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Section 1:  Introduction, Learning Objectives, Access the CGE Travel System, and Create New Online Reservation(s) (Authorization Generated)
[bookmark: _Toc31639924]

Background:



Additional Information:


Procedure

Welcome to Section 1 of the CGE Basic Functionality course.  This CBT course is mandatory.  It is also a prerequisite for users to complete prior to attending an optional 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 45 Minutes to complete. 
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	Step
	

	1. [bookmark: T3_F1269]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F1127]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F1248]
	

Contextual information and instructional notes.

Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T3_F1131]
	

Contextual information and instructional notes.

Press [Enter].
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	Step
	

	1. [bookmark: T3_F1250]
	

Contextual information and instructional notes.

Press [Enter].
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	Step
	

	1. [bookmark: T3_F1135]
	

Contextual information and instructional notes.

Press [Enter].
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	Step
	

	1. [bookmark: T3_F1254]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F1139]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F1234]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F1425]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F1145]
	Press [Enter].

	1. [bookmark: T3_F1324]
	

Once you complete Single Sign On (SSO) and click the link to access the CGE Travel System, you will land on the Concur Home page.

The Concur Home page includes several sections that make it easy for you to navigate and find the information you need.

	1. [bookmark: T3_F1364]
	

The You are administering travel for defaults to Me.

This section is utilized to search for and select a traveler when you are arranging travel for someone else.


[image: ]

	Step
	

	1. [bookmark: T3_F1274]
	Travelers that you have recently performed actions for can be accessed utilizing the dropdown button

Click the You are administering travel for dropdown button.
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	1. [bookmark: T3_F1276]
	A list of travelers is available for selection.

Click the MARTIN, JENNIFER A. list item.
[image: ]

	1. [bookmark: T3_F1370]
	

The page will refresh with information for the selected traveler.

	1. [bookmark: T3_F1372]
	

The links provided in the I Want To... section can be utilized to quickly navigate to and perform specific actions for the traveler selected.

	1. [bookmark: T3_F1379]
	

I went ahead and scrolled down the page for you.

The Additional Info section provides various links that can be utilized to obtain General Information, view Regulations and Policy documents, view Travel Advisory information, or navigate to various domestic and international sources of information. 

	1. [bookmark: T3_F1381]
	

I scrolled back up to the top of the page and over to the right for you.

The Important Information section displays important news and information bullets and links.

	1. [bookmark: T3_F1383]
	

The Recent Authorization section provides information and links to navigate to and perform specific actions on any recent authorizations for the selected traveler.

	1. [bookmark: T3_F1385]
	For this overview, click the Trip Name link for Travel Authorization Number (TANUM) TANUM00332.
[image: ]

	1. [bookmark: T3_F1393]
	

Links are provided to perform various Trip Actions for the selected authorization.

	1. [bookmark: T3_F1395]
	

Any documents (Authorizations or 
Vouchers) pending action for the 
selected traveler are displayed in 
the Documents Awaiting Action 
section.

Links are provided for each 
document that can be utilized 
to quickly navigate to the required 
action.

	1. [bookmark: T3_F1399]
	

At the top of the page, the tabs can also be utilized to navigate to specific pages and perform required actions.

	1. [bookmark: T3_F1298]
	Click the Travel tab.
[image: ]

	1. [bookmark: T3_F1404]
	

The Travel tab is utilized to create and book new Online reservations for a traveler with the Concur Online booking tool.
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	Step
	

	1. [bookmark: T3_F1302]
	Click the Authorizations tab.
[image: ]

	1. [bookmark: T3_F1406]
	

The Authorizations tab is utilized to view the authorizations for the selected traveler, create a new authorization for that traveler, or search for an authorization.
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	Step
	

	1. [bookmark: T3_F1306]
	Click the Vouchers tab.
[image: ]

	1. [bookmark: T3_F1408]
	

The Vouchers tab is utilized to view the vouchers for the selected traveler, create a new voucher for that traveler, or search for a voucher.
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	Step
	

	1. [bookmark: T3_F1310]
	Click the Approvals tab.
[image: ]

	1. [bookmark: T3_F1410]
	

The Approvals tab is utilized by Travel Reviewers and Travel Approvers to view and stamp documents that have been routed for their review/approval.

Note:  this tab will not be displayed for users that have not been granted the Travel Reviewer or Travel Approver role.
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	Step
	

	1. [bookmark: T3_F1314]
	Click the Reporting tab.
[image: ]

	1. [bookmark: T3_F1412]
	

The Reporting tab is available for Travel Reviewers and Travel Approvers to view travel reports as applicable.
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	Step
	

	1. [bookmark: T3_F1316]
	Click the Profile tab.
[image: ]

	1. [bookmark: T3_F1419]
	

The Profile tab is utilized to make edits to the selected traveler's profile.

