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Section 2:  Manage Authorizations Generated by Online Reservations prior to Submission
[bookmark: _Toc31639924]

Background:



Additional Information:


Procedure

Welcome to Section 2 of the CGE Basic Functionality course.  This CBT course is mandatory for all users to complete prior to attending an Instructor Led Training session.  Most importantly, users will not be granted access to the CGE Travel System until they have completed this CBT course.

This section should take approximately 90 Minutes to complete. 
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	Step
	

	1. [bookmark: T4_F2241]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F2243]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F8]
	Knowledge Check

In CGE, this term specifically is defined as any air, rail, hotel, rental car, or taxi reservation that is booked utilizing the CGE Online booking tool.

Choose the correct answer by clicking on the applicable  link.  
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	Step
	

	1. [bookmark: T4_F2245]
	Knowledge Check

What tab do you utilize to find and use the Concur Online booking tool?

Choose the correct answer by clicking on the applicable  link.  
Click the desired object.
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	Step
	

	1. [bookmark: T4_F345]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F14]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F16]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F2247]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F38]
	You need to add an online rental car reservation to this travel authorization.  All pertinent information is provided during the simulation.

Upon completion of this activity, you will:

     -  Be able to add an online rental car reservation to an existing authorization (with reservations) using the CGE Online booking tool.

	1. [bookmark: T4_F49]
	

This activity begins at the applicable authorization's Document Summary page and assumes that you just finished creating the initial online air and hotel reservations.

	1. [bookmark: T4_F60]
	For this scenario, you need to add an online rental car reservation to this authorization.

Find and click the View/Change Reservations button. 
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	Step
	

	1. [bookmark: T4_F71]
	

The Request page is displayed in a new window.

The Request/Status History tab is displayed by default and can be utilized to view the Trip Overview and existing reservations information.

	1. [bookmark: T4_F82]
	Changes are initiated on the Travel Itinerary tab.

Click the Travel Itinerary tab.
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	Step
	

	1. [bookmark: T4_F93]
	The Travel Itinerary page is displayed.  The Trip Overview and existing reservations information is also displayed on this page.

For this scenario, click the vertical scrollbar for the Request window to scroll down to the bottom of the page.
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	Step
	

	1. [bookmark: T4_F104]
	Click the Change Trip button at the bottom of the window in order to allow additions, changes, or cancellations to be made to the online reservations associated with this authorization. 
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	Step
	

	1. [bookmark: T4_F115]
	

Once the Change Trip button is clicked, the original window page will refresh.

The Trip Overview and Reservations sections are still displayed.  However, notice that there are now links in the I want to... section and the individual reservation sections that can be utilized to change or cancel existing reservations.  Users can also add additional reservations utilizing the icons and links in the Add to your Itinerary section.

	1. [bookmark: T4_F126]
	In this scenario, an online rental car reservation needs to be added.

Click the Car link in the Add to your itinerary section.
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	Step
	

	1. [bookmark: T4_F137]
	

A new window displays and the user must select the leg of the trip to which the rental car is being added.

The TDY location is the default selection but the dropdown button could be utilized to change the trip leg as required.  

Note:  this functionality was incorporated into the system in order to manage rental car reservations on multi-leg trips.

	1. [bookmark: T4_F148]
	For this scenario, the rental car is required at the TDY location (Cleveland, OH).  

Click the Search button in order to initiate a search for rental cars at the TDY location.
[image: ]


[image: ]

	Step
	

	1. [bookmark: T4_F159]
	

The Rental Car Search Preferences page is displayed.

The Pick-up and Drop-off dates are selected automatically based on the authorization dates but can be changed as required by clicking in the Pick-up date or Drop-off date fields.

Users can change the other search preferences (Car Type, Smoking, Vendors) as required.

	1. [bookmark: T4_F170]
	For this scenario, the search preferences do not need to be changed.

Click the Next button at the bottom of the page.
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	Step
	

	1. [bookmark: T4_F181]
	

The search results are displayed.  This may take a few minutes as the online booking tool searches for rental cars available at the location selected.
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	Step
	

	1. [bookmark: T4_F192]
	

If there are no rental cars available at the previously selected location or if another search is required for any reason, users can utilize the Change Car Search section of the Car booking options area on the right hand side of the screen to perform another search.

	1. [bookmark: T4_F203]
	Click the vertical scrollbar to scroll down and review the search results.
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	Step
	

	1. [bookmark: T4_F214]
	

The car types and daily prices for the selected pick-up location are displayed.

The car details and Reserve button below are only provided for the currently selected car type.

Note:  users can change the selected car type by clicking on the car icons (pictures) or links.

	1. [bookmark: T4_F225]
	For this scenario, click the Economy Car link/icon at the top of the search results grid.
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	Step
	

	1. [bookmark: T4_F236]
	The search results for the selected car type are displayed below the search results grid.

Users can view more information pertaining to the selected rental car by clicking the more info link.

For this scenario, click the more info link for the first Economy Car listing from Thrifty (highlighted).
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	Step
	

	1. [bookmark: T4_F247]
	

The car details are displayed in a new window and can be reviewed utilizing the vertical scrollbar as required.

	1. [bookmark: T4_F258]
	Once the car detail information is reviewed, the user can close the window by clicking on the close window icon or the Close button provided at the bottom of the window page.

For this scenario, click the Close icon for the Car Detail window.
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	Step
	

	1. [bookmark: T4_F269]
	Click the applicable Reserve button to reserve the first Thrifty Economy Car listing (highlighted). 
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	Step
	

	1. [bookmark: T4_F280]
	

The Travel Details Page is displayed.

You could add additional reservations as required by clicking the applicable link or icon in the Add to your Itinerary section.

You can also utilize the vertical scrollbar to scroll down and review the trip itinerary as required.

	1. [bookmark: T4_F291]
	For this scenario, click the vertical scrollbar to scroll down to the bottom of the page.
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	Step
	

	1. [bookmark: T4_F302]
	Click the Next button at the bottom of the page.
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	Step
	

	1. [bookmark: T4_F313]
	

The Trip Confirmation page is displayed.

You could enter additional trip details information or comments to the Travel Agent as required but these fields are optional.  Please note that comments to the Travel Agent may incur additional fees.

You can also change the email address that the confirmation should be sent to as required.

	1. [bookmark: T4_F324]
	For this scenario, no additional information is required.

Click the Finish button at the bottom of the page.
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	Step
	

	1. [bookmark: T4_F335]
	

Congratulations!  You have successfully added an online reservation to this authorization.

All subsequent actions for this travel authorization can be initiated on the Document Summary page and we will be discussing these during the upcoming activities and sections of this course.

