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Background:



Additional Information:


Procedure

Welcome to the CGE Reviewer/Approver Functionality course.  This Computer Based Training  course is optional.  

This course should take approximately 60 Minutes to complete. 
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	Step
	

	1. [bookmark: T3_F157]
	Press [Enter].

	1. [bookmark: T3_F159]
	Press [Enter].

	1. [bookmark: T3_F161]
	

Contextual information and instructional notes.

Press [Enter].

	1. [bookmark: T3_F163]
	

Contextual information and instructional notes.

Press [Enter].

	1. [bookmark: T3_F165]
	

Contextual information and instructional notes.

Press [Enter].

	1. [bookmark: T3_F167]
	

Contextual information and instructional notes.

Press [Enter].

	1. [bookmark: T3_F169]
	Press [Enter].

	1. [bookmark: T3_F171]
	Press [Enter].

	1. [bookmark: T3_F173]
	Press [Enter].

	1. [bookmark: T3_F175]
	Press [Enter].

	1. [bookmark: T3_F177]
	Press [Enter].

	1. [bookmark: T3_F179]
	Press [Enter].

	1. [bookmark: T3_F181]
	Press [Enter].

	1. [bookmark: T3_F183]
	Press [Enter].

	1. [bookmark: T3_F185]
	Press [Enter].

	1. [bookmark: T3_F202]
	Scenario:  An authorization has been completed and submitted for review/approval. You need to review the authorization and stamp it "Reviewed".

Upon completion of this activity, you will:

     -  Be able to navigate to the Route and Review Documents page. 
     -  Be able to review a document.
     -  Be able to stamp a document "Reviewed" and continue the routing for approval without creating an adjustment to the document.
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	Step
	

	1. [bookmark: T3_F4]
	For both Travel Reviewers and Travel Approvers, the Route and Review Documents page is accessed via the Approvals tab.

Click the Approvals tab.
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	Step
	

	1. [bookmark: T3_F82]
	

The Route and Review Documents page is displayed.

All documents requiring review are displayed in the List of Documents section.
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	Step
	

	1. [bookmark: T3_F124]
	

The Approve All sub tab is displayed by default.  You can change the search results displayed in the List of Documents by utilizing the other sub tabs as follows:

     -  Approve All:  all documents (authorizations and vouchers) requiring your action are displayed in the List of Documents.
     -  Approve Authorizations:  all authorizations requiring your action are displayed in the List of Documents. 
     -  Approve Vouchers:  all vouchers requiring your action are displayed in the List of Documents. 
     -  Search Previous Approvals:  you can search for documents that you have previously reviewed or approved. 

	1. [bookmark: T3_F6]
	Click the horizontal scrollbar at the bottom of the page to scroll to the right and view the remaining data columns displayed in the List of Documents section.
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	Step
	

	1. [bookmark: T3_F8]
	Click the horizontal scrollbar at the bottom of the page to scroll back over to the left side of the page.
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	Step
	

	1. [bookmark: T3_F84]
	

In the List of Documents section, all of the data column headings are dynamic.

This means that you can click on the applicable column heading and sort the search results.

	1. [bookmark: T3_F10]
	By default, the search results are displayed in descending order (Z to A and 9 to 0)based on days in the queue.  The document that has been in the queue the longest will be displayed first in the search results.

For this scenario, click the Days in Queue data column heading in order to sort the search results in ascending order (A to Z and 0 to 9).
[image: ]


[image: ]

	Step
	

	1. [bookmark: T3_F86]
	

Notice that now the newest document in the queue is displayed first in the search results.

The search results will default back to the default setting each time an action is taken on this page (preview a document, review a document, or open a document).
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	Step
	

	1. [bookmark: T3_F127]
	

For each document, the Action icons can be utilized to perform specific actions to that document.

