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Relocation Concur Travel Request — Job Aid for Participants/Fellows

IMPORTANT TIP: Prior to creating and submitting your Concur Travel Request for your
Relocation, please complete the following tasks:

e Be mindful of your relocation allowance on your appointment letter

e Contact Travel Central at travelcentral@orau.org and advise your estimated move
dates.

e Be aware that Per diem maximum allowances for relocation are: Lodging - $96, Meals
& Incidentals are $55 (75% for first and last day of travel). Current relocation for
mileage is .17 per mile.

e Please visit our the Relocation section of the ORISE Travel Central website at Relocation
Guidance Link. for more details,

NOTE:

¢ Ared asterisk * indicate a required field.

e Grey question marks “?” are Tool Tips to assist you. To see the Tool Tips, hover
your cursor over the “?”.

Create New Travel Request

1) Click on Request Travel in Zintellect, to get to the Concur Home page.

2) To create a new Travel Request, click on New:

SAP Concur Requests Travel Expense Approvals Reporting = App

ORAU

Hellq Nan New
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3) Click on Start a Request to open the Create New Request form:

Create New Request

Request Policy * Request Name * @ Supplemental Request
*ORAU Relocation - Approve then Book v Relocation to Washington DC| Search by =
Relocation Start Date * Relocation End Date * Relocating From* @)
05/01/2021 = 05/15/2021 =) Knoxville, TN
Relocating To* @) Booking Type * Main Destination City *
Washington DC 1. On-Line in Concur v US w | Washington, District of Columbial
Main Destination Country Business Purpose Project *
us Relocation { house hunting, inbound move or household move) Y -

Task *

Ceiling Allowance

Comment

4) This Create New Request form includes basic trip information. Complete all sections
as follows:

a. Request Policy - Select ORAU-Relocation Approve then Book

Request Policy *

*ORAU-Travel Approve then Book v

None Selected

*ORAU Relocation - Approve then Book —

*ORAU-Travel Approve then Book

R L R L =

b. Request Name - Enter Relocation and the City, State you are relocating to:

Request Name * (@)

Relocation to Washington DC |
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c. Request Trip Start Date - Enter the expected date the Relocation will begin or click on the
calendar and select the Trip Start Date:

Request/Trip Start Date *

d. Request Trip End Date - Enter the date the Relocation will be complete or click on the
calendar and select the Trip End Date:

Request/Trip End Date *

e. Trip Type - Select Domestic Travel or International Travel:

Trip Type *
Domestic Travel v
None Selected
Domestic Travel
International Travel

Interview Travel

f. Booking Type - Select how you will book your airfare:

- On-Line in Concur: (preferred option) It is recommended that all domestic bookings are
booked via the Concur Booking Tool.

- Travel Agent Assisted: Upon approval of this Travel Request, this option sends an
automatic notification to our contracted travel agency who will contact you to complete the
booking.
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- Other: Select this option if you are booking your own airfare (not using Concur or Travel
Agent), or if there is no airfare required for the trip. Note: You must ensure your program

allows this option.

Booking Type *
1. On-Line in Concur v
None Selected
1. On-Line in Concur
2. Travel Agent Assisted - orau@tlcorporate.com
3. Other |
g. Business Purpose - Enter Relocation to( destination city )
h. Main Destination City - Enter the destination
i. Project - Project Code will be pre-filled
j- Task - Task Code will be pre-filled
k. Comments - Enter any information your approvers should be aware for travel.

5) Click the Create button:
Main Destination City * @
Business Purpose * Project * o

Y v

Task *

=
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Expected Travel Expenses

6) Expected Travel Expenses: For the purposes of Relocation only complete the Expected

Expenses form as follows:
a. Add: Click the Add button to begin entering expected expenses for your trip.

EXPECTED EXPENSES

) E
~03. Mileage P |
~0T.

Other
“ 08. Meals

Children Per Diem (over 12 yrs of age)

Children Per Diem (under 12 yrs of age)

b. New Expense: Other- Enter the maximum amount allowed for reimbursement found on
your appointment letter. Click Save.

New Expense: Other $2,000.00 e - |

05/01/2021

@ Allocate
Relocation Start Date
05/01/2021 05/15/2021

Description Transaction An i Currency *
Relocation Expenses 2,000.00 US, Dollar ~
Comment
Max allowance is $2,000

Relocation End Date

m cancel

Job Aid - Concur Travel Request May 2021



A

W OAK RIDGE INSTITUTE
% FOR SCIENCE AND EDUCATION

IMPORTANT NOTE: Be advised, this does not mean you will have $2,000 to spend freely. You
are required to submit an Expense Report after travel is complete to provide details of
expenses and copies receipts. Once approved, you will have up to the maximum allowable
amount of expenses approved.

7) After entering all Expected Travel Expenses on the Expected Expense form, click the Submit
Request button located at the top right corner.

Help~

Profile ~ &

Copy Request Submit Request

Note: Once your Travel Request has been approved, you will receive an email notification that
your trip is ready to book and the Travel Request will appear as READY TO BOOK on the Concur
home page:

Request to Travel — Ready to Book

SAP Concur [&] Requests Travel Expense App Center

Support | Help~

Prafle = &

Manage Requesis  Process Requests

Manage Requests vew | adivoRoousss

READY TO BOOK 122772020 APPROVED 120212020 RETURNED 0973072016

Trip to New York for Training Training in New York & Trip from Seattle to Los
Angeles
L+
Create New Request $1,025.00 $1.424.00 $241.20
' . ’ . :

Approved - Pending Booking Appioved Sent Back to Employee

SAP Concur

Manage Requests

Trip to New York for Training $1,025.00 [ e nctons <~ [ ok s

Approved - Panding Booking | Request ID 3CCT

Process Requasts

Roquest Detalls %  PrnuShars w  Aftachments ¥

EXPECTED EXPENSES

Expanas type Dotails Date T Amount Roquested

Hotel Resemvation New York, New York 12/27/2020 S$64500 364500
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8) Booking Travel - To book your travel, click on the Ready to Book and then the Book Travel
block at the top right hand corner of the page. This will take you to the Travel page to start the
booking process. See the Job Aid - Concur Booking Tool.

Note: If Travel Agent Assisted was selected in your Travel Request, the Travel Agency will
contact you to complete the booking and travel arrangements.
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