For this scenario, click the Enter key to complete this activity and return to the course content. 
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	Step
	

	1. [bookmark: T4_F2255]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F351]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F2213]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F2258]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F2260]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T4_F364]
	Well done on the overview activity.  Try answering a few questions before we move on.

Knowledge Check

The Change functionality can be utilized to change any of the following attributes on an online reservation except:

Choose the correct answer by clicking on the applicable  link.  
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	Step
	

	1. [bookmark: T4_F2262]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F372]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F2225]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F2227]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F382]
	You need to manage the expenses on this travel authorization.  All pertinent information pertaining to the applicable expenses for this authorization is provided during the simulation.

Upon completion of this activity, you will:

     -  Be able to add a new expense to an authorization.
     -  Know how to add comments for an expense as required.
     -  Be able to copy an expense through multiple applicable days on an authorization.
     -  Be able to edit Meals and Incidentals Expenses (M&IE) Per Diem conditions.
     -  Know how to indicate meals provided when applicable.
     -  Be able to copy Per Diem conditions through multiple consecutive days on an authorization.
     -  Know how to select and delete applicable expenses.
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	Step
	

	1. [bookmark: T4_F404]
	Although you can review the authorization's current expenses on the Summary tab, managing expenses (adding, editing, deleting, etc.) is performed on the Expenses tab.

For this scenario, find and click the Expenses tab.
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	Step
	

	1. [bookmark: T4_F415]
	

The Expenses page is displayed.

The expenses currently associated with the authorization are displayed in the Expense List and users can use the small scrollbar next to the Expense List if necessary to scroll down and review the current expenses.


[image: ]

	Step
	

	1. [bookmark: T4_F426]
	

The following buttons, links, and icons are utilized to manage expenses:

     -  Add Expense button:  utilized to add a new expense.
     -  Delete Selected Expenses button:  this button is utilized to delete the selected expenses.  Users can select expenses to be deleted by using the Delete checkbox available next to each expense or by using the  "Select All" and "Deselect All" links.
     -  Edit icon:  users would click this icon next to the applicable expense in order to edit an expense currently associated with the authorization.
     -  Copy Expense Item icon:  users would click this icon next to the applicable expense in order to copy the expense and add a new similar expense to the authorization.
     -  Itemize Expense Item icon:  users would click this item next to the applicable expense in order to itemize the expense item.  The Itemize Expense Item functionality will not be utilized by NIH.

	1. [bookmark: T4_F2264]
	

Note:  in cases where Lodging and M&IE expenses are not required for the authorization, do not delete these expenses.  You must perform an edit to those expenses and set the cost to $0.00.

	1. [bookmark: T4_F437]
	For this scenario, the traveler has been authorized excess baggage and the steps for adding a new one-time expense will be performed first.  

Click the Add Expense button.
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	Step
	

	1. [bookmark: T4_F448]
	

New expenses are added in the Add Expense Details section on the right hand side of the page.

Initially, the Expense Date and Expense Description fields are displayed and are required fields.  More fields will display based on the type of expense being added.

The Expense Date defaults to the first day of the trip but can be changed as required utilizing the calendar icon to the right of the Expense Date field.

	1. [bookmark: T4_F459]
	For this scenario, the default expense date is applicable.

Click the Expense Description dropdown button.
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	Step
	

	1. [bookmark: T4_F470]
	A list of predefined expenses are available for selection.

For this overview, click the Baggage Fees list item.
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	Step
	

	1. [bookmark: T4_F481]
	

Based on the expense type selected, the Cost and Payment Method fields are displayed and are required.

The Cost field is utilized to enter the estimated or known cost of the expense.

The Payment Method field is utilized to enter how the traveler is going to pay for the expense.  Reimbursement payment is made based on the selection.

	1. [bookmark: T4_F492]
	Click in the Cost field.
[image: ]

	1. [bookmark: T4_F503]
	Enter the estimated or known cost of the expense into the Cost field. 

For this scenario, the known cost is $25.00.  Enter "25.00".

For this step, you must enter the entire dollar amount without the dollar symbol to proceed in the activity/simulation.

	1. [bookmark: T4_F516]
	Click the Payment Method dropdown button.
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	Step
	

	1. [bookmark: T4_F527]
	

A list of pre-defined payment methods is displayed based on the type of expense entered.

Again, the payment method is used to indicate how the traveler is paying for the expense.  Reimbursement payment is made based on selection as follows:

     -  Personal:  use when the traveler does not have a government travel card and will be paying for expenses with a personal credit card or cash.  Reimbursement payment is made to the traveler.

     -  Individually Billed Account (IBA) Travel Card:  use when the traveler has a government travel card.  Reimbursement payment is made directly to JP Morgan Chase. 

	1. [bookmark: T4_F538]
	For this scenario, the traveler has a government travel card.

Click the IBA-TRAVEL CARD list item.
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	1. [bookmark: T4_F549]
	Based on the type of expense selected, the "Show Other Details" link is available and can be utilized to enter additional information about the expense as required.

For this scenario, click the Show Other Details link below the Payment Method field.
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	Step
	

	1. [bookmark: T4_F560]
	

The Other Details section and fields are displayed.

     -  Expense Category:  this field is required but is automatically populated based on the expense description selected.  The user cannot change the data in this field.

The remaining fields are all optional.

     -  Reimbursable and Taxable checkboxes:  users are not able to utilize these fields.
     -  Vendor:  the user has the option to search for and select the applicable Vendor.
     -  Comments:  this field can be utilized if the user needs to enter an additional description or justification remarks pertaining to the expense.

Note:  DO NOT utilize the Account Code and Project Code Org fields to enter accounting information for this expense.  All accounting information is entered on the Accounting tab.  

	1. [bookmark: T4_F571]
	For this expense, click in the Comments field.
[image: ]

	1. [bookmark: T4_F582]
	Enter the applicable information into the Comments field. 

For this scenario, enter "Traveler needs to check an additional bag for the purpose of transporting training materials.".

Reminder.  You only have to type the first three characters to proceed in the activity/simulation.

	1. [bookmark: T4_F595]
	Once all the expense information is entered, click the Save button above the Add Expense Details section.
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	Step
	

	1. [bookmark: T4_F606]
	

The new expense is now displayed in the Expense List.
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	Step
	

	1. [bookmark: T4_F617]
	

Note:  to enter another expense, the user must click the Add Expense button.  

If new expense information is entered in the Edit Expense Details section and then saved without clicking the Add Expense button first, the previously entered expense will be overwritten.

	1. [bookmark: T4_F628]
	Next, the steps for adding a new expense that will occur on multiple days during the trip will be performed.

For this scenario, the traveler must pay for parking during each day of the training seminar.

Click the Add Expense button.
[image: ]


[image: ]

	Step
	

	1. [bookmark: T4_F639]
	Click the Expense Date Calendar icon in order to select the first day that this expense is applicable.