Note:  users are restricted to which specific edits can be made based on their assigned role (Travel Planner, Travel Reviewer, or Travel Approver).
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	Step
	

	1. [bookmark: T3_F1320]
	Click the Home tab.
[image: ]

	1. [bookmark: T3_F1421]
	Congratulations!  You have completed the CGE Home page navigation overview.

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

	1. [bookmark: T3_F1256]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F1258]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F1155]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F1157]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F1159]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F1243]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F1163]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F1260]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F1231]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F1169]
	Knowledge Check

Let's help Lucy out and see what you have learned so far.

Choose the correct procedure to utilize for this travel scenario by clicking on the applicable topic link.  If you need to go back a step and review the travel scenario again, click the Actions link and then click the Previous Step link in the bubble frame.
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	Step
	

	1. [bookmark: T3_F1171]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F1173]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T3_F71]
	In this scenario, the traveler needs both an air and hotel reservation created.  You will be utilizing the Concur Online booking tool to create these online reservations.

Upon completion of this activity, you will:

     -  Understand the various ways to navigate to the Travel Home page.
     -  Be able to navigate to the Travel Home page.
     -  Be able to book a new air reservation using the Concur Online booking tool.  This process will automatically generate an authorization for the applicable traveler.
     -  Be able to book a hotel reservation using the Concur Online booking tool.

	1. [bookmark: T3_F82]
	Online travel reservations are initiated on the Travel Home page.

For this scenario, locate and click the Travel tab.  Hint:  the various tabs are located across the top of the screen.

Navigation Note:  users can also navigate to the Travel Home page from the CGE Home page by clicking on the “Create or change a reservation” link within the I Want To… section.
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	Step
	

	1. [bookmark: T3_F93]
	

The Travel Home page is displayed by default.

Users can search for and select the applicable traveler utilizing the “You are administering travel for” dropdown box or Search button on the top right hand portion of the screen. 

	1. [bookmark: T3_F104]
	Note:  you also have the option to click the Arrangers sub tab.  This provides you with more options for finding and selecting the applicable traveler. 

For this scenario, click the Arrangers sub tab.  Hint:  the sub tabs are located below the main tabs towards the top of the screen.
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	Step
	

	1. [bookmark: T3_F115]
	

The Travel Arrangers page is displayed.

Users have multiple options available for searching for the applicable traveler.

     -  Users can utilize the “Choose a Traveler” dropdown and Search buttons  to search for and select the applicable traveler.  Note that the selection defaults to Me.

     -  The “I’m Assisting…” tab can be used to quickly view a list of travelers that the user has assisted and quickly view or edit the travelers travel profile.  Note that travelers cannot be selected from this tab.

     -  The Upcoming Travelers and Manifests tabs will not be utilized by NIH.

	1. [bookmark: T3_F126]
	Utilize the Choose a Traveler functionality to search for and select the applicable traveler.

Locate and click the Search button.
[image: ]

	1. [bookmark: T3_F137]
	The cursor automatically populates in the Choose a Traveler field.  Enter the traveler's last name.

For this scenario, enter "Roberts".

Note:  in CGE, all searches are done by the traveler’s name.

Remember, for this exercise, you only have to type the first three letters.


[image: ]

	Step
	

	1. [bookmark: T3_F150]
	As the information is entered, a list of selections populates below the Choose a Traveler field.

Select your traveler by clicking on the appropriate section.  There is only one selection in this example and it is the correct traveler.

Note:  you must be careful and ensure that the correct traveler is selected.  If multiple travelers meet the search criteria entered, utilize the information such as the traveler's organization, e-mail, and phone number to differentiate.

	1. [bookmark: T3_F161]
	Click the OK button to select the traveler.
[image: ]
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	Step
	

	1. [bookmark: T3_F172]
	

The Reservations section is located below the Choose a Traveler data field.

The Air/Rail tab is selected by default.  

Note:  if you did not need an air reservation, you would simply select the appropriate tab to make your car, hotel, or rail reservation.  


[image: ]

	Step
	

	1. [bookmark: T3_F183]
	

You can select from the following flight options by clicking on the applicable radio button:

     -  Round Trip:  this is the default selection and is utilized to book a round trip air reservation when the traveler is leaving from and returning to the same airport/location.

     -  One Way:  this selection is utilized when booking a one way flight with no return air reservation required.

     -  Multi-Segment:  this selection is utilized when booking air reservations for a traveler traveling to multiple TDY locations within the same travel trip.

For this scenario, a round trip air reservation is required and is already selected by default.


