctly.

e When creating a voucher from the authorization, look for the pre-paid voucher, and if
there is a pre-paid Hotel amount that has not been applied to a previous per diem based
voucher, then automatically create the Pre-paid Hotel Offset expense (negative) on the
per diem voucher to assure it gets accounted for. This expense does not need to be read
only.

e These calculations need to take into account actual lodging allowances.

¢ Create an audit on a voucher looking for pre-paid Hotel expenses on an associated pre-
trip voucher. Look for a corresponding Pre-paid Hotel Offset expense entry (negative in
this case) of the same value. If it does not exist or the values are different, then the
audit fails.

Creating Interim Vouchers for Long-Term TDY

During extended trips, most agencies require travelers to submit a voucher at least every 30 days. If you are on a
trip that is longer than 30 days and need to submit a voucher, you can create and submit an interim voucher.

Note: Often times on a long trip, your per diem rates will decrease every 30 days.

How To Create an Interim Voucher Additional Information

1. From the Home page, click Voucher, and
then click New Voucher.

2. From the Document Type list, select
Voucher from Authorization.

3. Click Create Document.

4. From the Document list, click the Edit Once you select the long term TDY authorization to
& icon next to the appropriate create a vc_)ucher from, go to the Trip
authorization. Information part of the General tab. You can

make the following modifications both before and
after you click Create Document.

5. Complete the fields on the Document
Information page.

6. Complete the fields on the Trip In the Depart Selection list, verify that your
Information page. departure location is displayed. If your departure
location does not appear, select it from the list. This
indicates where you departed from.

In the Return Selection list, select IN TRAVEL
STATUS. This indicates that you are still travelling.

When you adjust the date range for the first travel
location, the system will automatically populate the
remaining date range for the original authorization.
Delete this date range before continuing.
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How To Create an Interim Voucher Additional Information
LITinerary Locations

Arrival Date Departure Date Itinerary Location
11,/01,/2013 1116,/2013 DALLAS COUNTY, TX
11/16/2013 01,/31/2014

=] =]

7. Click Create Document.
8. Review the Summary page.

9. On the Expense page, enter the
appropriate expense details and add the

expense.
10. On the Accounting page, any accounting To add an accounting code, under Master
codes already selected for the document Accounting Code, in the Label column, click the
display in the Accounting Code area. Label link for the code in the area. The code
appears in the Accounting Code area.
In the Accounting Code area, edit or delete
accounting codes, as necessary.
Click an Allocate link to allocate costs between or
among codes, and then click Continue.
If you used multiple accounting codes, click OK to
confirm the message.
11. Click Submit. From the Status to Apply list, make sure that

SIGNED is selected.

If required, type your electronic signature in the
Signature PIN field.

12. Click Stamp and Submit Document.

13. Review the pre-audit results and justify any
items with a FAIL status.

14. Click Continue Stamping the Document.

15. Click Accept Signature Text. Review the Signature Text agreement.

16. Click Close Post Stamping Document The voucher displays in the Vouchers list.
Closure Screen.

17. Continue steps 1-17 for each consecutive Each voucher between the first and last, should
voucher for the authorization. have the Depart and Return Selection fields as

IN TRAVEL STATUS. This will ensure that no
M&IE is deducted because the traveler is still
travelling.
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How To Create an Interim Voucher Additional Information

<
TripHo [1[=] 532 Add Trip

Depart From |IM TRAVEL STATUS Depart Selection | IN TRAVEL STATUS E|
Return To TN TRAVEL STATUS Return Selection | IN TRAVEL 5TATUS [+
Trip Duration | Multiple days E| Trip Begin Date 11,/01/2013

18. For the last voucher created from the Note: If you make changes on the General tab
authorization, select RES from the Return after creating an interim voucher, click Save
Selection list. This will ensure that the Changes.
g'”a' Voutcrt‘)er %hteﬁktb?r’]‘ '5’7;2‘/6"'\22%0” tlhet Selecting the Final Voucher checkbox will block
; urr;][natr); athanl t g ef ¢ 0 | rule 1s the user from creating any more vouchers from that
I affect for the last day of travel. authorization. However, amendments can still be

created.

The information that populates when RES is
selected, defaults from the profile fields for
Resident City and Resident State.
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Managing Charge Card (Travel Card) Transactions

The Manage Smart Expense Transactions area displays on the Charge Card tab. You use this feature to:
e View all charge card charges assigned to a voucher.
o Apply charge card transactions to all types of expenses on per diem documents.
o Apply actual charges for both lodging and M&IE incurred as expenses that are included in the per diem
entitlements on vouchers.
e Appropriately match or un-match transactions.

o Trip charges, credit card charges, and e-receipts are matched by CGE. You can manually match
items if they were not matched properly or un-match items that may have been matched
inappropriately.