Note:  for your traveler, the training seminar begins on Monday September 15, 2014 and ends on Friday September 19, 2014.
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	Step
	

	1. [bookmark: T4_F650]
	The Calendar displays in a new window.

If necessary, the user can utilize the << or >> icons to navigate to the applicable month and year.

Once the applicable month and year are displayed, click the applicable date link to select the first date on which this expense will be incurred by the traveler.

For this scenario, click the September 15, 2014 date link.
[image: ]

	1. [bookmark: T4_F661]
	Click the Expense Description dropdown button.
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	Step
	

	1. [bookmark: T4_F672]
	Select the applicable expense description.

For this scenario, click the Parking Fees list item.
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	1. [bookmark: T4_F683]
	Click in the Cost field.
[image: ]

	1. [bookmark: T4_F694]
	Enter the estimated or known cost into the Cost field.

Enter the daily cost of the expense.  Do not enter the total cost since this expense will be copied though all of the applicable days it will be incurred. 

For this scenario, enter "10.00".

	1. [bookmark: T4_F707]
	Click the Payment Method dropdown button.
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	Step
	

	1. [bookmark: T4_F718]
	Select the appropriate payment method for the expense.

For this scenario, click the IBA-TRAVEL CARD list item.
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	Step
	

	1. [bookmark: T4_F729]
	

For this expense, there is no additional information to enter.

For this overview, this same expense will be incurred during multiple days of the trip.  Therefore, the user can utilize the Create Expenses Through field to copy the expense through another date of the trip.

Note:  this functionality is utilized to copy like expenses through consecutive days.  However, if there are days in between where the expense is not applicable, users could use this copy through functionality and then simply delete the expenses that are not required from the Expense List.

	1. [bookmark: T4_F740]
	Click the Create Expenses Through Calendar icon in order to select the date that this expense will be copied through.
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	Step
	

	1. [bookmark: T4_F751]
	The calendar is displayed in a new window and the user can navigate to the applicable month and year in the same manner previously described.

For this overview, the parking fee expense will be incurred for each day of the training seminar which concludes on September 19, 2014.

Click the September 19, 2014 date link.
[image: ]

	1. [bookmark: T4_F762]
	For this scenario, there is no additional information required for these expenses.

Click the Save button to save these expenses.
[image: ]

	1. [bookmark: T4_F773]
	Click the vertical scrollbar next to the Expense List to scroll down and view the multiple parking fee expenses that were just added.
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	Step
	

	1. [bookmark: T4_F784]
	

Notice that all of the parking fee expenses for each day of the training seminar are displayed.

If the expense is not applicable on one or more of the dates, simply check the delete box for the applicable days and then click the Delete Selected Expenses button.

	1. [bookmark: T4_F795]
	The Add Expense and Delete Selected Expenses buttons are also provided at the bottom of the Expense List.

For this scenario, you need to add a one time Registration Fee expense next.

Click the Add Expense button below the Expense List.
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	Step
	

	1. [bookmark: T4_F806]
	In this scenario, the Registration Fee expense is going to be associated with the first day of the training seminar.

Click the Expense Date Calendar icon.
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	Step
	

	1. [bookmark: T4_F817]
	The calendar is displayed in a new window as previously illustrated.

Click the September 15, 2014 date link.
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	1. [bookmark: T4_F828]
	Click the Expense Description dropdown button.
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	Step
	

	1. [bookmark: T4_F839]
	Select the applicable expense description.

For this overview, click the Registration Fee list item.
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	1. [bookmark: T4_F850]
	Click in the Cost field.
[image: ]

	1. [bookmark: T4_F861]
	Enter the Registration Fee cost into the Cost field. 

For this scenario, enter "75.00".

	1. [bookmark: T4_F874]
	Click the Payment Method dropdown button.
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	Step
	

	1. [bookmark: T4_F885]
	Click the IBA-TRAVEL CARD list item.
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	1. [bookmark: T4_F896]
	Click the Show Other Details link in order to enter additional information about this expense.
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	Step
	

	1. [bookmark: T4_F907]
	Click in the Comments field.
[image: ]

	1. [bookmark: T4_F918]
	Enter the applicable information into the Comments field. 

For this overview, enter "Registration fee includes daily lunch provided.".

	1. [bookmark: T4_F931]
	Click the Save button in order to save this expense.
[image: ]

	1. [bookmark: T4_F942]
	Click the vertical scrollbar next to the Expense List to scroll down and view the Registration Fee expense that was just added.
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	Step
	

	1. [bookmark: T4_F953]
	

Notice that the Registration Fee expense is now displayed in the Expense List.

Since there are meals provided in the Registration Fee, you need to next perform the steps to edit a M&IE Expense item.  Specifically, you need to capture the lunches provided as part of the registration fee for the days of the training seminar and adjust the traveler's M&IE Per Diem conditions for the applicable days.


[image: ]

	Step
	

	1. [bookmark: T4_F964]
	If the edit to M&IE Per Diem conditions is applicable for multiple days of the trip, the best practice is to begin by editing the first day on which the edit is applicable and then copy those Per Diem condition edits through the remaining applicable days.

Click the Edit Expense Item - M&IE icon for the M&IE expense associated with the first day of the training seminar which in this overview is September 15, 2014.
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[image: ]

	Step
	

	1. [bookmark: T4_F975]
	

The Edit Expense Details section is displayed on the right hand side of the screen.

Based on the type of expense being edited, the fields displayed might be slightly different.  When performing edits to M&IE expense items, the "Show Per Diem Conditions" link is provided in order to edit the Per Diem conditions and the Copy Per Diem Conditions Through field is provided in order to apply the edit to Per Diem conditions through multiple consecutive days of the trip.

	1. [bookmark: T4_F986]
	The Cost field is automatically populated with the standard Per Diem entitlements amount for the TDY location.

Click the Payment Method dropdown button.
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	Step
	

	1. [bookmark: T4_F997]
	Click the IBA-TRAVEL CARD list item.
[image: ]

	1. [bookmark: T4_F1008]
	Click the Show Per Diem Conditions link in order to perform the edit to the Per Diem conditions.
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	Step
	

	1. [bookmark: T4_F1019]
	

The Per Diem conditions are displayed below the Edit Expense Details section.

For this scenario, you need to edit the Per Diem conditions based on the meals provided.

	1. [bookmark: T4_F1030]
	Regular M&IE is the default selection.

Click the Meals Provided radio button.
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	Step
	

	1. [bookmark: T4_F1041]
	The meals are displayed and available for selection.

Use the checkboxes to identify which meals are being provided.

For this overview, click the Lunch checkbox option.
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	Step
	

	1. [bookmark: T4_F1052]
	

Notice that the M&IE cost amount changed automatically based on the Per Diem condition edit performed.