[image: ]

	Step
	

	1. [bookmark: T3_F194]
	

CGE offers two ways to search for the Temporary Duty Location (trip destination).  However, NIH will not be utilizing the Agency Location option.

     -  Reference point:  this is the default selection.  You must enter an address, landmark, city/state, or zip code for the traveler's destination location in the data entry field.  Once the information is entered, you click the Find Location button and a list of locations matching the data entered will be displayed.  You will then select the applicable location.     

Note:  once a reference point is selected, the TDY Per Diem Location and  the Arrival City airport are populated automatically.  However, these selections can be changed as required.

	1. [bookmark: T3_F205]
	Locate and click in the Temporary Duty Location data entry field in order to enter the applicable trip destination (reference point address) information.
[image: ]

	1. [bookmark: T3_F216]
	Enter the traveler's destination information into the Temporary Duty Location data entry field. 

For this scenario, enter"Cleveland, Ohio".

Note:  it is strongly recommended that users enter the city and state that they are traveling to in order to ensure accurate search results.

Remember, for this exercise, you only have to type the first three letters.

	1. [bookmark: T3_F229]
	Click the Find Location button.
[image: ]
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	Step
	

	1. [bookmark: T3_F240]
	The Search for Location results are displayed in a new window.

For this scenario, Cleveland, Ohio, USA is the only available selection.

Click the Choose button.

Note:  if multiple locations are found, you can utilize the dropdown button and select the applicable location.  Additionally, once selected, the TDY Per Diem location and arrival city airport will populate automatically but can be changed as necessary.
[image: ]
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	Step
	

	1. [bookmark: T3_F251]
	

The TDY Per Diem Location is automatically populated with the nearest Per Diem location based on the reference point (trip destination) selected.

You can use the dropdown button and select the applicable location if this selection needs to be changed.

For this scenario, “Cleveland --Cuyahoga County” is the appropriate selection.

	1. [bookmark: T3_F262]
	Locate and click in the Departure City field.
[image: ]

	1. [bookmark: T3_F273]
	Enter the applicable departure city into the Departure City data entry field.

For this scenario, enter "Washington".


[image: ]

	Step
	

	1. [bookmark: T3_F286]
	As the information is entered, a list of selections meeting the data entered is displayed.

For this scenario, click on the WAS Washington Area Airports list item to select these departure airports.
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	Step
	

	1. [bookmark: T3_F297]
	

The “Find an airport” links can be utilized to search for alternate airports within a designated distance (user enters) of the designated/selected airport, address, or reference point.

The “Select multiple airports” links can be utilized to select additional airports within a designated distance (user enters) of the selected airport.  

Note:  there is no requirement to utilize these links because CGE is going to populate search results for all regional airports (departing and arriving) due to price comparison requirements.


[image: ]

	Step
	

	1. [bookmark: T3_F308]
	

For this scenario, the Arrival City (automatically selected based on the TDY location selected) airport is good.

Note:  users can change the Arrival City airport if required utilizing the same steps discussed for selecting a Departure City airport.

	1. [bookmark: T3_F319]
	Locate and click in the Departure field.
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	Step
	

	1. [bookmark: T3_F330]
	

A calendar is displayed in a new window so that you can select a departure date.

The current month and year is displayed by default.

You can utilize the greater than (>) or less than (<) icons to navigate to and select the applicable month.

You can utilize the double greater than (>>) or double less than (<<) icons to navigate to and select the applicable year. 

	1. [bookmark: T3_F341]
	For this scenario, click the >Next month icon in the calendar window to navigate to September, 2014.
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	Step
	

	1. [bookmark: T3_F352]
	In the live Travel system, you will have to click the applicable icons as many times as necessary to navigate to the applicable month and year.  For simulation purposes, the correct month and year are now displayed.

For this scenario, select the applicable departure date of September 14, 2014 by clicking on the applicable date link.
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	Step
	

	1. [bookmark: T3_F363]
	

The following dropdown buttons can be utilized to enter desired information pertaining to preferred flight times:

     -  Depart/Arrive:  depart is the default selection.  If depart is selected, the search for flights will be based on the preferred departure time.  If arrive is selected, the search for flights will be based on the preferred arrival time.

     -  Time:  use the dropdown button and select the preferred departure/arrival time.  9:00 am is the default selection.

     -  Plus or Minus:  use the dropdown button to select the acceptable plus or minus hours from the preferred departure/arrival time selected.  Plus or minus 3 hours is the default selection.

	1. [bookmark: T3_F374]
	For this scenario, the traveler wants to depart no later than 6:00 PM.

