ConcurGov Job Aid: Adjusting Lodging and M&IE in ConcurGov for TDY trips
to FEMA'’s Center for Domestic Preparedness (CDP)

Purpose: To provide a step-by-step guide to adjust Lodging and M&IE in
ConcurGov for CDP.

Assumption is Lodging and Meals are provided for the traveler.

Audience: Travelers and Arrangers

Information: Screenshot:

B coNcuRGoV

Step 1: Sign into ConcurGov

Sign In WARNING

Sign into ConcurGov using your username
and password.

Note: ConcurGov can be accessed
through the FEMA intranet or the
internet

at https://cge.concursolutions.com

Administration ~ | Help -

Step 2: Select Authorizations or [BICONCURGOV ~ Travel  Authorizations Vouchers  Approvals  Reporting + ——
Vouchers Tab

Select the Authorizations or Vouchers
tab and then select View Authorizations
or View Vouchers.

Step 3: Select Any Document Not Yetin | [ \/iew Authorizations
“ACCEPT” status or Create a New

Authorization/Voucher
Name Type TA Num Trip Name PNR# TicketBy DepartDate  LastStamped  Status In Use By
Authorization  AUTH30235  TESTING NEW Ul ON 04/01/2016 D6/05/2016 04/06/2016 SIGN
Locate your document from the ||St Of Authorizaion  AUTH39231  TESTING THE NEW SKIN OF COE 0310612016 02/09/2016
AUTH38234 Authorization AUTH39234 NEW Ul LOOK 02/1412016 031312016 CREATED

Authorizations or Vouchers. Select the
document name from the Name column.
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Information:

Screenshot:

Step 4: Open Document

Select Open Document from the Actions
pop up window.

Actions for AUTH39234

Open Document

Review Document
Copy Document

Delete Document

Close

Step 5: Select Expenses and Receipts
Tab

Select the Expense & Receipts tab to view
the expense information.

Traveler: Andre Pulliam  Authorization: AUTH39234 (AUTH39234)

Summary || Profile || Group || General

Exceptions

Accounting

Totals

Confirmation

Perform Pre-Audits

. H H H Expense List
Step 6. Edlt the fIrSt day Of LOdglng For Delete:  Select All Deselect All Currency: U S Dollar
# Alert Actions Delete Date Source Expense Description Amount Type
o ] ) > B g e =2l
Select the Edit icon for the first day of Lodging, : R
or click on the line between the Expense s #0E g o Lot 0o
Description and the Amount. « #O@ [ s
5 LS80 | | oziezoie Lodging 89.00
6 rd E ] 02162016 MSE 51.00
7 _) E [ ‘ 02172016 Lodging 89.00
8 Z O E | n2n7018 uaE s

Step 7: Edit Lodging Cost

Click the Copy Per Diem Expense Values and
Conditions link

Edit Expense Details

ICopy Per Diem Expense Values and Conditions I

Create Expenzes Through

Expense Date™® |

Expense Description™® | Lodging
| =

Cost™ |89.00 | &8 usD

Payment Method™® | BA - |

' Show Other Details

“'Show Per Diem Conditions Per Diem Rates: 89.00 / 51.00

Step 8: Edit Lodging Cost

In the Copy Per Diem Expense Values and
Conditions pop-up screen

e  Verify the last day of lodging is in the
Copy Through box

e  Correct the Amount ($0.00) in the
Cost field that you want to copy
through all dates of lodging

e C(Click Save

Copy Per Diem Expense Values and Conditions

Selected Per Diem Expense o

*Required Field

Expense Date | 02/14/2016
Expense Description | Lodging
Expense Category 'Lodgmg

Copy From | 02142016
I Copy Through® | 0211916 le

Values to Copy

The values specified below will be copied to all expenses of the same Per Diem type
for the durgliggspecifie

