ConcurGov Job Aid: Adjusting Lodging and M&IE in ConcurGov for FEMA’s
National Emergency Training Center (NETC) / Emergency Management
Institute (EMI)

FEMA

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

Assumption is Lodging is provided and the Meal ticket is purchased by 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

Step 2: Select Authorizations or Vouchers
Tab

Administration ~ | Help ~

[@ CONCURGOV Travel  Authorizations Vouchers Approvals Reporting ~

Profile ~

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

Step 3: Select Any Document Not Yet in View Authorizations
“ACCEPT” status or Create a New
Authorization/Voucher
Name Type TA Num Trip Name PNR# Ticket By Depart Date Last Stamped  Status In Use By
Authorization AUTH38235 TESTING NEW Ul ON 04/01/2016 061052016 04/06/2016 SIGN
Locate your document from the ||st of Authorization  AUTH39231  TESTING THE NEW SKIN OF GGE 03/0612016 02/09/2016
Authorizations or Vouchers Se'ect the AUTHI9234 Authorization  AUTH39234 NEW Ul LOOK 021142016 037312016 CREATED
document name from the Name column.
Step 4: Open Document Actions for AUTH39234
Select Open Document from the Actions pop
up window. Review Document
Copy Document
Delete Document
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https://cge.concursolutions.com/

Information:

Screenshot:

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

Step 6: Edit the first day of Lodging

Select the Edit icon for the first day of
Lodging, or click on that line between the
Expense Description and the Amount.

Expense List

For Delete:  Select All Deselect All Currency: U.S. Dollar
# Alert  Actions  Delets Date source Expense Description Amount Type
) 1 L OE O oxsee Lodging 98.00 B
2 LOE O e maiE 4425
3 g O ceewn e : w0
g #F O ozsene WaE 50.00
5 #0F O oweecs Lodging 28.00
6 L 0E O oweeme meiE 50.00
7 L 0E O oxece Lodging 98.00
' 4 E O oa1maee MEIE 50.00

Step 7: Adjust Lodging Cost

Click the Copy Per Diem Expense Values and
Conditions link

Edit Expense Details

Copy Per Diem Expense Values and Conditions I

Create Expenses Through |

Expense Date™ | 02152016

Expense Description™ | Lodging ﬂ
Cost™ |28.00 E usD

Payment Method ™ |IBA ﬂ

 Show Other Details
N Show Per Diem Conditions Per Diem Rates: 93.00 / 59.00

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 Click Save

Copy Per Diem Expense Values and Conditions X

i ~
Selected Per Diem Expense
* Required Field

Expense Date |02115/2018
Expense Description |Lodging
Expense Category |Lodging
Copy From |02115/2018

I Copy Througn™® 02118718 I

Values to Copy

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

for the
i uso

Payment Method® |84 [V
Accounting | [@]

Per Diem Conditions
Per Diem Rates: 23.00/58.00

Lodging Per Diem Condition Per Diem Rates: 98.00/59.00

@ Reguisr Lodging v
() Actusl Lodging
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Information: Screenshot:

Step 9: AdeSt LOdging COSt E;D[)eeir;lse‘? L‘:z\ecl.ﬁl‘ Deselect All Currency: U.S. Dollar
# Alert  Actions  Delete Date Source Expense Description Amount Type
Verify the Lodging cost is reduced to $0.00 : : g E ;:::: ;:ig ji::
o] 2@ O e Ledging 500 |
sf  s0@ O e Lodaing oa ]
& S [ veemme M&IE £0.00
= I LOE [ oo Lo 000 I
8 LOE [ oeoe MEIE s0.00
9| & E [] U1seo1e Lodging 0.00 I
10 S O[E [ oeeos M&IE s0.00
1 I L F [ oiezon Lodging n.oa I
13 LOE O e MaIE 4425
Step 10: AdJUSt M&IE FEu)I(rD[!ee::lst::a L‘gllectAl Deselect All Currency: U.S. Dollar
# Alert  Actions  Delete Date Source Expense Description Amount Type
Select the Edit icon for the first full day of 1 #0E O oenseoe Ledang e
MA&IE, or click on the line between the 2 F OB [ e e i
Expense Description and the Amount. : # O O s A G
s #0F O onewe Lodgip
& , EI D 02/16/2016 MEIE 506.00
7 rd E| [] Eenizots Lodging o.oo
g rd B [0 oenizoe Mg ge.00
9 # E QO vensene Lodging 0.00
10 L OF [ veeme MEIE 50.00
11 # E| [, ‘Aergnoie Lodging p.og
12 # F [ oveezoe Male 56.00
13 L BE O f2etre nel #420
Step 11: Edit M&IE Cost Edit Expense Details
opy Per Diem Expense Values and Cond!iiotsl
Click the Copy Per Diem Expense Values and Craste Expenses Througn | [ | ]
Conditions link Expense Date® | [ | 0211502018 |
Expense Description™ [M&IE ;]
cost*[s000 | BEUSD
 Show Other Details
' Show Per Diem Conditions Per Diem Rates: 98.00 / 59.00
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Information: Screenshot:

Step 12: Edit M&IE Cost
Selected Per Diem Expense
In the Copy Per Diem Expense Values and * Raquired Fisld

|02r15/2016

Conditions pop-up screen Expense Date

Expense Description | M&IE

e Verify the last day of full M&IE in the Expenss Category |MEIEPerDiem
Copy Through box is the next to last e - |
day of your trip. I Gy T {12580 I

CAUTION: the system will default to Values to Copy
. . The values specified below will be copied to all expenses of the same Per Diem type
include the last day of trip (travel day). for the duration specified.

Cost™ [20.04 88 uso

Payment Method ®

e Change Cost Amount to
O Students 530.04

O Instructors $31.55 e
e Select M&IE Override
e Select Override by Amount MSIE Per Diem Conditions
e  Enter Amount to Override @ el

() Meals Provided

O Students $30.04

O Instructors $31.55
Remember the Cost Amount and
Amount must be the same.
e Click Save

Amount™ | 030.04

Step 13: Verify your Lodging and M&IE Euxr%eelr:ie LI:;Iect.A; Deselect All Currency: U.S. Dollar
have adeStEd # Alert  Actions  Delete Date Source Expense Description Amount Type
P LOE O oxee Lodging 85,00
Validate all lodging expenses have been 2 LOE O ocereeoe maiz 4425
adjusted to $0.00 and M&IE adjusted to $30.04 : [ #0@ O owowne Lodging 20 I
per day for all days except for first and last day. . ¢ @ 0O oo Wziz 004
5 LOE O oeme L 0o
7 rd E [0 Da7zos Lodging 0.oa
+  #0F O o ware w004
s LOE QO vnewme Lodamg oA
10 & IE [ oenszoe M&IE A004
14 £ E [ oeneze Lodging 0.00
12 SOE O onems MEE 3003
13 S OE [ owen2me VA 4525

You have successfully adjusted Lodging and M&IE in ConcurGov for NETC / EMI!
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