ConcurGov Job Aid: Create a Voucher in ConcurGov

I i' I EMA Purpose: To provide a step-by-step guide to Create a Voucher in ConcurGov.

Assumption is Authorization has been approved and is in Accept status.

Audience: Travelers and Arrangers

Information: Screenshot:

Step 1: Sign into ConcurGov

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

Step 2: Select Vouchers Tab
CONCURGOV Travel Authorizations Vouchers Reporting -

Select the Vouchers tab and then select

New Voucher. .
Wiew Youchers Search Vouchers

Note: It is a good practice to review the
Authorizations Tab first to make sure the
Authorization is in Accept status.

Step 3: Click Document Type dropdown New Voucher

Select Voucher from Authorization

0 Ta select a traveler, click on the EID or Traveler Name lookup button

Page Help

*Required Fisld

Traveler Name | Wiliams, Doug Q

Da:JmertTy:e* A

: Voucher From Authorzation
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https://cge.concursolutions.com/

Information:

Screenshot:

Step 4: Create Document
Click Create Document

Note: This will create a split screen

New Voucher

0 To select a traveler, click on the EID or Traveler Name lockup bution.

Pape Help

*Required Field

Traveler Name

Decument Type m i 4|

| Williams, Doug @

Step 5: Select the document to
Voucher

On the bottom half of the screen, select

Document Search (Voucher From Authorization)

Document List

Traveler. Doug Williams

Click on an entry o sefect

Click Create document for the second

Noi: you can click the Create Document on
the top or bottom of the screen

Helg: A

Document Information || Trip Information
*Required Field

Type™ |Voucher

* [veHi 24210

Dam2ron1n

Gurrency |U.S. Dollar[+]
Type Code™ |Single Trip [
Furpose™ [TRAINING [~

Document Detail (g

D4/0212018

Trin Name [EMO TRAINING CLASS. ANNISTON, AL 03/202016 -

INING CLASS. ANNISTON, AL 0372072016 -

€>

<>

. . TA Num Cross Funded Org Dep Date Status InUse
the document to voucher by clicking the Dsaaen Ao P ez PREVEW APPROVED
edit icon
Note: The Authorization must be in
Accept status to voucher
Step 6: Verify correct information et
@ i 2 trip-based documant, click the Trip Information tab ko edit/view the trp information
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Information:

Screenshot:

Step 7: Voucher Created
The Voucher has been created.

Note: The VCH identifies you are now in the
Voucher.

Traveler: Doug Willams Voucher:

Document Information forffvCH134219

F this s  tip-based documant, cick e Trip Information tab 1o ed® view the trp information

needed for expense spent

G CLASS, ANNISTON, AL 03202018 =
Step 8: Review for Actuals Traveler: Doug Williams Voucher: VCH134219 (AUTH39241)
Summary || Profile || General |l Expenses & Receipts [§ Exceptions || Accounting || Totals || Confirmation || Perform Pre-Audits
Review each tab for actuals and adjust as e m

You have successfully created a Voucher in ConcurGov!
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