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ConcurGov Job Aid: Create a Voucher in ConcurGov  

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 

Select the Vouchers tab and then select 
New Voucher. 

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

Select Voucher from Authorization 

https://cge.concursolutions.com/
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Information: Screenshot: 

Step 4: Create Document 

Click Create Document 

Note: This will create a split screen 

Step 5: Select the document to 
Voucher  

On the bottom half of the screen, select 
the document to voucher by clicking the 
edit icon 

Note: The Authorization must be in 
Accept status to voucher 

Step 6: Verify correct information  

Click Create document for the second 

time Note: you can click the Create Document on 
the top or bottom of the screen 
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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.  

Step 8: Review for Actuals 

Review each tab for actuals and adjust as 
needed for expense spent 

You have successfully created a Voucher in ConcurGov! 




