ConcurGov Job Aid: Creating a Blanket Authorization

Purpose: To provide a step-by-step guide to create a blanket
authorization

Audience: Travelers and Arrangers

Information: Screenshot:

Step 1: Sign into ConcurGov §ocheel

WARNING

This s 3 U 5 Federal Govemment infarmiation
Sjstem nat = FOR OFFICIAL USE DMLY

Sign into ConcurGov using your username
and password.

PRIVACY ACT NOTICE
et ol gt « A

Note: ConcurGov can be accessed [ oo | -
through the FEMA intranet or the
internet at
https://cge.concursolutions.com

Step 2: Enter your User Name.

@ concurcov

. Sign In WARNING
Enter your User Name and Password in = } R AR e
the User Name and Password fields. § privacy AcTNOTICE
e User Name is your FEMA email
address

e  Password is case sensitive

Click the Sign In box

Step 3: Select the Authorizations Tab
CONCURGOV Travel Authorizations Vouchers Reporting -
Click Authorizations Tab to begin creating an
authorization.

Wiew Authorizations Mew Authorization Search Authorizations

Step 4: Select New Authorization
CONCURGOV | Travel | Authorizaions  Vouchers

Click New Authorization to begin creating
an authorization

Wiew Authorizations New Authorization Search Authorizations

Creating a Blanket Authorization 1.0 1


https://cge.concursolutions.com/

Information:

Screenshot:

Step 5: Select the dropdown

Select the dropdown for document type.

e fWiI iams, Doug @
Document Type* _ﬂ

Create Dosument

Step 6: Select the Correct option

Select Blanket Auth from the
dropdown.

Traveler Mame | Yilliams, Doug Q 3

Document T-,.lpe"I

T T
I Blanket Auth

Step 7: Click Create document

Click Create Document to start your
new document.

Traveler Mame

!Wil iams, Doug O |

Document Typg

Step 8: Complete the data entry

Click into the Trip Name field. Tell
your trip’s story (example: EMO # 4
Training Class in Anniston, AL
01/10/2016 — 01/23/2016; Blanket #
BLKT000952).

Document Information | Trip Informati
*Required Fiskd
e* | Blanket Autn

* |BLKCTOO1301

Document Date™ | 08/262018

Tanun® | BLIcTD01301

Trip Name

=

Step 9: Enter the Type Code

Click the dropdown for the Type
Code field. Select Blanket Auth.

Document Infarmation || Trip Information
*Required Fisld
Document Type™ | Blanket Auth

Document Nsme™ | BLKTO01301

Document Date™ | 05/28/2018

TaNUM® | BLKTDO1301
Trip Name [EMO # 4 Training Class in Anniston, AL 01/10/2016 — |
| D1723/2016: Blanket # BLKTOODGS2 vl

Sponsorad Travel
Gumency [U.5. Doar[ ]|

I Type Code™ | R ﬂ\ I
Purpose™ | ~]

Add Travel to Open, Group, or Surge Blanket (]
&
ihorzaton (L2

Document Detsil [EMO # 4 Training Class in Annisten, AL 01/10/2018 — ~|
| 01/22/2018: Blankst # BLKTO000S2 w|

Creating a Blanket Authorization 1.0




Information:

Screenshot:

Step 10: Enter the Purpose Code

Click the dropdown for the purpose
and select the correct purpose of
your trip.

Document Information || Trp Information
*Required Fisld

Dacument Type™ | Blanket Auth

Document Name™

|BLcrooram
Document Date™ | 05282016

TANUM® | BLKTDO1301

Trip Name [EWO = n Anmiston, AL D1A072076 -
01723/2016; Blanket # BLKTO00952

l<>]

Sponsorad Travel
Curreney |U.S. Dallar[V] |
Type Code™ | Blanket (Cost)  [w]
I Purpase® | v I

Aushorzaton | L2])

Document Detail [EMO # 4 Training Class in Anniston, AL 01/10/2016 —

01/23/2016: Blanket & BLKT000852

<>

Step 11: Enter the Trip Information

Click the Trip Information Tab to
enter:

Dates of Blanket
Itinerary. Locations.
Purpose

Note: Make sure your Itinerary Dates
and Trip Begin and Trip End dates
match

Document Informatan | Trip Information

*Required Fisid

Trip Numbar 1
Depart From &2
Retum To Return Selestion v

Trip Duration | Multipie days

[v] TucEEngs'sI =]

Comments.

Itinerary Locations

Row Alerts Delete Arrival Date™ Departure Date™ Hinerary Location™

2

Purpose

Add more rows

Unlisted Override

Step 12: Click Override

Click the Override button

Document informstion || Trip Information

*Required Fieid

Return Selection ~

[¥]|  TripBeginDate | Trip Ena Date | [

Itinerary Locations

Row Alerts Delete Arrival Date™ Departure Date™ Minerary Location*

Purpase
1 3] =) searen Q

Sch i

Add more rows

Uniisted Override

[=a]
0 =

Step 13: Complete Override
Lodging and M&IE data

Click Into the Lodging box and enter
S0. Click into the M&IE box and enter
S0. Then click the Use button.

72 Override Lodging and M&IE - Internet Explorer
Override Lodging and M&IE

) Overide normat lodging and M&IE caleulations by using 1} s specified number of days. or 2) specified tofsl cos.
View more >

Override Type

(@ Cost  (()Days

(o] & =]

Reset | Use  Close
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Information:

Screenshot:

Step 14: Click Create Document

Click the Create Document button
for the second time

n | Trin information

an | Muitiole days ~

Itinerary Locations
Row Alerts Delste Arrival Date™ Departurs Date™
4 = & oo

[l

Trp Ene o | [ 0702018

Winerary Location™

ANMISTON, AL

Canesl  Grasts Documant |

Add more rows

Unlisted Ovarride

EN |
N

Step 15: Verify your Blanket is
created

Review the document number.

New Authorization

You have successfully created a Blanket Authorization in ConcurGov!
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