Click the Departure Time dropdown button.
[image: ]

	1. [bookmark: T3_F385]
	Select the 03:00 pm list item since the default selection of plus or minus three hours will be utilized.
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	Step
	

	1. [bookmark: T3_F396]
	

Note:  once the departure date is selected, the next calendar day is populated by default as the return date.  

Ensure that this date is changed as required.

	1. [bookmark: T3_F407]
	Click in the Return field.
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	Step
	

	1. [bookmark: T3_F418]
	A calendar is displayed in a new window so that you can select a return date. 

The same month and year as the departure date are displayed by default.

You can navigate to and select a return date in a different month/year utilizing the applicable icons as previously discussed.

For this scenario, select a return date of September 19, 2014 by clicking on the applicable date link.
[image: ]

	1. [bookmark: T3_F429]
	For this scenario, the traveler wants to depart no earlier than 6:00 PM on the return flight.

Click the Return Time dropdown button.
[image: ]

	1. [bookmark: T3_F440]
	Select the 06:00 pm list item since the default selection of plus or minus three hours will be utilized.
[image: ]

	1. [bookmark: T3_F451]
	Click the vertical scrollbar to scroll down and continue entering the applicable travel information.


[image: ]

	Step
	

	1. [bookmark: T3_F462]
	

If the traveler requires rental car or hotel reservations, the applicable checkboxes can be selected at this time.  If either or both of these checkboxes is checked, the system will automatically navigate to the applicable search page once the air reservation is completed.

	1. [bookmark: T3_F473]
	For this scenario, a hotel reservation is required.

Click the Find a Hotel checkbox selection.


[image: ]

	Step
	

	1. [bookmark: T3_F485]
	

Once the “Find a Hotel” checkbox is selected, you can enter search criteria for the hotel.  

The setting is defaulted to searching for a hotel within 5 miles of the reference point previously entered but can be changed as required by using the Find hotels within field, the Distance Units dropdown button, and applicable radio button (airport, address, Agency Location, or Reference Point/Zip Code).

	1. [bookmark: T3_F496]
	For this scenario, the traveler wants to search for hotels within 25 miles of the reference point.

Double click in the Find hotels within data entry field (default is 5).
[image: ]

	1. [bookmark: T3_F507]
	Enter the desired distance within value (miles) into the Find hotels within field. 

For this scenario, enter "25".

	1. [bookmark: T3_F520]
	Click the vertical scrollbar to scroll down and continue entering the applicable travel information.


[image: ]

	Step
	

	1. [bookmark: T3_F531]
	Once all the air and hotel search criteria and information has been entered, click the Search button at the bottom of the page to initiate the online booking tool search.
[image: ]
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	Step
	

	1. [bookmark: T3_F542]
	

The search results are displayed.  This may take a few minutes as the online booking tool searches for flights that meet the criteria you entered.

	1. [bookmark: T3_F553]
	The display legend is a useful tool when selecting a flight.

For this scenario, click the Show fare display legend link located in the middle of the screen.
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	Step
	

	1. [bookmark: T3_F564]
	

The Legend is now displayed.

The search results can be sorted by:

     -  Clicking the “Shop by Fares” or “Shop by Schedule” tabs.  Shop by fares is the default display.

     -  Utilizing the Sorted By dropdown button.  “Policy – Most Compliant” is the default selection and is the recommended sort option.


[image: ]

	Step
	

	1. [bookmark: T3_F575]
	

If necessary, the search criteria can be changed by utilizing the options displayed on the right hand side of the screen.

The expand and collapse icons can be utilized to expand or collapse specific sections of the search criteria.

For this scenario, the change flight search criteria does not need to be changed.

	1. [bookmark: T3_F612]
	Click the vertical scrollbar to scroll down the page and review the flight search results.


[image: ]

	Step
	

	1. [bookmark: T3_F623]
	

The Concur Online booking tool retrieves and displays flight results with both the departure and return flights combined for selection.

Note:  this results in larger search results lists because the system provides selections with various combinations of departure and return legs.


[image: ]

	Step
	

	1. [bookmark: T3_F634]
	

Flights are selected by clicking the applicable Reserve button.

The Reserve buttons are color coded to assist the user in selecting an appropriate flight:

     -  Green:  indicates that the fare is within policy.  

     -  Yellow:  indicates that the fare is outside of policy.  If this fare is selected, the user will be required to provide additional information as to why this flight was selected.

     -  Red:  indicates that the fare is outside of policy.  If this fare is selected, the user will be required to provide additional information as to why this flight was selected.


[image: ]

	Step
	

	1. [bookmark: T3_F645]
	For this scenario, the United flight highlighted meets the search criteria.

A specific flight’s additional details/itinerary can be displayed by clicking the “Show fares” link.