	1. [bookmark: T4_F1063]
	Once the edit(s) to the Per Diem conditions are completed, users can utilize the Copy Per Diem Conditions Through field and calendar icon to copy the edit through multiple consecutive days of the trip.

Click the Copy Per Diem Conditions Through Calendar icon.
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	Step
	

	1. [bookmark: T4_F1074]
	The calendar is displayed in a new window.

For this scenario, the lunches are provided for each day of the training seminar and included in the Registration Fee.  Therefore, click the September 19, 2014 date link as this is the last day of the training seminar.
[image: ]

	1. [bookmark: T4_F1085]
	Click the Save button in order to save the edits performed.
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	Step
	

	1. [bookmark: T4_F1096]
	

Notice that the M&IE expense items for each day of the seminar have been edited.

You could continue to add or edit expenses as required.  For this scenario, all of the required expenses have been entered and/or edited.   
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	Step
	

	1. [bookmark: T4_F1107]
	Congratulations!  You have successfully managed the expenses for this authorization.

For this scenario, click the Enter key to complete this activity and return to the course content. 
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	Step
	

	1. [bookmark: T4_F2270]
	Knowledge Check

You need to enter a M&IE override for the expense shown.

In the Edit Expense Details section shown, click the link used to navigate to and enter a M&IE override.


[image: ]

	Step
	

	1. [bookmark: T4_F2272]
	Great answer!  Can you get this one?

Knowledge Check

You have a traveler that is traveling to a TDY location where she has family.  Therefore, she does not need any lodging at the TDY location.

True or False.  Since no lodging is required, you can simply delete all of the applicable lodging expense items.  Select the correct answer by clicking on it.
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	Step
	

	1. [bookmark: T4_F2278]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T4_F1115]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F1117]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F1119]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F1127]
	This overview simulation provides instructions on how to attach supporting documentation (receipt images, quotes, offline reservation tickets, etc.) to an authorization.  Additionally, the steps for viewing receipt images attached to an authorization, printing a TAVS Fax Cover Page, and deleting receipt images are illustrated and discussed.

Upon completion of this process, you will:

     -  Be able to add supporting documentation to an authorization.
     -  Know how to view the receipt images attached to an authorization.
     -  Be able to print a TAVS Fax Cover Page.
     -  Know how to delete receipt images attached to an authorization.
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	Step
	

	1. [bookmark: T4_F1149]
	

The "Attach Receipt Images", "View Receipts", "Print Fax Cover Page", and "Delete Receipt Images" links are provided in the Attach a File section of the Document Summary page and are utilized to manage the supporting documentation attached to a travel authorization.

	1. [bookmark: T4_F1160]
	For this overview, the steps for attaching a document will be illustrated first.  

Note:  users must ensure that the applicable document is available for upload from their computer or storage device prior to beginning this process.

Click the Attach Receipt Images link.
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	Step
	

	1. [bookmark: T4_F1171]
	

The Attach Files page is displayed in a new window.

The types of files that can be attached and the applicable space limit instructions are provided at the top of the Attach Files page.

	1. [bookmark: T4_F1182]
	Users must click the Browse... button in order to find and select the applicable document from your computer or storage device.
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	Step
	

	1. [bookmark: T4_F1193]
	

The Choose File to Upload page is displayed in a new window.

Users must navigate to where they have stored the applicable document on their computer.

Once the applicable document is selected, the user must click the Open button.


[image: ]

	Step
	

	1. [bookmark: T4_F1204]
	

For this overview, the applicable document has already been selected.

The Attach Files page refreshes and the user can see the attached file in the Files Selected for uploading section.

Note:  if a file is selected in error, the remove icon could be used at this point to remove the document.

	1. [bookmark: T4_F1215]
	Additional documents could be selected for uploading as required in the same manner.

Note:  notice that users are limited to a maximum of 10 files that can be uploaded simultaneously.

Once all of the applicable documents have been selected for uploading, click the Attach button.
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	Step
	

	1. [bookmark: T4_F1226]
	Ensure that the files were successfully uploaded.  An "All files successfully uploaded" informational message will display.

Click the Done button.
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[image: ]

	Step
	

	1. [bookmark: T4_F1237]
	Once supporting documentation has been attached to an authorization, the "View Receipts" link can be utilized to view all of the supporting documentation that has been attached to the authorization.

For this overview, click the View Receipts link.
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[image: ]

	Step
	

	1. [bookmark: T4_F1248]
	

The supporting documentation is displayed in a new window.

In CGE, all of the supporting documentation (receipt images, quotes, supporting documentation, etc.) are displayed as one long scrolling file.  This is true even if multiple documents were attached to the authorization separately.

When applicable, users can utilize the vertical scrollbar for the new window to scroll down and review all of the supporting documentation.

	1. [bookmark: T4_F1259]
	Once the supporting documentation has been reviewed, click the Close icon for the new window to close the window.
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	Step
	

	1. [bookmark: T4_F1270]
	If the preference is to load documents via Fax instead of uploading, users can click the "Print Fax Cover Page" link in order to generate and print a TAVS Fax Cover Page for this authorization.

For this overview, click the Print Fax Cover Page link.
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	Step
	

	1. [bookmark: T4_F1281]
	

The TAVS Fax Cover Page is displayed in a new window.

Notice that the TAVS Fax Number, traveler information, and applicable authorization information is included on the Fax Cover Page. 


[image: ]

	Step
	

	1. [bookmark: T4_F1292]
	Links are provided to either print the Fax Cover Page or close the window without printing.

For this overview, click the Close Window link.

Note:  separate fax cover pages must be printed for the submission of the authorization's supporting documentation and any eventual vouchers.  The fax cover page should not be re-used.
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	Step
	

	1. [bookmark: T4_F1303]
	

The "Delete Receipt Images" link is provided so that users can delete the supporting documentation attached to an authorization if required.

Note:  because all supporting documentation attached to an authorization is combined into one long scrolling document in CGE, use of this link will result in all supporting documentation that has been attached being deleted.  There is no way to remove individual attachments.  Therefore, if an attachment is uploaded in error, the user will need to delete all supporting documentation and then re-add the appropriate attachments.

If this link is clicked, users will receive a warning message where they have to acknowledge that they actually want to delete all of the authorization's receipt images.

	1. [bookmark: T4_F1314]
	Congratulations!  You have successfully completed the attach supporting documentation overview.

Click the Enter key to complete this overview activity and return to the course content. 


[image: ]

	Step
	

	1. [bookmark: T4_F1317]
	Knowledge Check

True or False.  Individual attachments can be deleted from an authorization and fax cover pages can be re-used for authorizations and vouchers.