You can move applied and unapplied transactions between documents and remove applied transactions from a
document, but you cannot split a transaction between documents.

Unless you have permission to submit a document containing overdue transactions, you must apply all overdue
transactions before submitting the document.

Note: The Charge Card page displays multiple documents or only the document you are working on,
depending on the path you take to access it. When you access it from the Home Page, unsubmitted
documents display in the Document List area. When you are editing a document and navigate to the
Charge Card tab from the Document Toolbar, only the current document displays.

In multi-document mode, users and document preparers who are navigating through the My Inbox tab
will see their own transactions and documents. Document preparers who are navigating through the My
Group tab will see the selected traveler's transactions and documents.

The following screenshot shows the Manage Smart Expense Transactions area.
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Warning! Click the Close button to close this area. Do not click the navigation bar links or use the browser's
Back button. Otherwise, all displayed documents will be locked for editing.
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The following table describes the options available on the Charge Card screen:

Option Description

Auto Apply Transactions Applies the transaction to the first document in the Document List area
with a matching trip date when the auto apply process runs (if your
company or agency is using it) or if you click Apply Transactions.

Apply Transactions Select the Transaction check box, and then click this button to apply to the
open voucher.

Match Select the Transactions check box, and then click this button to match the
data into a single transaction.

Unmatch Select the Transaction check box, and then click this button to unmatch
transaction data.

Delete Select the Transaction check box, and then click this button to delete it
from the list.

Back Click this button to go back to the previous screen.

Next Click this button to go to the next screen.

Date The posted date may not be the same as the actual transaction date. Once
assigned to a document you can modify the date from the Expenses
screen.

Transaction Description The name of the transaction as it was downloaded from the charge card.

Amount The amount of the transaction as it was downloaded from the charge card.

Document Name Select a document from the list to apply the transaction. Available

documents include the documents in the Document List section.

Expense Description Select an expense description for the transaction from the list. The default
auto-populates based on the vendor and transaction details.

Accounting Once a transaction is assigned to a document, you can modify the
information using the Accounting screen.

Document List Area

Unsubmitted documents display in the Document List area. You can expand or collapse individual documents in
the Document List area. Each document contains the following general information, followed by any applied
transactions:
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The following table describes the options available in the Document List area:

Option Description

Document Name In multi-document mode, a Document Name link enables you to manage
transactions from within the submitted document.

Control Number The document control number.

From The departure date for the trip.

To The return date for the trip.

Doc Type The document type.

Org The organization to which the document belongs.

Type The type code for document.

Purpose The purpose code for document.
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The following table describes the actions for applied transactions:

Option Description

Date Accept or change the date the transaction was posted. The posted date may not
be the same as the actual transaction date. Change the date if you need to record
the transaction date.

Transaction Description | The name of the transaction as it was downloaded from the charge card (view-

only).

Amount The amount of the transaction as it was downloaded from the charge card (view-
only).

Expense Description Select an expense description for the transaction from the list.

Accounting Select the accounting or project code for the transaction from the list.

Unapply Transaction Click this link to unapply the transaction from the document. The transaction will

be returned to the Unapplied Charge Card Transactions area.

Save button After all of your changes are complete, click Save to commit them. CGE calculates
and saves the changes to the appropriate document(s) and automatically runs
configured expense validation tests.

Clear button Before you save, you can click Clear at any time to clear your entries.

Close button Click to close the screen without saving changes.

How to Apply a Charge Card Transaction Additional Information
to a Document
1. Review all of your unapplied charge card Note: If ad hoc expenses are allowed on the
transactions in the Not Assigned to a selected (target) document type, then you
Voucher section and edit the data as can enter ad hoc expense descriptions.
necessary.
2. Select the check box for the transaction(s) If your company or agency uses the Auto Apply
you want to add to available documents, Transactions feature, the transactions are
and then select the Document Name in automatically applied to the first document in the
the dropdown list. Document List section with a matching trip date
during the next process (typically during the night).
OR

Click Apply Transactions to manually apply the
selected unapplied transactions to the document you
selected in the Select Document list.

3. Modify the Expense Description, as
necessary. This field will auto-populate
based on your agency’s transaction
mapping.

4. Click Apply Transactions.
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Nested Trips

A nested trip is a trip that you take while on another trip. Nested trips typically occur when on long term TDY.

Example: From October 1%t through October 315 you are on long term TDY in Atlanta, Georgia. However, you
need to take a trip to Seattle, Washington from October 15™ through October 20™. The authorization for the
Atlanta trip contains all of your lodging and MI&E expenses while in Atlanta. When you create your authorization
for the Seattle trip, CGE displays a FAIL status on the pre-audit results because the Seattle trip dates and
expenses overlap with the Atlanta trip.