Click the Show fares link for the highlighted flight.
[image: ]


[image: ]

	Step
	

	1. [bookmark: T3_F656]
	

Review the itinerary information
and ensure that the flight meets
all required criteria.

Note:  you have the option to view
the seat map for each leg of the flight
and select a seat as required by 
clicking on the Seat Map icons.

	1. [bookmark: T3_F667]
	

Note:  selection of a specific seat 
does not guarantee that the traveler 
will ultimately get that seat.  The 
airline reserves the right to change 
individual seats to accommodate 
other travelers as required.  
Additionally, not all seat maps are 
available in the Concur online booking 
tool.  If you click the icon and a seat map 
is not available, this is not a system error.  
It just means that the selected airline has 
not provided Concur with a seat map for 
that specific type of plane.


[image: ]

	Step
	

	1. [bookmark: T3_F678]
	

The Travel Policy information listed below the flight itinerary should be reviewed to ensure compliance.

Note:  notice that the user has the option to add or change the traveler’s Frequent Flyer Program information.  

Additional flights can be reviewed in this same manner until an appropriate flight is identified.

	1. [bookmark: T3_F689]
	For this scenario, click the Reserve button to select this flight.
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	Step
	

	1. [bookmark: T3_F700]
	The Trip Payment Information page is displayed.

Click the Choose a credit card dropdown button to see a list of available credit cards and select the applicable credit card.
[image: ]

	1. [bookmark: T3_F711]
	For this scenario, select the HHS Test CBA* (...4411) credit card from the list.

Note:  for air reservations, a Central Bill credit card is typically utilized.
[image: ]

	1. [bookmark: T3_F722]
	Click the Next button at the bottom of the page.
[image: ]
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	Step
	

	1. [bookmark: T3_F733]
	

Once the flight is selected, the system will automatically retrieve the hotel search results based on the search criteria previously entered (this will not happen if the user did not select the “Find a Hotel” checkbox option).


[image: ]

	Step
	

	1. [bookmark: T3_F744]
	

The map and legend can be utilized to identify hotels that meet the selected search criteria.  The corresponding search results are listed below the map.


[image: ]

	Step
	

	1. [bookmark: T3_F755]
	

You can utilize the sections on the right hand side to enter hotel preferences, change the hotel search criteria, specify a price range, or select a specific hotel chain as required.

The expand and collapse icons can be utilized to view or change search criteria or hotel information as required.

	1. [bookmark: T3_F766]
	Click the vertical scrollbar to scroll down and review the detailed list of hotel search results.


[image: ]

	Step
	

	1. [bookmark: T3_F777]
	

Notice that the Per Diem limit is displayed at the top of the search results.

Right below the Per Diem limit, users have the option to expand the hotel details by clicking the Expand all Details icon or navigate to additional search results by clicking the Previous, Page Numbers, Next, or All links.

	1. [bookmark: T3_F788]
	Additional information for a specific hotel listing can be viewed by clicking the applicable “more info” link.

For this scenario, click the more info link for the Hampton Inn in downtown Cleveland on E Ninth Street.
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	Step
	

	1. [bookmark: T3_F799]
	

The additional information for the hotel is displayed in a new window.

You can review information such as the hotel’s phone number, street address, cancellation policy, and onsite facilities.  


[image: ]

	Step
	

	1. [bookmark: T3_F810]
	Once you are done reviewing the hotel information, the window can be closed by either clicking the close window icon or by clicking the close button at the bottom of the window.

For this scenario, click the Close window icon for the Hotel Detail window.
[image: ]

	1. [bookmark: T3_F821]
	Once an acceptable hotel is identified, the user can select the hotel and choose a room by clicking the applicable “choose room” link.

For this scenario, click the choose room link for the Hampton Inn in downtown Cleveland on E Ninth Street.
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	Step
	

	1. [bookmark: T3_F832]
	

The room types and rates are displayed.  FedRooms are listed at the top of the rooms listings if applicable.

You must select a hotel with a FedRoom rate and then choose an applicable FedRoom rate room.

You can utilize the small vertical scrollbar next to the rooms listing to scroll down and review additional room listings as required.

	1. [bookmark: T3_F855]
	For this scenario, select the FedRoom (1 King Bed Non-Smoking Free Hi Speed-lapdesk-curved Shower Rod) by clicking the applicable radio button.

Notice that you can also add the traveler's hotel program information if applicable.

	1. [bookmark: T3_F867]
	The hotel reserve buttons are color coded in the same manner previously discussed for air reservations.

Click the Reserve button to reserve the room.
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	Step
	

	1. [bookmark: T3_F878]
	A Rate Details/Cancellation Policy message displays in a new window.  You must check the box stating that you have reviewed the hotel’s rate and cancellation policy information.