Choose the correct answer by clicking on the applicable  link. 
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	Step
	

	1. [bookmark: T4_F1319]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F1321]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F1323]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F2281]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F1332]
	You need to enter (add) the applicable Line of Accounting (LOA) to this authorization.

Upon completion of this activity, you will:

     -  Be able to add a new Line of Accounting (LOA) to an authorization.
     -  Know how to edit or delete an existing LOA associated with an authorization.     

	1. [bookmark: T4_F1354]
	Although you can review the authorization's current accounting information on the Summary tab, managing the accounting details (adding LOAs, deleting LOAs, and performing allocation) is performed on the Accounting tab.

For this scenario, click the Accounting tab.
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	Step
	

	1. [bookmark: T4_F1365]
	

The Accounting page is displayed.

Any LOAs currently associated with the authorization will be displayed in the Account Code for TRIP..... section.

For this scenario, no LOAs have been associated with this authorization yet.

	1. [bookmark: T4_F1376]
	You need to add an LOA to this authorization.

Remember, "Account Code" is equivalent to Line of Accounting (LOA).

Locate and click the Add New Account Code button.
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	Step
	

	1. [bookmark: T4_F1387]
	

The Setup Account Code section is displayed.

You will utilize the fields within the Setup Account Code section in order to enter the applicable LOA information.

	1. [bookmark: T4_F1398]
	Step 1:  Enter a label.

The Label field is mandatory and must be populated.

Note:  It is highly recommended that users enter meaningful information in the Label field to easily identify the LOA when allocating and on the Totals page.  Some suggestions are:

     -  CAN Number
     -  NIH or Sponsor on Sponsored Authorizations
     -  Lab or Program Name

For this scenario, a basic label will be entered for instructional purposes.

Click in the Label field.
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	1. [bookmark: T4_F1409]
	Enter the applicable information into the Label field. 

For this scenario, enter "Travel".
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	Step
	

	1. [bookmark: T4_F1422]
	

The Fiscal Year field populates automatically based on the trip start date.

The Fiscal Year must reflect the year in which the trip takes place and should not be changed.

Notice that the Sponsored field is disabled.  This field will only be enabled if the trip type on the authorization is sponsored travel.
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	Step
	

	1. [bookmark: T4_F1433]
	

Step 2:  Search for a Project Name (CAN) or a Project Number.

You have the option to either search by Project Name (CAN) or by the Project Number based on what information is known or readily accessible.

Performing the search must be done in the following sequence.

	1. [bookmark: T4_F1444]
	Step 2A:  Enter a Project Name (CAN) or Project Number.

For this scenario, you will perform the search by Project Name (CAN).

Click in the Project Name (CAN) field.
[image: ]

	1. [bookmark: T4_F1455]
	You must first enter the CAN or the known portion of the CAN into the Project Name (CAN) field.  The system will not allow you to leave this field blank and then perform a search.  At least three characters must be entered to perform a search.

Enter the applicable information into the Project Name (CAN) field. 

For this scenario, the entire Project Name (CAN) is known.  Enter "8390863".

You must enter the entire CAN in order to proceed in the simulation/activity.

	1. [bookmark: T4_F1468]
	Step 2B:  Perform the search for the Project Name (CAN) or Project Number.

Once the Project Name (CAN) or known portion is entered, you must perform a search for that Project Name (CAN).

Note:  you cannot simply type in the Project Name (CAN) and move on to the remaining fields.  A search must be performed.

Click the Search for Project Name (CAN) icon (binoculars).
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	Step
	

	1. [bookmark: T4_F1501]
	

Once the Project Name (CAN) is selected, the Project Number and Fund Type associated with that Project Name (CAN) are automatically populated.

	1. [bookmark: T4_F1512]
	Step 3:  Enter the Object Class Code.

Click the Object Class Code dropdown button.
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	Step
	

	1. [bookmark: T4_F1523]
	Note:  the Object Class Code field will only expand the first time the Object Class Code dropdown button is clicked.  Users must click the dropdown button again to see the list of available selections.

Click the Object Class Code dropdown button again.
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	Step
	

	1. [bookmark: T4_F1534]
	The list of available selections is displayed.  You must select the applicable Object Class Code.  

For this authorization, your traveler is attending a training conference during this trip. 

Click the 2141 INTERNAL (HHS)-TRAINING EMPLOYEE KNOWLEDGE - 2141 INTERNAL (HHS) list item.
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	Step
	

	1. [bookmark: T4_F1545]
	

The Task field defaults to 1.

	1. [bookmark: T4_F1556]
	Locate and click the Add to Document button to add this LOA to the authorization.
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	Step
	

	1. [bookmark: T4_F1567]
	

The LOA you just entered is now displayed in the Account Code for TRIP..... section.

The icons displayed next to the LOA can be used to edit or delete the LOA as required.

Note:  you could continue to add additional LOAs as required.  If only one LOA is applicable for the authorization you are working on, the accounting portion of the authorization is complete.

	1. [bookmark: T4_F1578]
	Congratulations!  You have successfully added the applicable LOA to this authorization.

Click the Enter key to complete this activity and return to the course content. 


[image: ]

	Step
	

	1. [bookmark: T4_F2284]
	Knowledge Check

Which tab would you navigate to in order to find the link to upload supporting documentation?

Choose the correct answer by clicking on it.
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	Step
	

	1. [bookmark: T4_F2286]
	That's one!

Knowledge Check

You need to enter comments for the expense shown.

In the Edit Expense Details section shown, click the link used to navigate to and enter comments for this expense.
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	Step
	

	1. [bookmark: T4_F2288]
	Wow!  There is two in a row.  One more?

Knowledge Check

True or False.  You can enter accounting information in any order.

Choose the correct answer by clicking on it.
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	Step
	

	1. [bookmark: T4_F1586]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F1588]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F2229]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F2231]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F1596]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F1598]
	You need to view and manage the other authorizations on an existing authorization.  All pertinent information is provided during the simulation.

Upon completion of this process, you will:

     -  Be able to view the other authorizations associated with an existing authorization.
     -  Be able to add additional other authorizations to an existing authorization.
     -  Know how to remove other authorizations from an existing authorization.
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	Step
	

	1. [bookmark: T4_F1625]
	Other Authorizations are managed utilizing the Exceptions tab.

Click the Exceptions tab.
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[image: ]

	Step
	

	1. [bookmark: T4_F1636]
	

The Other Authorizations for TRIP..... section is displayed.

A comprehensive list of Other Authorizations is available for selection in the Master List of Other Authorizations section.

You can utilize the small scrollbar to the right of these sections to scroll down and view additional list items as required.

	1. [bookmark: T4_F1647]
	

Remember, for this scenario, the following conditions are present and the applicable Other Authorizations need to be associated with this authorization:

     -  There are meals provided as part of the registration fee.
     -  The traveler requires and has been authorized a rental car.  

