APPROVING A TRAVEL DOCUMENT

STEP 1: Go to USDA eAuthentication
Login using your LincPass and clicking
on the LOG IN icon. Alternatively, you
may 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.
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STEP 3: Select Approvals Tab
From the Home Page of CGE, select CONCUR
the Approvals tab to view all Home  Travel  Authorizations  Vouchers Reporting  Administration  Profile
documents awaiting your approval.

STEP 4: Identify Document

Identify the travel document that you
need to approve by either the
Document Name or the Control
Number/TANUM. Select the
Document Name.
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STEP 5: Check for Policy Violations

In the “Actions for...” pop up window,
select View/Change Reservation to
check for any policy violations. Note:
The Preview Document link will
display a printed version of the
document and the Review Document
link will allow you to review the
document without signing.
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STEP 6: Check for Policy Violations
The History/Notes section indicates
whether any policies were violated
when booking travel. After reviewing,
select the close button.
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STEP 7: Open the Document Actions for TRIPDOD1FO
Select the Adjust Document link to Preview Document
open the document. Review Document
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STEP 8: Select latest document Document Version List
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to open.

STEP 9: Edit Document

Select the Edit Document button to
begin the approval process. Note: In
order to approve a document it must
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STEP 12: Review the Total Cost
Select the Totals tab to see the total
cost of the trip and any request for an
advance. Scroll down on the totals
page to see the total cost of each
expense category.
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STEP 13: Check for Pre-Audits
Select the Perform Pre-Audits tab to
see if any items have failed and if
sufficient justifications have been
applied where necessary.
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STEP 14: Stamp Document

Select the Confirmation tab to stamp
the document. Choose the Approved
stamp if the document is in order.
Then select Stamp and Submit
Document. Note: You may return the
document to the Traveler or Preparer
if changes need to be made by
selecting the Returned stamp from
the drop down. This will required a
reason to be chosen from the Reason
drop down. Then select Stamp and
Submit Document.
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STEP 15: Continue Stamping the
Document

CGE will return you to the Pre-Audit
page to verify the pre-audits again.
Select Continue Stamping the
Document.
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STEP 16: Close Document

Select the Close Post Stamping
Document Closure Screen button to
complete the approval process.
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You have successfully reviewed and approved a travel document in CGE!