For this scenario, select the checkbox option stating that “I agree to the hotel’s rate rules, restrictions, and/or cancellation policy by clicking on it.


	1. [bookmark: T3_F890]
	Click the Continue button at the bottom of the Rate Details/Cancellation Policy window.
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	Step
	

	1. [bookmark: T3_F901]
	

The Trip Payment Information Page is displayed.

You can select the applicable credit card for payment as previously illustrated when confirming the air reservation.

Note:  for hotel reservations, you will need to select either the 
traveler’s personal credit card or their government issued travel credit card.

For this scenario, the traveler's Government credit card which is the default selection will be utilized.

	1. [bookmark: T3_F912]
	Locate and click the Reserve Hotel button to confirm the hotel reservation.
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	Step
	

	1. [bookmark: T3_F923]
	

The Travel Details page is displayed.

You can add additional reservations (hotel, rental car, etc.) as required by clicking the applicable link or icon in the Add to your Itinerary section.  No additional reservations are required in this scenario.

	1. [bookmark: T3_F934]
	You can utilize the vertical scrollbar to scroll down and review the trip itinerary.

For this scenario, click the vertical scrollbar to scroll down to the bottom of the page.


[image: ]

	Step
	

	1. [bookmark: T3_F945]
	For this scenario, click the Next button at the bottom of the page.

Note:  at this point, you could cancel the travel reservation by clicking the Cancel button if required.
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[image: ]

	Step
	

	1. [bookmark: T3_F956]
	

The Trip Booking Information Page is displayed.

You can 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 e-mail address that the confirmation should be sent to as required.

	1. [bookmark: T3_F967]
	For this scenario, click in the Trip Description field.
[image: ]

	1. [bookmark: T3_F978]
	Enter the desired information into the Trip Description field. 

For this scenario, enter "Travel to facilitate training.".

	1. [bookmark: T3_F991]
	Click the Trip Purpose [Required] dropdown button.
[image: ]

	1. [bookmark: T3_F1002]
	A list of predefined trip purposes is displayed.  

For this scenario, click the DOMESTIC list item.
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	Step
	

	1. [bookmark: T3_F1013]
	

You can use the buttons at the bottom of the page to do the following:

     -  Display Trip:  click this button to view the trip details and itinerary.

     -  Hold Trip:  click this button to place the trip on hold.  

     -  Previous:  click this button to navigate back to the previous page.

     -  Next:  click this button to move forward and confirm your reservation.

     -  Cancel:  click this button to cancel the travel reservation as required.

	1. [bookmark: T3_F1024]
	For this scenario, click the Next button to navigate to the Trip Confirmation page.
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	Step
	

	1. [bookmark: T3_F1035]
	

The Trip Confirmation Page is displayed.

You can review the trip overview and itinerary as required by utilizing the vertical scrollbar.

	1. [bookmark: T3_F1046]
	For this scenario, click the vertical scrollbar to scroll down to the bottom of the page.
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	Step
	

	1. [bookmark: T3_F1057]
	Click the Confirm Booking button at the bottom of the page to confirm the travel reservations.
[image: ]
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	Step
	

	1. [bookmark: T3_F1068]
	

Clicking the Confirm Booking button on the previous page (Trip Confirmation page) automatically generates and saves the authorization.  Additionally, any online reservations made (Trip) will be saved and the system navigates you to the authorization’s Document Summary page.


[image: ]

	Step
	

	1. [bookmark: T3_F1079]
	

In the live travel system, you could close the document at this point and return at a later time to complete subsequent actions.  If you are doing so after your Go Live date in the live environment, remember this very important note:

The proper way to exit a document is to utilize the Close button.

Note:  if you leave the authorization without utilizing the Close button, the authorization will be locked and other users will not be able to access it.

	1. [bookmark: T3_F1090]
	

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: T3_F1262]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F1223]
	Press [Enter].
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	Step
	

	1. [bookmark: T3_F3]
	Congratulations!  You have completed Section 1. 

IMPORTANT INSTRUCTIONAL NOTE 

Once you click the enter key to finish this section, you must click on the Section 2 link in order to mark this Section as completed.  If you are not ready to complete Section 2 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 1 shaded in indicating that the Section has been marked complete.