To reconcile FAIL status, you must open the document for the Atlanta trip and remove the lodging and other
expenses for the dates you will be in Seattle.

Dual Lodging

Dual lodging occurs when a traveler must simultaneously maintain lodging in two different cities.

Example: You are traveling to Chicago for four days and then to Minneapolis for three days before returning to
Chicago for an additional four days. During your stay in Minneapolis, you need to maintain lodging in Chicago and
you must be able to record your lodging costs and audit those additional lodging costs so that you do not spend
more than is allowed.

To enter dual lodging costs (example):

1. Create a document where you are traveling to Chicago, to Minneapolis, and then returning to Chicago.
On the Trip Information page enter the three legs of the trip: To Chicago from January 1-5, to
Minneapolis from January 5-7, and then back to Chicago from January 7-11.

2. During your stay in Minneapolis, add an expense for each day of additional lodging (click the Expenses
tab to enter these expenses). For the dual lodging expense in Chicago from January 5-7, select Lodging
from the Expense Category, and Dual Lodging from the Expense Description list. The cost cannot
exceed the original per diem rate for Chicago.

Viewing Voucher Totals
The Totals tab displays the information on the document’s total expenses and advances. To access the Total
Details screen, click Totals on the Document Toolbar.

e Edit Advances Applied button - Click to edit existing advances.

e Save & Calculate Totals button - When you type information into the Travel Card ATM Advance
Taken or Additional Payment to Travel Card fields, click Save & Calculate to calculate the fields
and display the new values.

e Currency - The currency type for the voucher (read-only).

Expense Summary Area
e Total Expenses - The total amount of expenses claimed on the document (lodging, M&IE, ticketed
transportation, and expenses).
e Total Non-reimbursable Expenses - The total amount of all non-reimbursable expenses claimed on
the document.
e Total Reimbursable Expenses — Equals all non-reimbursable expenses subtracted from the total
Expenses.
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e Advance Authorized - When you create a voucher from an authorization, this field displays the total
authorized advance amount on the authorization. When you create a voucher without an authorization,
this field defaults to $0.00. The amount in this field must be greater than or equal to zero.

e Advance Outstanding - When you create a voucher from an authorization, this field displays the total
requested advance amount on the authorization. When you create a voucher without an authorization,
this field defaults to $0.00. If you have Edit Advance Outstanding permission, you may override the
default by typing the requested advance amount. The amount in this field must be greater than or equal
to zero.

e Advance Applied - The advance amount used for this voucher. If you have Edit Advance Applied
permission, you can override the default by typing any amount. The amount in this field must be greater
than or equal to zero.

e Total Reimbursable Amount — Equals the total reimbursable expenses minus the advance applied. If a
negative amount appears, you will owe money to the company or agency.

Travel Card Reconciliation Area
This section lists both All Amounts and Reimbursable Amounts.

e Reimbursable Travel Card Expenses: Shows the total amount of reimbursable expenses by using a
payment method of CHG CARD or OTHER.

e Non-Reimbursable Travel Card Expenses: Shows the total amount of non-reimbursable expenses by
using a payment method of CHG CARD or OTHER.

e Total Travel Card Expenses: Equals Reimbursable Travel Card Expenses plus Non-
Reimbursable Travel Card Expenses.

e Travel Card ATM Advance Taken: Enter the amount of the advance you received from your travel
card. If you have Edit CC ATM Advance Taken permission, you can override the default by typing the
Travel Card ATM advance amount. The amount in this field must be greater than or equal to zero.

CGE supports the allocation of payments between the traveler's bank and charge card accounts. This payment
data can be used with the Payment Service or with an interface to your agency’s accounting system.

By default, if you enter the Travel Card ATM Advance Fee in Expenses, CGE calculates the Travel Card Advance
amount and enters the amount in this field. For example, if you enter a Travel Card ATM Advance Fee of $5.50 in
the Expenses, CGE displays $200 in the Travel Card ATM Advance field (assuming the fee is 2.75%).

e Total Amount on Travel Card: Equals the Total Travel Card Expenses minus any Travel Card
ATM Advance Taken.

e Additional Payment to Travel Card: CGE supports the allocation of payments between the traveler's
bank and travel card accounts. This payment data can be used with Concur’s Payment Service or with an
interface to your agency’s accounting system. If you have Edit Additional CC Payment permission,
you can override the default by entering the Additional Payment to Travel Card amount. The amount
in this field must be greater than or equal to zero.

If your agency does not use the Payment Service or a custom interface designed to work with this field, you
should leave it blank.

In this field, enter any additional amount to be paid to your travel card account.