Note:  in the live CGE Travel System, you can hover your mouse pointer over an icon and an explanation of that icon is displayed.
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	Step
	

	1. [bookmark: T3_F130]
	

Select Document:  this icon along with the Hold Selected Document(s), Pre-Audit Selected Document(s), Pre-Audit & Stamp Selected Document(s), Select All, and Deselect All buttons will not be utilized by NIH.  

Use of these icons and buttons will not result in the successful stamping of a document.  All documents must be reviewed prior to stamping.
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	Step
	

	1. [bookmark: T3_F132]
	

Preview Document:  click this icon to open up a PDF version of the document which can be saved or printed.
 
Review Document:  click this icon to review the document.  This will open up a view only version of the document's Document Summary page only.  Stamping and routing can not be performed utilizing this icon.

View/Change Reservations:  click this icon to view or change the reservations associated with the document.  If travel reservations need to be changed on a document, the document should be returned to the Travel Planner.

Adjust Document:  click this icon to stamp a document reviewed or approved.  This icon can also be utilized to perform an adjustment on the document.

	1. [bookmark: T3_F12]
	For this scenario, click the Preview Document icon associated with the TANUM003P4 authorization.
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	Step
	

	1. [bookmark: T3_F14]
	A File Download decision message is displayed in a new window.

For this scenario, click the Open button.
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	Step
	

	1. [bookmark: T3_F88]
	

The PDF version of the document is displayed in a new window.

The document can be saved or printed just like any other PDF document.

	1. [bookmark: T3_F23]
	Click the close icon (X) for the PDF document window in order to close it.
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	Step
	

	1. [bookmark: T3_F29]
	Notice that the List of Documents returned to the defaulted sort display of descending based on days in the queue.

Next, click the Review Document icon associated with the TANUM003P4 authorization.
[image: ]
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	Step
	

	1. [bookmark: T3_F90]
	

A view only version of the document's Document Summary page is displayed in a new window.

You can review the document information utilizing the vertical scrollbar.  However, the individual tabs (expenses, accounting, advances, etc.) detailed information can not be reviewed on this version of the document.

Additionally, you can not stamp and route a document from this page. 

	1. [bookmark: T3_F37]
	Click the Close icon (X) for this new window.
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	Step
	

	1. [bookmark: T3_F39]
	The preferred method for reviewing documents is to utilize the Adjust Document icon for the applicable document.

Click the Adjust Document  icon associated with the TANUM003P4 authorization.
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	Step
	

	1. [bookmark: T3_F92]
	

The Open Document Signature for TRIP page is displayed.

NIH will not be utilizing the Reason field.

	1. [bookmark: T3_F41]
	Click the Edit Document button.
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	Step
	

	1. [bookmark: T3_F94]
	

The document's Document Summary page is displayed.

Notice that now you have access to all of the document's tabs in order to view detailed information as required.
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	Step
	

	1. [bookmark: T3_F136]
	

Supporting documentation for the document can be viewed or managed utilizing the links provided in the Attach a File section.

	1. [bookmark: T3_F43]
	For this scenario, click the vertical scrollbar to scroll down and continue reviewing the document's information.
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	Step
	

	1. [bookmark: T3_F96]
	

All of the expenses associated with the authorization are displayed in the Expense Details section along with any comments that were entered.

All expenses and payment methods should be reviewed for accuracy.

	1. [bookmark: T3_F45]
	For this scenario, click the vertical scrollbar to scroll down and continue reviewing the document's information.
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	Step
	

	1. [bookmark: T3_F98]
	

All Per Diem rates by day are displayed in the Per Diem Allowances section.
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	Step
	

	1. [bookmark: T3_F138]
	

The authorization's accounting information is displayed in the Accounting Details section.

Ensure that the appropriate LOA or LOAs were utilized.
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	Step
	

	1. [bookmark: T3_F140]
	

If there is an advance associated with the authorization, the advance information will be displayed in the Advance Details section.

If the advance is requested for immediate release, the Immediate Release column will be populated with a "Yes".  No advance is associated with this authorization.