You can then return to the course when you are ready and simply click the Section 2 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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you with contextual
information or
instructional notes.
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I know. That activity was a little bit longer
than the first one but it looks like you made it.
Vielcome back and Great Joblll- There are
other types of reservations that can be created
utilizing the Concur Online booking tool in
much the same way and each have a few
unique steps. However, I'm way ahead of you.
I have also created a Users Manual for you
with all the steps to create any kind of Online
Travel Reservation that you can refer to
anytime. This Users Manual is available on the
NIH Travel Portal page.
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Section 1 Summary

That was a lot of information to take in. In summary,
during this section you learned about:

- Accessing the CGE Travel System
- The two processes for creating Authorizations within CGE

You also began a series of activities for the Creating
New Online Reservation(s) (Authorization Generated)
process flow. During the next section, you will learn
about and complete the actions for this process flow
up through the point of submitting the authorization
for review/approval.
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Section 1 Complete
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Navigating in the Virtual Classroom (4)

The action bullet indicates the action you must take to
progress forward in the contentor activity.
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More Navigation Tips

One more tip and this is an important one. During the
activities, some procedural action steps require you to type text
as directed in the bubble frame like the one depicted here.

Enter the desired information into the

Trip Description (optional) Used

to identify the trip purpose field.
Enter ™ .

Here, you would need to type “Travel to facilitate training.”
exactly as I typed it without the quotations. But, your
professor is a kind man and we are not here to learn how to
type. When you see these steps, you only need to type the first
three letters. So, you would type “Tra” in this example and the
simulation (activity) would advance.
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Great job so far! I hope those tips
will help make this course easier for
you to complete and ultimately help
you learn this travel system so that
you can continue to support the very
important mission here at NIH. Let's
take a look at our learning objectives

for this course.
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Overview/Learning Objectives

= During this course, you will be introduced to and
completing exercises pertaining to:

Accessing the CGE Travel System
Creating Travel Authorizations with and without Online Reservations

— Managing Travel Authorizations prior to Submission for
Review/Approval

— Managing Travel Authorizations after Review/Approval
Completing Travel Vouchers
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Accessing the CGE Travel System

Let's start with something easy. The CGE Travel
system is accessed in much the same way that you
access the GovTrip system today:

- From your web browser, navigate to the NBS Portal via
https://mynbs.nih.gov/SitePages/NBS%20Home.aspx

- Complete the Single Sign-On

- Navigate to the NBS Travel Portal by clicking on the
NBS Travel tab.

- Click the NBS CGE Production link in the Program
Launcher portlet on the left side of the screen.

- The CGE Home page will be displayed.

10




image11.png
Accessing the CGE Travel System Exercise

I have been talking too long. Now its time for you to
try your first exercise. Remember the navigational
tips I gave you and Good Luck!
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Welcome back and Great Job! Let's
take a few minutes and talk about
reservations and the two different
process flows that can be utilized in CGE

to create new travel authorizations.
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Travel Reservations

The term “Reservation” refers to an individual travel
reservation (Air, Rail, Hotel, Rental Car, or Taxi) and is
a component of the overall “Trip”. There are two
types of “Reservations”:

- Online Travel Reservation: this refers to travel
reservations that were booked utilizing the Concur Online
booking tool.

- Offline Travel Reservation: this refers to travel
reservations that were booked outside of the Concur
Online booking tool (via Omega). In CGE, offline travel
reservations are recorded as expenses but we will talk
more about that a little later.
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Creating New Travel Authorizations

There are also two different ways to create a new
Travel Authorization for your traveler:

- A travel authorization is automatically generated when you
create a new Online travel reservation of any type (Air,
Rail, Hotel, Rental Car, or Taxi). This is the recommended
process and should be used anytime that you will be using
the Concur Online booking tool to book reservations.

- You can also directly create a Travel Authorization and
then add travel reservations (whether Online or Offline
reservations) at a later time. You must utilize this
process if all the travel reservations are going to be made
offline.
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More about Creating New Travel
Authorizations (1)

I know that this may seem a little confusing at this point and it
is different than what you can do in GovTrip today. Itis very
important to understand the slight procedural step differences
utilized depending on which way you are going to create your
authorization.

Let's take a look at a few process flow diagrams that depict the
actions taken up to submission for review/approval for both of

these processes before we go any further.

Note: the procedural steps in the diagrams marked “as
required” will only need to be performed based on the specific
travel scenario you are working on.
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(Authorization Generated) Process Flow
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Create a New Authorization First Process
Flow

Create a New
Authorization

Edit Itinerary
Information (As
Required)

Add Online

Enter Lines of
Accounting
{1 €35}

Attach Supporting
Documentation
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Manage Expenses
(including Offline
Reservations as
Required)

Record an
Advance (As
Required)

Manage “Other
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(As Required)

Perform Pre-
Audits and Submit





image35.png
More about Creating New Travel

Authorizations (2)

Notice that the process flows are very similar and only
a few actions are different. However, the procedural
steps taken to perform those actions are different in
some cases.

To that point, I have prepared exercises for you
utilizing both of these processes to create new travel
authorizations and then manage those authorizations
through submission for review/approval.

