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Travel Tips and Tricks #4: Steps for Travel Managers

Transitioning Employees
January 13, 2020

Overview: Lost and Found and Not Forgotten

DoD employees often transition between activities or agencies, or in SAP Concur parlance,
“groups.” To allow Travel Managers (TMs) to transfer the Traveler’s SAP Concur profile between
the losing and gaining groups, we created a designated group we refer to as “Lost and Found
and not Forgotten” to hold the Travelers’ profiles during this transition between groups.
Travelers must coordinate with their TM when transition from one group to another.

Scenario: Transitioning Traveler from DoD Agency A to Agency B

You are a Travel Manager with a Traveler who is transitioning from DTMO to a new assignment
at WHS. This Traveler will need to travel for WHS. This scenario explains what you need to do
to facilitate the employee’s transition to their new group.

DID YOU KNOW?

A Traveler can create trip requests in SAP Concur during their
transition period; however, they cannot submit those requests
until they are assigned to their new group.
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Losing Group’s TM — Update the administrative profile for a Traveler

who is transitioning to the new group.
User Impact Notice — (January 13, 2020)

1. When a Traveler contacts you to let you know about their reassignment, you must update
their administrative profile in SAP Concur. To open their administrative profile, log onto SAP
Concur, and from the home screen, select Administrative > Company > Company Admin >
User Administration, then search for and select their profile.

2. If the Traveler were leaving the Department of Defense, you would enter an Account
Termination Date under General Settings, but in this case, they are not, so go to step 3.

General Settings
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3. Under Expense and Invoice Settings, change the current value for both the Employee Group
— Level 2 and the LOA Group to Lost and Found and Not Forgotten.
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4. Clear all information from Approvers, Expense Delegates, Bl Manager, and Request
Approvers.

1
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Note: You have cleared the traveler’s old location assignment in preparation for a new
one. Essentially, the traveler will be starting with a clean slate.

Gaining Group’s TM — Update the Traveler’s administrative profile with
new information for their new group

1. Find and open the Travelers administrative profile as described in step 1 above.

2. Under Expense and Invoice Settings, change the value for both the Employee Group — Level

2 and the LOA Group to reflect the new assigned agency (i.e., WHS) and ensure the lowest
level for hierarchy is reflected any other Employee Group Levels, as needed.
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3. Update the information for LOA Label (if desired), plus the Approvers, Expense Delegates, Bl
Manager, and Request Approvers.
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Note: You have successfully re-assigned the traveler to the new agency.
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