	1. [bookmark: T4_F1658]
	First, click the small vertical scrollbar to the right of the Other Authorizations for TRIP..... section to scrolldown and see if any of the required Other Authorizations were added automatically.
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	Step
	

	1. [bookmark: T4_F1669]
	

The Other Authorizations section is displayed below the Master List of Other Authorizations section.

Any Other Authorizations currently associated with the authorization will be listed in the Other Authorizations section.

For this scenario, the Other Authorization "MEALS PROVIDED" was automatically added to the authorization.  You just need to add the Other Authorization for the rental car being authorized.

	1. [bookmark: T4_F1680]
	Other Authorizations are added to an authorization by clicking the applicable other authorization link in the Master List of Other Authorizations section.

For this scenario, click the RENTAL CAR AUTHORIZED link.
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	Step
	

	1. [bookmark: T4_F1691]
	

All of the applicable Other Authorizations for this authorization are now displayed in the Other Authorizations section.

Note:  if an Other Authorization is added to an authorization in error, you can utilize the delete icon next to the applicable Other Authorization in order to remove it.

Additionally, once an Other Authorization is added and is listed in the Other Authorizations section, you can click the link to open up an Other Authorization and add additional comments as required (each Other Authorization has standard comments associated with it that will always display).  Comments added here are visible when the authorization is printed and visible during review/approval.
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	Step
	

	1. [bookmark: T4_F1702]
	Congratulations!  You have successfully managed the required other authorizations for this authorization.

Before we return to the course content, let's take a few minutes and discuss those next two tabs that you see (Profile and Totals). 


[image: ]

	Step
	

	1. [bookmark: T4_F1713]
	

The Profile tab is utilized to view the traveler's profile information.

Profile information for the traveler is populated based on an interface between CGE and the NIH Employee Database (NED).  However, you can make certain edits to the traveler's profile information.

Of note, the Profile tab is utilized when you need to change the default Routing List that the authorization will be routed through once submitted for review/approval.  You will be able to use the dropdown button and select any Routing List that has been established for your IC.

Note:  planners can also update the following fields on a traveler profile (either here or on the main Profile tab accessed on the CGE Home page):

     -  Secure Flight Data (Gender, Middle Initial, Date of Birth)
     -  Alternate email addresses.
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	Step
	

	1. [bookmark: T4_F1724]
	

The Totals tab can be utilized to view the total details for the authorization.

All of the authorization's costs (reservations, expenses, and advances) and the applicable LOA information will be displayed for review.

Note:  the Totals tab is view only and no actions (additions, edits, or deletions) can be performed here.  Any required corrective action must be taken on the applicable tab.

	1. [bookmark: T4_F1735]
	Click the Enter key to return to the course content and do a couple of knowledge checks before we move on.
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	Step
	

	1. [bookmark: T4_F1746]
	Knowledge Check

In CGE, the term Account Code is utilized.  At NIH, this term is called a ____________.

Fill in the blank.  Choose the correct answer by clicking on the applicable  link. 
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	Step
	

	1. [bookmark: T4_F1752]
	Correct!  One more for you.

Knowledge Check

In CGE, _______ are managed on the Exceptions tab.

Fill in the blank.  Choose the correct answer by clicking on the applicable  link. 
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	Step
	

	1. [bookmark: T4_F1755]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F1757]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F1759]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F1761]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F1767]
	The first portion of this activity is an overview activity discussing and illustrating the process for performing pre-audits as a stand alone process.  This overview portion of the activity and the data therein is not directly related to your Cleveland travel authorization.  

Upon completion of this overview, you will:

     -  Be able to perform the pre-audits on an authorization.
     -  Understand the three pre-audit statuses.
     -  Be able to add justifications to pre-audit results as required.

	1. [bookmark: T4_F1789]
	For this overview, click the Perform Pre-Audits tab to perform the pre-audits on this authorization.
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	Step
	

	1. [bookmark: T4_F1800]
	

CGE will perform the audit and the Pre-Audit Results for TRIP..... will be displayed once completed.

	1. [bookmark: T4_F1811]
	For this overview, click the vertical scrollbar to the right of the Pre-Audit Results for TRIP..... section in order to scrolldown and view all of the pre-audit results.


[image: ]

	Step
	

	1. [bookmark: T4_F1822]
	

Each condition audited will result in one of the following three statuses:

     -  PASS:  the audit passed with no issues.  No action required by the user.


[image: ]

	Step
	

	1. [bookmark: T4_F1833]
	

Pre-Audit statuses continued:

     -  FAIL:  this status is equivalent to a warning.  It is meant to indicate to the user that a condition exists but it does not preclude the user from submitting the authorization for review/approval.  Comments pertaining to the status will be displayed in the Comments field.

	1. [bookmark: T4_F1844]
	

Pre-Audit statuses continued:

     -  HARD FAIL:  pre-audit results with this status indicate conditions on the authorization that preclude the authorization from being submitted for review/approval.  The user must take corrective action on these conditions prior to submitting the authorization.  Comments pertaining to the status will be displayed in the Comments field.

	1. [bookmark: T4_F1855]
	Note:  you have the option to add justification comments for individual pre-audit results as required.  Any justification comments added will be visible to any subsequent users (reviewers, approvers, etc.).

For this overview, click the Justify Pre-Audit Results button.
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	Step
	

	1. [bookmark: T4_F1866]
	

Each audit process is displayed with a Justification field that can be utilized to enter justification comments as required.

	1. [bookmark: T4_F1877]
	For this overview, click in the Justification field for the "ADVANCES EXIST" audit process.

	1. [bookmark: T4_F1888]
	Enter the applicable justification comments into the Justification field. 

For this overview, enter "Traveler does not possess government travel card.  Advance Authorized.".

	1. [bookmark: T4_F1901]
	Click the Save Justification button.
[image: ]


[image: ]

	Step
	

	1. [bookmark: T4_F1912]
	

Any justification comments added will be displayed right below the audit process comments.

	1. [bookmark: T4_F1923]
	Click the Close Pre-Audit Results button.
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	Step
	

	1. [bookmark: T4_F1934]
	Congratulations!  You have completed the overview portion of this activity.

Next, you will submit your Cleveland authorization for review/approval.  Remember that this process will also automatically perform the pre-audits as part of the sign, stamp, and submit process.
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	Step
	

	1. [bookmark: T4_F1947]
	You are back on your Cleveland authorization and you need to submit this authorization for review/approval.

Upon completion of this activity, you will:

     -  Be able to stamp an authorization as signed and submit it for review/approval. 
     -  Be able to select individual reviewers/approvers from the routing list.

	1. [bookmark: T4_F1949]
	Click the Confirmation tab.
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	Step
	

	1. [bookmark: T4_F1960]
	

The Status for TRIP..... section is displayed.