¢ Maximum Travel Card Reimbursement (Actual reimbursement may be different): The
maximum amount to be paid to the traveler's charge card account (the sum of the Reimbursable
Travel Card Expenses, Travel Card ATM Advance Taken, and Additional Payment to Travel
Card fields).
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Reimbursement Summary Area

e Actual Travel Card Reimbursement: CGE supports the allocation of payments between the traveler’s
bank and travel card accounts. This payment data can be used with Concur’s Payment Service or with an
interface to your agency’s accounting system. This field shows the actual amount to be paid to the
traveler’'s charge card account.

e Traveler Reimbursement (Due from Traveler may be negative): The total amount due the
traveler (equals the Total Reimbursable Amount minus the Reimbursable Travel Card Expenses).

e Total Amount Reimbursed - CGE supports the allocation of payments between the traveler’s bank and
travel card accounts. This payment data can be used with Concur’s Payment Service or with an interface
to your agency’s accounting system. This field shows the total amount to be paid to the traveler's charge
card account (the sum of the Travel Card Reimbursement and Traveler Reimbursement fields).

¢ Reclaimed from Travel Card: This field appears only if the amount for traveler reimbursement is
negative.

The Expense Category Details area shows the expense category, payment method, organization assigned to
the expense category, the accounting label, and the amount entered for the expense category.

The Sponsor Details area shows the expense category, payment method, organization assigned to the sponsor,
sponsor ID, reimbursable amount, and the in-kind amount.

Using a Receipt Checklist for Vouchers

By using the receipt checklist feature, you can review receipt checklist information when you stamp vouchers
during document preparation. During the stamping process The Post Stamping Document Closure for
<Document=> area appears prior to the pre-audit results. Only reimbursable expenses are included in the
receipt checklist.

Working with Constructed (Multi-Trip) Travel Vouchers

If you deviate from the authorized itinerary and/or transportation mode because of personal preference,
reimbursement is limited to the authorized travel costs. If your personal preference itinerary costs less than the
authorized itinerary, then you are reimbursed the lesser of the two costs. (You can compare up to three trip
versions.)

CGE calculates the cost of the travel and the cost of the authorized travel, compares them, and selects the lesser
of the two amounts for your reimbursement.

The following example shows you how to compare authorized travel costs and actual travel costs and gives you
detailed information on how to copy one trip to a second trip on the same voucher.

Example: For the cost comparison, you have deviated from the authorized travel and decided to drive your
personal vehicle to Philadelphia instead of taking the train and a taxi as planned. In this case, you will create the
travel as actually performed by deleting the train fare and taxi expenses. You will add the private vehicle mileage
to/from Philadelphia (280) and parking charges ($35).

How To Create a Constructed Travel Additional Information

Voucher

1. Open the appropriate voucher, or create a
new voucher.

2. On the Summary page, click Trip #.
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On the Trip Information page, click Add
Trip.

In the Document Information area, on
the Trip Information page for Trip 2,
enter the trip information.

Click Save Changes. You can also click the Copy Trip icon I% on the

Trip Information page to copy the expenses from
Trip 1, and then modify the expenses as needed.

Click the Expenses tab, and then enter the If the expense applies to multiple days, enter or
expenses for Trip 2. select a date in the Create Expenses Through
field to replicate the expense.

In the Expense Date field, accept or retype the
date.

From the Expense Description list, select a
description.

In the Cost field, enter the expense amount. (If
you need to enter the converted cost from another
currency, click the Foreign Calculator Ll icon.)

From the Payment Method list, accept or select a
payment method.

If you need to enter more expense detalils, click
Show Other Details.

Expense Category: Select an expense category.

If the expense is reimbursable, select the
Reimbursable check box.

If the expense is taxable, select the Taxable check
box.

Vendor: Type or select a vendor name.
Comments: Enter any optional comments.

Accounting: Select an organization/account code
label pair.

If you need to itemize expenses, click the Itemize

Expense icon next to the expense, in the
Expense List area. (You must save expenses
before you can itemize them.)

To add more expenses, click the Add Expense
button, and then complete the Expense Details
area.

For more information about working with expenses,
see Working with Expenses in this document.

Click Save.

To view the voucher summary, click
Document Summary on the Document
toolbar. Note that the lowest cost trip is
identified in the Totals Details area of the
Document Summary.
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9. To view the differences between Trip 1 and The Total Details for <Document Name=> area
Trip 2, click Totals on the Document displays the totals for both trips and highlights the
toolbar. lower cost trip with asterisks. Scroll to the bottom

to view the Expense Category Details area.

To view information for a specific trip number,
return to the Document Information (Trip
Information tab) and select the trip number from
the list.

10. On the Document toolbar, click Close to
close the voucher.
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