	1. [bookmark: T3_F70]
	For this scenario, click the vertical scrollbar to scroll down and continue reviewing the document's information.
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	Step
	

	1. [bookmark: T3_F100]
	

All other authorizations associated with the authorization are displayed in the Exceptions section.
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	Step
	

	1. [bookmark: T3_F145]
	

The totals information is displayed in the Totals Details section.  Notice that the immediate release of advance request is also annotated in this section.

	1. [bookmark: T3_F72]
	For this scenario, click the vertical scrollbar to scroll down and finish reviewing the document's information.
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	Step
	

	1. [bookmark: T3_F102]
	

The document's routing, document history, and any adjustments can be reviewed in the Document Status section.
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	Step
	

	1. [bookmark: T3_F147]
	

Comments can be entered as applicable in the Enter Comments field.

If previous comments had been entered for the document, a View Comment History link would be provided and you could click the link to view the comment history for the document.
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	Step
	

	1. [bookmark: T3_F149]
	

Documents can be returned to the Travel Planner that created them by utilizing the Return To field and dropdown button.

	1. [bookmark: T3_F74]
	If no changes were made to the document, it is highly recommended that you select the Stamp Without Adjustment checkbox option.  

This will eliminate the unnecessary creation of an adjustment and makes the document easier to manage in the future.

No changes were made in this scenario.  Click the Stamp Without Adjustment checkbox option.

	1. [bookmark: T3_F76]
	The default Status To Apply status of "REVIEWED" in the Status To Apply field is correct for this scenario.  You could change the status as required utilizing the dropdown button provided.

Click the Stamp and Route button.
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	Step
	

	1. [bookmark: T3_F121]
	

The Pre-Audit process is automatically performed and the results are displayed.

	1. [bookmark: T3_F78]
	For this scenario, all Pre-Audit results passed.

Click the Continue Stamping the Document button.
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	Step
	

	1. [bookmark: T3_F154]
	

Notice that the document has been stamped REVIEWED and routed to the next individual in the document's routing list.  Therefore, the document is no longer displayed in the List of Documents.

	1. [bookmark: T3_F80]
	Click the Home tab.
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	1. [bookmark: T3_F205]
	Congratulations!  You have successfully reviewed a travel document and stamped it "Reviewed".  
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	Step
	

	1. [bookmark: T3_F209]
	Press [Enter].

	1. [bookmark: T3_F211]
	Press [Enter].

	1. [bookmark: T3_F248]
	Scenario:  An authorization has been completed and submitted for review/approval. The AO Reviewer has already reviewed the document and stamped it "Reviewed.  As the AO Approver, you need to review the authorization and stamp it "Approved".

Upon completion of this activity, you will:

     -  Be able to navigate to the Route and Review Documents page. 
     -  Be able to review a document.
     -  Be able to make an adjustment on a travel document.
     -  Be able to stamp a document "Approved".  


[image: ]

	Step
	

	1. [bookmark: T3_F259]
	For both Travel Reviewers and Travel Approvers, the Route and Review Documents page is accessed via the Approvals tab.

Click the Approvals tab.
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	Step
	

	1. [bookmark: T3_F270]
	

The Route and Review Documents page is displayed.

All documents requiring review are displayed in the List of Documents section.

	1. [bookmark: T3_F281]
	Click the vertical scrollbar to scroll down and view the remaining documents in the List of Documents.
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	Step
	

	1. [bookmark: T3_F292]
	For this scenario, click the Adjust Document icon for the TANUM003P4 authorization.
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	Step
	

	1. [bookmark: T3_F303]
	

The Open Document Signature for TRIP page is displayed.

NIH will not be utilizing the Reason field.

	1. [bookmark: T3_F314]
	Click the Edit Document button.
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	Step
	

	1. [bookmark: T3_F325]
	

The document's Document Summary page is displayed.