You can also review the routing path or the document history in the Document Routing and Current Document History sections respectively.

	1. [bookmark: T4_F1971]
	You need to change the document status to SIGNED as part of the submission process.

Click the Status to Apply dropdown button.
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	Step
	

	1. [bookmark: T4_F1982]
	A list of available statuses to apply is displayed.  

For this overview, click the SIGNED list item.
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	Step
	

	1. [bookmark: T4_F1994]
	

Optionally, you can provide a reason for the status or enter remarks utilizing the Reason dropdown button and Remarks field respectively.

Reviewers and Approvers can utilize the Return-to field to return the authorization to another user for correction or review as required.

	1. [bookmark: T4_F2005]
	For this scenario, no reason or remarks are required.

Click the Stamp and Submit Document button.
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	Step
	

	1. [bookmark: T4_F2016]
	

Clicking the Stamp and Submit button will automatically perform pre-audits for the authorization.

Once completed, the Pre-Audit Results for TRIP..... section is displayed.


[image: ]

	Step
	

	1. [bookmark: T4_F2027]
	

You could enter justification comments as required by clicking the Justify Pre-Audit Results button.

In this scenario, all of the pre-audits completed with a status of PASS thanks to your great work.

Note:  if any pre-audits result in a status of HARD FAIL, you would not be able to continue stamping and submitting the document.

	1. [bookmark: T4_F2038]
	Click the Continue Stamping the Document button.
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	Step
	

	1. [bookmark: T4_F2049]
	

The Dynamic Routing for TRIP..... section is displayed.

The Routing List section is populated based on the routing list selected back on the Profile tab.
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	Step
	

	1. [bookmark: T4_F2060]
	

For many routing lists, there are multiple individuals to select from and in those cases, there will be a role title populated in the Name field instead of individual name.  

Notice that in this scenario, there are multiple reviewers for this routing list (therefore the Name field is populated with the role title "NIH AO REVIEWER") whereas there is only one approver and therefore this line has an individual name listed in the Name field.
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	Step
	

	1. [bookmark: T4_F2071]
	

In cases where there are multiple individuals to select from (the reviewer role in this scenario), you could use the Edit icon here to select an individual.  

This scenario illustrates what will happen if an individual is not selected at this point.

	1. [bookmark: T4_F2082]
	For this scenario, click the Continue Stamping & Dynamic Routing button.
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	Step
	

	1. [bookmark: T4_F2093]
	

If there are multiple individuals in the routing list for either the reviewer or approver role and you did not select an individual, you will be prompted by the system to select an individual.

In this scenario, there were multiple reviewers in the routing list and you did not select an individual.  Therefore, the Select Routing Recipient for NIH AO REVIEWER in Org ..... is displayed and you must select an individual from the Role Member List section utilizing the add icons provided.

	1. [bookmark: T4_F2104]
	For this scenario, Kate Upton is the applicable reviewer.

Click the Select This Signature icon for Kate Upton.
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	Step
	

	1. [bookmark: T4_F2115]
	Once the applicable reviewer (or approver if there had been more than one approver in the routing list), click the Select Signature(s) for Entry button.
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	Step
	

	1. [bookmark: T4_F2126]
	

The Dynamic Routing for TRIP..... section is re-displayed and is now complete.

Note:  if there had been multiple reviewers and approvers in the routing list, you would have been prompted to perform the same steps that you just did to select an approver at this point.

	1. [bookmark: T4_F2137]
	Click the Continue Stamping & Dynamic Routing button.
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	Step
	

	1. [bookmark: T4_F2148]
	

The Post Stamping Document Closure for TRIP..... section is displayed.

The individual reviewer and approver selected are displayed in the Routing List.

	1. [bookmark: T4_F2159]
	Click the Close Post Stamping Document Closure Screen button.
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	Step
	

	1. [bookmark: T4_F2170]
	

The View Authorizations page is displayed.

Notice that your authorization is now displayed with a status of SIGNED.

	1. [bookmark: T4_F2181]
	Click the Home tab.
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	Step
	

	1. [bookmark: T4_F2192]
	Congratulations!  You have successfully stamped your authorization with a status of SIGNED and submitted it for review/approval.

Click the Enter key to return to the course content.
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	Step
	

	1. [bookmark: T4_F2203]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F2238]
	Press [Enter].
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	Step
	

	1. [bookmark: T4_F3]
	Congratulations!  You have completed Section 2. 

IMPORTANT INSTRUCTIONAL NOTE 

Once you click the enter key to finish this section, you must click on the Section 3 link in order to mark this Section as completed.  If you are not ready to complete Section 3 at this time, simply open it and then close it utilizing the Actions link in the bubble frame.  You should then see the small box next to Section 2 fill in with color indicating that the Section has been marked complete.

You can then return to the course when you are ready and simply click the Section 3 link to continue.

Failure to follow these instructions will result in you being forced to complete this Section again.  Your time is valuable so please follow these instructions carefully.  Remember, completion of this Computer Based Training course is mandatory prior to attending an Instructor Led Training session and more importantly, users will not be granted access to the CGE Travel System on their Go-Live date if this course has not been completed. 
End of Procedure.
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Attach Supporting Documentation

General Information:

- Supporting documentation can be attached to an
authorization at any time up through vouchering.

- There are some very important differences pertaining to
how supporting documentation is stored on an
authorization, viewed, and deleted from an authorization
in CGE. Pay close attention to the informational notes
contained in the following overview activity.

Note: this is an overview activity and it does not directly
relate to the Cleveland authorization that you have been
working on.
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Great Job! Looks like your learning motor is
running on full throttle. Let's move forward
and talk about the process for adding
additlonal online reservations to an
authorization. This process is utilized if either
you forgot to add an online reservation during
initial creation or in that probably not so rare
situation where a traveler’s plan changes after
the authorization is initially created.
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Excellent answer. Now that you know how to
add and manage supporting documentation,
let's get back to our lucky Cleveland traveler.
The next action in this process flow is to enter
(add) the applicable Line of Accounting (LOA)
information to the authorization. The money
has to come from somewhere in the budget.
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Enter (Add) Accounting Information

General Information:

- Line(s) of Accounting (LOAs) are entered (added to the
authorization) on the Accounting tab as Account Codes in CGE.
Don't let this terminology change throw you off. Everywhere in
CGE that you see “Account Code”, that is the LOA.

- Multiple LOAs can be added to an authorization and then costs
can be allocated to the various LOAs.

Note: for the Cleveland traveler, only one LOA will be utilized but
the functionality for entering multiple LOAs and then allocating
the costs will be performed in your second travel scenario.
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Mr. Johnson, for the
Cleveland trip, what
CAN do you want
me to utilize?

