ADDING AN EXPENSE TO A TRAVEL DOCUMENT

STEP 1: Go to USDA eAuthentication
Login using your LincPass by clicking
on the LOG IN icon. Alternatively, you
may also login by entering your User
ID & Password and then clicking on
the LOGIN button.
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STEP 2: Agree to Privacy Act Notice
Logging into eAuthentication will take
you to Concur’s Privacy Act Notice
page. Read the Warning and Privacy
Act Notice then click on the | Agree
button to continue to the Concur
Home page.

WARNING

This is & U5 Federal Government infosmation system that is “FOR OFFICIAL USE ONLY." Usasthorlied access s »
wholathon of US, Law aesd sy result s crimsingd ac advninistrative penaithes. Users shall st sctess other wsers’ of systiem

They without proger . Absensce of scoems controls 35 NOT for scoen! ytems and
‘oguipment related 5o the L-Gov Travel Service are intended for ng. sod otage of
US Gowernment information. These mysterms and we sbject to By law nd

PRIVACY ACT NOTICE

under e p of the Privacy Act of 1974 (Public Law 93-579). Aay *
privacy Information daplayed on the sreen of printed mest be from phoyees who
wiolate privay sateguards may De Bbject 1o disciplinary sctionn, 2 fine of up o §5,000. o Both.
"The lnformation requested in CGE I collectad perant 1o Executive Onder 9397 and Chapter 57, Tite 5 United States
Code tor e parpone of reconding Tavel Information provided by the U 10 Create travel Itineradies, reserve sy method
o wide of vavel and dabm ol [ " Federsd travel
regdatioen The prrpuse of The (oot of s information b 10 evlablah o (ormge shersive Vavel secvices syslem which
enables travel service providers under contract with the Federsl Government 80 suthorise, bsue, and account for travel
on officisl ederal Government business. Routine uses which mury be
—_— -

et Sl sl S B ot Pt o b o ol et i B

[lascs |

This systern contam

STEP 3: Select Authorizations
From CGE Home page, select the
Authorizations page to locate the

[« concur

document. Note: When adding an Home [ Vouchers  Approvets
expense to a Voucher, select the
Vouchers tab and follow the
directions below.
STEP 4: Select the Document Authorizations
Locate the Authorization from the list
and select the document Name. Search Authorizations
Maimie Type TA MNuim Trip Name
TRIPOODGI0) Auth TANMUMOOSEO Trip fromn Atlanta to Madnd
Auth TAMUMOOITL Trip from Baltirmore to Demeer
TRIFOOO301 Auth TANUMOO3UO Paris
TRIFOOOI D Auth TANUMOOIUN Trip to Fhiladephia

STEP 5: Open the Document
Select the Open Document link to
open the Authorization. Note: If Open

Actions for TRIP0O003CO

Open Documen

Beview Document
Document is displayed as Amend Copy Documnent
Copy Decument
Document, select it and skip to step
Do
STEP 5 (continued): Open the Decumant Version List
Document Tpe — e Thae

If more than one version of the
document exists, select the edit icon
next to the latest version.
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STEP 5 (continued): Open the
Document

If the document status has already
been signed, you will be prompted to
edit the document. Select the Edit
Document button.
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STEP 6: Amend the Document

For documents that have been
approved, you will be prompted to
create an Amendment. Select the
Create New Amendment button.
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STEP 6 (continued): Amend the e
Document ]
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Select the Create Document button o R
to create the amendment to the e
Authorization. T ———
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STEP 7: Expenses
Select the Expenses tab to see the list
of current expenses.

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

STEP 8: Add Expenses
Select the Add Expenses button to
add a new expense.
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STEP 9: Add Expense Details

In the Add Expense Details section,
enter the Expense Description, Cost,
Payment Method, and Expense Date.
If this is a recurring cost on
consecutive days, enter the date of
the last expense in the Create
Expense Through field. Then select
Save.
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STEP 10: Select Confirmation
Once all of the new expenses have
been added, select the Confirmation
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STEP 11: Sign Authorization iy T iy
Select the SIGNED stamp from the Status for TRIPOGOZCO-1
Status to Apply drop down box and Y
then select the Stamp and Submit

Document button

STEP 12: Stamp Authorization

If necessary, justify any failed pre-
audits. Otherwise, select Continue
Stamping the Document.
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STEP 13: Accept Signature

Select the Accept Signature Text
button to indicate that you are legally
signing this document.
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STEP 14: Close and Route the
Document

Select the Close Post Stamping
Closure Screen button to close the
document and begin the routing
process.
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You have successfully added an expense to a travel document in CGE!