	1. [bookmark: T3_F336]
	For this scenario, click the vertical scrollbar to scroll down and continue reviewing the document's information.
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	Step
	

	1. [bookmark: T3_F347]
	

All of the expenses associated with the authorization are displayed in the Expense Details section along with any comments that were entered.

All expenses and payment methods should be reviewed for accuracy.

	1. [bookmark: T3_F358]
	Knowledge Check

There is a problem with one of these expenses that the AO Travel Reviewer did not catch.

Click on the expense item that needs to be corrected for this authorization.

	1. [bookmark: T3_F369]
	Absolutely right!  Commercial carrier expenses should have a CBA payment method.

First, continue reviewing the document to ensure there aren't any more errors that need to be corrected.

Click the vertical scrollbar to scroll down and continue reviewing the document's information.
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	Step
	

	1. [bookmark: T3_F380]
	After reviewing the information displayed, click the vertical scrollbar to scroll down and continue reviewing the document's information.
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	Step
	

	1. [bookmark: T3_F391]
	After reviewing the information displayed, click the vertical scrollbar to scroll down and finish reviewing the document's information.
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	Step
	

	1. [bookmark: T3_F402]
	Before stamping the document, that commercial carrier expense payment method needs to be corrected.

The document could be returned to the Travel Planner to correct the problem by utilizing the Return To field and dropdown button.

However, for this scenario, go ahead and adjust the document to correct the problem.  Click the applicable tab to correct that commercial carrier expense item's payment method. 
[image: ]
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	Step
	

	1. [bookmark: T3_F413]
	The Expenses for Authorization page is displayed.

Click the Edit Expense Item - Common Carrier - Airfare icon.
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	Step
	

	1. [bookmark: T3_F424]
	Click the Payment Method dropdown button.
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	Step
	

	1. [bookmark: T3_F435]
	Select the CBA-CENTRALLY BILLEDACCT list item by clicking on it.
[image: ]

	1. [bookmark: T3_F446]
	Click the Save button.
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	Step
	

	1. [bookmark: T3_F457]
	Now that the expense error is corrected, click the Summary tab in order to stamp the document.
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	Step
	

	1. [bookmark: T3_F468]
	Click the vertical scrollbar to scroll down and review the expense details information again.
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	Step
	

	1. [bookmark: T3_F479]
	

Notice that the common carrier expense is now accurately reflecting the appropriate payment method.

	1. [bookmark: T3_F490]
	Click the vertical scrollbar to scroll down and stamp this document "APPROVED".
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	Step
	

	1. [bookmark: T3_F501]
	

Since a change was made to this authorization, do not select the Stamp Without Adjustment checkbox option.

The Status To Apply field defaults to "CONDITIONAL APPROVAL".

You must change the status to "APPROVED".

	1. [bookmark: T3_F512]
	Click the Status To Apply dropdown button.
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	Step
	

	1. [bookmark: T3_F523]
	Select the APPROVED list item by clicking on it.
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	1. [bookmark: T3_F534]
	Click the Stamp and Route button.
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	Step
	

	1. [bookmark: T3_F545]
	

The Pre-Audit process is automatically performed and the results are displayed.

	1. [bookmark: T3_F556]
	For this scenario, all Pre-Audit results passed.

Click the Continue Stamping the Document button.
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	Step
	

	1. [bookmark: T3_F567]
	The EAI External Funds Checking page is displayed and the authorization has passed the funds check.

Click the Close Funding button.
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	Step
	

	1. [bookmark: T3_F578]
	Click the vertical scrollbar to scroll down and view the remaining documents in the List of Documents.
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	Step
	

	1. [bookmark: T3_F589]
	

Notice that the document is now approved and no longer displayed.
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	Step
	

	1. [bookmark: T3_F600]
	

After approval, the following will happen:

     -  Authorizations:  the authorization will be sent to the NIH Business System (NBS) financial applications to be obligated.  Once obligated, the authorization's status will change to "Posack Obligation".  If there is an advance associated with the authorization, once the advance is paid, the authorization's status will change to "Advance Paid".