Oh yes. Thisis a
single purpose trip so
just use that Human
Metabolism CAN that
we have.
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Adding Additional Online Travel Reservations to

an Authorization with Reservations

General Information:

- This process is only utilized for adding online reservations
to an authorization that already has online reservations
associated with it.

- There is a different process for adding online reservations
to an authorization that was created without reservations.
This process will be discussed for our second traveler.

- Online reservations can only be added to authorizations
that have not yet been approved.
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Great! Now you have the LOA associated with
the authorization. The next step in this process
flow is to add an advance. Did I trick you?
Our Cleveland traveler has a government
lesued travel card sothere s no need to add an
advance for this authorization. Don’t worry.
Ve vl discuss and add an advance for ol
second traveler later in the course. So, let's
skip the advance portion for now and discuss
the process for managing “other
althorizations ",
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Manage “"Other Authorizations” (1)

General Information:

- In CGE, “other authorizations” will be automatically added
by the system or can be manually added to a travel
authorization when specific travel conditions are present.
You must review the “other authorizations” currently on
the document in order to see which ones were
automatically added and which ones need to be manually
added.

- You will utilize the Exceptions tab of the Document
Summary page to view and manage the “other
authorizations” associated with a travel authorization.
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Lucy, I just found out that
our traveler on that
Cleveland trip has been
authorized to have a
rental car.

No worries. I am still
working on that
authorization and I will
add an online rental
car reservation now.
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Manage "Other Authorizations” (2)

General Information:

- CGE functionality allows you to enter comments pertaining
to an “other authorization” that will both be displayed in
print and are visible during review/approval.

Scenario Note: for this Cleveland trip, the only travel
conditions that require an “other authorization” to be
entered are:

- Meals Provided
- Traveler was authorized a rental car
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Okay. Well this doesn't seem very
difficult. But, he said that sometimes
these “other authorizations” are added
automatically and sometimes they
need to be entered manually. I just
wonder if there is anything that I
need to do for this authorization.
Guess there is only one way to find
out.
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Wonderful! I can't trip you up with anything
today but that is a great thing. Just a few more
short steps to complete and you will have this
authorization done (for now) and submitted for
review/approval. You seem to be grasping this
nicely so let's do this. I am going to cover some
basic information about performing pre-audits on
an authorization and then submitting it. Then,
you will complete one overview activity that
illustrates and discusses performing pre-audits
specifically and another activity for the Cleveland
traveler performing both of these processes.
Sound good?
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Perform Pre-Audits and Submit (1)

General Information:

- There are a number of pre-defined travel conditions that
the system looks for when you perform the pre-audits.

- You do not have to wait until you are ready to submit the
authorization to complete this process. Pre-audits can be
performed as often as you would like to and at anytime.

Note: pre-audits are automatically performed when the
authorization is signed, stamped, and submitted for
review/approval. This will be illustrated in the second
activity that you are about to do.
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General Information:

- Once the pre-audits are performed, each pre-defined
travel condition will be listed individually with one of the
following statuses:

- PASS
- FAIL
- HARD FAIL

- Each of these statuses and the steps for justifying pre-
audits results when required are defined in more detail
during the perform pre- audits overview activity.
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There isn’t much else to say here. You did an
excellent job and have completed all of the
actions required at this point for the Cleveland
fraveler, The authorization has novy been
submitted and is pending review/approval.
Hopefully it gets approved and we can get our
lucky traveler there before the cold and snow
starts rolling into Cleveland.
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Section 2 Summary

We covered a lot of material here in section 2. In
summary, during this section you learned about:

- Adding additional online reservations to an authorization
- Managing the expenses on an authorization

- Attaching supporting documentation

- Entering Line of Accounting (LOA) information

- Managing “other authorizations”

- Performing pre-audits and submitting an authorization

You also completed the series of activities for the Creating
New Online Reservation(s) (Authorization Generated)
process flow. In the next section, we will look at the
Create a New Authorization without Online Reservations
process flow.
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Another great job. It looks like maybe you are
getting used to utilizing the Concur Online
booking tool and that's great. Next, let's
discuss the process you can utilize if you ever
need to change or cancel online reservations
that you have added to a travel authorization
for any reason. We won't have any changes or
cancellations for our lucky Cleveland traveler,
but, let’s take a few minutes and talk about
some general information about these
processes. Performing changes and
cancellations will be discussed in more detall
during the optional Instructor Led Training
sessions.
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Change/Cancel Online Reservations (1)

General Information:

- This process is only utilized for changing or cancelling
online reservations associated with an authorization.

- Offline reservations must be changed/cancelled through
Omega.

- You are limited to the types of changes that you can
make to an existing online reservation.
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Change/Cancel Online Reservations (2)

Changes to Online Reservations:

- Changes can be made to Online Reservations as follows:

- Air/Rail: changes can be made to either departing or
returning legs of the trip. Specific carrier policy may prohibit
you from making changes to these types of reservations.
Change/cancellation fees may also apply based on the
specific carrier and/or the ticketing dates.

- Hotel/Rental Car: only changes to the dates (check-
in/check-out dates for hotel or pick-up/drop-off dates for
rental cars) can be made.
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Change/Cancel Online Reservations (3)

If any other type of changes are required, you will
need to cancel the reservation and then book a new
reservation (different hotel, rental car provider, etc.).

Cancelling Online Reservations:

- There are separate processes utilized to cancel individual
reservations, entire trips, and travel authorizations.

Note: these processes are illustrated in the Users Manual
and will also be discussed in great detail during the optional
Instructor Led Training sessions.
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a. A hotel reservation’s check-in date

b. A rental car reservation’s drop-off date
c. A rental car reservation'’s car type

d. A hotel reservation’s check-out date
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You are getting there. It looks like you have
added all of the onling reservations that are
needed for this traveler, All e needs novdls to
change his travel destination. Did I ever tell
you about my last trip to Cleveland? No? Well,
remind me to tell you when you come to one of
the optional Instructor Led Training sessions
(hint hint). Next, we need to talk about how to
manage the expenses on this authorization.
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Manage Expenses (1)

General Information:

- This functionality is utilized to manage the expenses on an
existing authorization.

- Use of this functionality is not limited to an action taken
prior to submitting an authorization for review/approval.
This functionality can also be utilized to manage expenses
(enter actual costs, etc.) during the voucher process. This
will be covered later in this course.
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Manage Expenses (2)

The following specific processes are included as part
of the manage expenses functionality:

- Adding a new expense

- Copying an expense through additional days

- Editing an existing expense

- Editing Per Diem conditions

- Copying Per Diem conditions through additional days
- Deleting an expense

Note: in CGE, offline reservations booked through Omega are
recorded as expenses and will be displayed on the Expenses
tab. We will discuss and illustrate this in more detail for your
second traveler.
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