CREATING A VOUCHER

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 Vouchers Tab
From the home page of CGE, select
the Vouchers tab.
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STEP 4: Select New Voucher

Select the New Voucher button to c‘ CONCUR
begin.
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STEP 7: Create Document

Verify that the Document Information
tab and the Trip Information tabs
contain the correct details and then
select Create Document.
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STEP 8: Select Summary Tab
Select the Summary tab to attach
receipts.

Profike | General || Expenses & Receipts || Exceptions || Accounting || Advances || Totals || Confirmation || Perform Pre-Audits || Preview Document || Print Finerary

STEP 9: Attach Receipts

Attach any soft copies of receipts to
the Voucher by selecting the Attach
Receipt Images link and choosing the
receipt from your hard drive.
Alternatively, fax hard copies of your
receipts by selecting the Print Fax
Cover Page link and faxing the
receipts to CGE.

STEP 10: Select Expenses Tab
Select the Expenses tab to enter the
actual expenses for this trip.

STEP 11: Edit an Expense

To edit an expense, select the edit
icon next to the expense. On the
right, update the date, cost, or
payment method and then select
Save.

STEP 12: Delete an Expense

Adding an eReceipt (as indicated by
the blue and green icons in the
Source column) could cause a
duplicate expense. To delete the
original estimated expense, select the
checkbox in the Delete column next
to the expense. Then select the
Delete Selected Expenses button.

==
Eaperan List Edit Expense Detalk
For Debete Seiecl ) [eseien] & [ Erperes T =
S m—r——y——— ———r o
é G , = e une : P
T = i TR
F) AN
2o g | oo e g
Experse List
For Delete: Sclect Al Deachect All Curreny.
i W e, Duolots  Diate — Lxpanse Beacrigrtion Amourt
X E | ¥ 4 1460
& O e 4 ot Laage 1
rg B = 4 )
'] ' 0 o 14 Tl
& B ¥ a e
[ F "] 0 o 4 - & 1
& B e 4
r s 0O o ] Wik ¥
F - B ¢ 4
F s O o :
r B e
2R n e
F s |
i E ] WAl
F - B
‘r . 0 14 sl
T ©




STEP 13: Add an Expense

To add an expense, select the Add [ Expense || oeete scected Expenses |
Expense button.
STEP 14: Add an Expense [ | Cear | Back | mea |

Enter the Expense Date, Expense
Description, Cost, and Payment
Method for the new expense. Select
the Create Expenses Through field
and enter an end date if this expense
includes multiple consecutive dates.
Then select Save.

Add Expense Details

Cresie Expenszes Through

Experse Date O og/1572014 18]
Expense Description €M Parking - Airport -

Payment Method

Show Orther Detalls

STEP 15: Select Totals Tab

To see the total cost of the trip,
including the reimbursable amount,
select the Totals tab.

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

STEP 16: Total Cost of Trip

The Expense Summary section
displays the Total Expenses and the
Total Reimbursable Amount of the
trip.
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STEP 17: Traveler Reimbursement
Scroll down on the Totals page to see
the amount to be reimbursed to the
Traveler.
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STEP 18: Perform Pre-Audit Check
Select the Perform Pre-Audit tab to
verify the audit tests.

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

STEP 19: Identify Pre-Audit FAILs
Check for any FAILs on the Pre-Audit
List. These require a justification.
Note: A HARDFAIL (not shown)
requires an adjustment to the
document in order to proceed.
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STEP 20: Select Confirmation Tab
Select the Confirmation tab to sign
the document.

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

STEP 21: Sign the Voucher

Select the SIGNED stamp from the
Status to Apply drop down. Select the
Stamp and Submit Document button
to continue. Note: A Preparer must
choose the VOUCHER PREPARED
stamp in order to route the document
to the Traveler for verification and
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signature. A Preparer cannot sign on
behalf of the Traveler.

STEP 22: Review Pre-Audit
Review the pre-audits to verify that

all justifications have been provided.

Select the Continue Stamping the
Document button to complete.
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STEP 23: Close and Route Voucher
Select the Close Post Stamping
Document Closure Screen button to
close the Voucher and begin the
routing process. Notice the Receipt
Checklist area. This contains a list of
the required receipts.
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You have successfully created a Voucher in CGE!