One more note...hmmm...maybe later...I think I hear
the boss coming.
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ucy, we have two new
travel packages that I
need you to do. Plus, it
will give you some
experience in our new
travel system.

Not a problem.
I will start right
now.
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First one first. Hmmm. Okay. Maybe
not so lucky for this guy. Looks like
he is taking a trip to lovely Cleveland,
Ohio. So for this one, it looks like he
needs both Air and Hotel reservations
and I want to try out this Concur
Online booking tool. Which process
should I utilize?
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a. Create a New Authorization without Reservations

b. Create New Online Air and Hotel Reservations

(Authorization Generated)

c. Add a Hotel Reservation

d. Create a New Rail Reservation (Authorization
Generated)
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Excellent choice! So, for our first traveler, we
will be utilizing the Creating New Online
Reservations (Authorization Generated)

process flow. I will insert the process flow
diagram and indicate the procedural action
being performed as you complete your
activities. Hopefully, this will help you
comprehend each action and understand how
that specific action fits into the overall process
flow. I will also jump in where I think it is
important and provide additional information
about specific actions before each
exercise/activity.
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Stops: 0 Duration: 1h 29m Economy: H De Haviland DHC-8 Dash 8-200
Fare basis: HCAAD 152 Ibs C02

OH (CLE) - Washington, DC (IAD) Fr, Sep19

Hoplins Intl Arpt (CLE) Washington Dulles Intl (IAD)
Depart: Friday, 04:55 pm Arrive: Friday, 06:18 pm
Stops: 0 Duration: 1h 23m Economy: H De Havilland DHC-8 Dash 8-400
Fare basis: HCAIAD 152 Ibs CO2

Govt. Contrsct  Govt Contract
Discounted (Refundable)
Refuncabe) su800
541000 -
©

United - (Sabre)
Fare Rules
Ticketis refundable
E-Ticketing Availeble

GSA Information
Limited capacity Government Contracted Fare
This contrac fore,if domestic, includesal eisting Federa, State, and local toxs, as wel as sirport
maintenance fees and other administrative fees. It does not include fees suich as passenger
charges, segment fees, and passenger security service fees. I international,this fare is exclusive of
toxes and fees,but inclusive of fuel surcharge fees.

View more fares

Frequent Fyer Programs: o Program selected 5]

+Add 3 Program

Starting From: _ IAD  0sispm ., CLE  O844pm 0 1nZm

[V DCA-Washington, DC (S314.00]
[ 12D - Washington, DC (5371.00)
Arival

[P CLE - Cleveland, O (5224.00)
Retum

Departure

[P CLE - Cleveland, O (5224.00)
Arrival

|7 BWI- Baltimore, MD (5224.00)
[ DCA - Washington, DC (S314.00)
|7 12D - Washington, DC (5346.00)

Connecting Airport Fiters
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[ DCA-Washington, DC (5314.00)
7 14D - Washington, DC (5371.00)

CE o4s5pm ., IAD  0818pm 0 1nZim

Compare + 000 R More e this + Gmsd || |
Return
= . . Departure
United Dulles Intl 1AD) Intl Arpt (CLD)
Lot S e i et \ ] 7 CLE- leveland, OH (5224.00)
" " Aot

Stops: 0 Duration: 1h 29m Economy: H De Haviland DHC-8 Dash 8-200
Fare basis: HCAIAD 152 Ibs C02

[V BWI- Baltimore, MD (5224.00)
[ DCA - Washington, DC (S314.00)

Return fight: Cleveland, OH (CLE) - Washington, DC (AD) Fri Sep 19 |7 12D - Washington, DC (5346.00)
United Hopkins Intl Arpt (CLE) Washington Dulles Intl (1AD) m— ors
#4924 Depart:Friday, 04:55 pm Arrive: Frday, 06:18 pm 19 | || |Connecting Airport Fit o

Stops: 0 Duration: 1h 23m Economy: HDe Havilland DHC-8 Dash 8-400
Fare basis: HCAIAD 152 Ibs CO2

Gowt, Contract | Gowt, Contract
Discounted (Refundable)

Refncabe) su800
541000 -
©
United - (Sabre)
Fare Rules

Ticketis refundable
E-Ticketing Availeble

GSA Information
Limited capacity Government Contracted Fare
This contrac fore,if domestic, includesal eisting Federa, State, and local toxs, as wel as sirport
maintenance fees and other administrative fees. It does not include fees suich as passenger
charges, segment fees, and passenger security service fees. I international,this fare is exclusive of
toxes and fees,but inclusive of fuel surcharge fees.

View more fares

Frequent Fiyer Programs: o Program selected =]

4 200 2 Program
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