Payment Method™ | BA | =

Accounting | El

Per Diem Conditions
Per Diem Rates: 89.00/51.00
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Information: Screenshot:
Step 9: Adjust Lodging cost prrgll i oo o
1[ LB [ vueeros Lodging 0.00
Verify the Lodging cost is reduced to $0.00 2 7 E) O oz [ 28
3 I LAE O owses Lodging 0.00
& / E 0 02152016 M&IE 51.00
5 I L 00E [ veeos Lodging 0.00
6 LNE O overoe M&IE 5100
7 I L NE [ onieoe Lodging 0.00
B , Iﬂ ‘ " 02172016 MA&IE 51.00
9 I LO0F [ e Lodging 000
10 LOE [ owss MAIE 51.00
i I & H [] 21906 Lodging 0.00
Step 10: Adjust MSE proalt g ol e
1 #0E O v Lodging 0.00
Select the Edit icon for the first full day of i 0@ O onee waE 2025
MA&IE, or click on the line between the 3 L0E O s Lodging 000
Expense Description and the Amount. : g o & < —
5 , E E 0211672016 Lodging 0.00
6 L E [ oxneeoe M&IE 51.00
7 L OE O oo Lodging om0
] L OF O oume M&IE 51.00
9 L AF O ocenvoe Lodging 0.00
10 , E ’— 02/18/2016 M&IE 51.00
" L 0F [ o2nws Lodging 000

Step 11: Edit M&IE Cost

Click the Copy Per Diem Expense Values and
Conditions link

Edit Expense Details

ICcpy Per Diem Expense Values and Conditions I

0211512016 |

Create Expenses Through | |

Expense Date™

[v]]

f
Expense Description® | M&IE

Cost* [51.00 |88 usD

Payment Method* | CASH[v |

' show Other Details

™ show Per Diem Conditions Per Diem Rates: 89.00/51.00

Step 12: Edit M&IE Cost

In the Copy Per Diem Expense Values and
Conditions pop-up screen

e  Verify the last day of full M&IE in the
Copy Through box is the next to last
day of your trip.

CAUTION: the system will default to

include the last day of trip (travel day).

e Select Meals Provided
0 Select Breakfast
0 Select Lunch
O Select Dinner

e Verify cost is $5.00

e  Click Save

Copy Per Diem Expense Values and Conditions

Selected Per Diem Expense
*Required Field

Expense Date |nz-‘|5.-2ma

Expense Description | M&IE

Expense Category

Values to Copy
The values specified below will be copied to all expenses of the same Per Diem type
for the duration specified

Cost* [5.00 88 uso

Payment Method® |

Accounting |Q|

Per Diem Conditions
Per Diem Rates: 89.00/51.00

[M&IE Per Diem Conditions

() Reguiar MEIE
(@ Mesls Provided

[W]Breskfast [¥] Lunch

Dinner
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Information:

Screenshot:

Step 13: Verify M&IE Adjustments DGt is
For Delete:  Select All Deselect All Currency: U.S. Dollar
# Alett  Actions  Delete Date Sourse Expense Description Amount Type
Verify M&IE is reduced to $500 erda 1 s, 0214/2016 Ladging 0.00
0E O
for all days except first and last day. 2 y = 021472018 MaIE 3825
L0 O
5 £ 0E O s Lodging .00
I i £ F [O o2eeoe MEIE 500 I
5 #F [ ouweme Lodging 0.00
I 6 £ E [ oeezoe M&IE 5.00 I
7 #0[E [ twiwaoe Lodging D00
I 8 , E D 021772016 MEIE 5.00 I
g S UE O weoe Lodging 0.00
Iw £ UE [ ozeme MaIE 500 I
11 S 0E [ ozeme Lodging 0.00
I,; 2 0E [ e M&IE 5.00 I
= #0E [ nveoee MAIE 2825
Step 14: Verify Lodging and M&IE Expense List
i For Delete:  Select Al Deselect All Currency: U.S. Dollar
ave adjuste
# Alert  Actions  Delets Date Source Expense Description Amount Type
. . ¥ LOE [ e Lodging noa
Verify lodging expenses have been E
. . 2 p. D2H4/Z018 M&IE 3825
adjusted to $0.00 and M&IE adjusted to 7008 O
. 7 D2/15/2018 Lodgin n.0a
$5.00 per day for all days except for first L 08 O ks
and last day 1 # 1F [ nvnseoe MaIE 500
' i L 0F O oziezoe Lodging noa
= 2672018 M&IE 500
L2008 0O
, LOE O e Lodging noa
s #9F O veimeoe M&IE 5.00
5 #GFE [ vereeoe Lodging n.oa
10 #E [ veeeoe M&IE 5.00
= #F [ vzeeoe Lodging n.0a
12 #E [ owreroe M&IE 500
i SOE [ otweoene M&IE 2825

You have successfully adjusted Lodging and M&IE in ConcurGov for CDP!
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