     -  Vouchers:  the voucher will be sent to the NIH Business System (NBS) financial applications for payment.  The voucher's status will change to "Pending" until the voucher is paid.  Once paid, the voucher's status will change to "Paid".

	1. [bookmark: T3_F611]
	Click the Home tab.
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	Step
	

	1. [bookmark: T3_F622]
	Congratulations!  You have successfully reviewed a travel document, made an adjustment, and stamped it "Approved". 
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	Step
	

	1. [bookmark: T3_F215]
	Press [Enter].

	1. [bookmark: T3_F217]
	Press [Enter].

	1. [bookmark: T3_F219]
	Press [Enter].

	1. [bookmark: T3_F221]
	Press [Enter].

	1. [bookmark: T3_F633]
	Scenario:  You are about to go on vacation and you need to delegate your approval authority to another user before you leave.

Upon completion of this activity, you will:

     -  Be able to delegate review/approve authority to another user. 
     -  Be able to review a document.


[image: ]

	Step
	

	1. [bookmark: T3_F644]
	

Delegating authority is performed by editing your profile on the Profile tab.

Note:  make sure that the defaulted selection of "Me" is selected in the You are administering travel for: section.

	1. [bookmark: T3_F655]
	Click the Profile tab.
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	Step
	

	1. [bookmark: T3_F666]
	The My Profile page is displayed.

Click the Delegate Authority link in the Expense Settings section on the left side of the screen..
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	Step
	

	1. [bookmark: T3_F677]
	In the Assign a Delegate section, click in the Name field.
[image: ]

	1. [bookmark: T3_F688]
	Enter the applicable delegate's last name into the Name field. 

For this scenario, enter "Spears".

Note:  authority can only be delegated to another user who:

     -  is in the same IC and
     -  currently has the same role/approval level (AO Reviewer, AO Approver, etc.) as you.

Remember, for the activity, you only need to type the first three letters.
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	Step
	

	1. [bookmark: T3_F701]
	Select the applicable delegate by clicking on the appropriate section.

For this scenario, select the Spears, Britney S section by clicking on it.
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	Step
	

	1. [bookmark: T3_F712]
	Click the Delegate Authority for all Documents Currently Waiting for the Delegator option.

Note:  this will ensure that all documents currently pending your action will also be delegated along with any documents going forward.
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	1. [bookmark: T3_F723]
	Click the Assign button.
[image: ]

	1. [bookmark: T3_F734]
	Click the Home tab.
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	Step
	

	1. [bookmark: T3_F745]
	Congratulations!  You have successfully delegated your authority. 
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	Step
	

	1. [bookmark: T3_F760]
	Knowledge Check

On the Review and Route Documents page, what icon is utilized to open and stamp a document?

Choose the correct answer by clicking on it.
Click the desired object.

	1. [bookmark: T3_F225]
	Correct!

Knowledge Check

Fill in the blank.  During approval, the Status To Apply field defaults to a status of ____________.  You must use the dropdown button and change the status to "APPROVED" before stamping the document.

Choose the correct answer by clicking on it.

	1. [bookmark: T3_F227]
	You got it!  Try another one.

Knowledge Check

Fill in the blank.  In order to delegate review/approval authority, the user you are delegating authority to must ________________.

Choose the correct answer by clicking on it.
[image: ]

	1. [bookmark: T3_F229]
	Press [Enter].

	1. [bookmark: T3_F231]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F3]
	Congratulations!  You have completed the CGE Reviewer/Approver Functionality course. 

IMPORTANT INSTRUCTIONAL NOTE 

Once you click the enter key to finish this course, you should then see the small box next to the topic shaded in indicating that the course has been marked complete.  You will then be able to see the course as completed in your Transcripts section.
End of Procedure.
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