How to change a traveler’s organization.

This FAQ will give you the steps to move a traveler from their current organization to their organization. You must have access to both organizations to use this tip. 

1. From the GovTrip Welcome screen, click on TA Maintenance.
2. Click on the tools drop down, Select people and click Go.
3. Type in the traveler's organization, check Include Suborgs and the traveler's first and last name.
4. Click Search
5. Click Update and click Continue
6. Click on Lookup in the Organization Name field, type in the name of the Organization and click search.
7. Click Select next to the Organization name.
8. Do the same for Organization and Group Access if necessary.
9. Under General Traveler Data, select the new Routing List.
10. Click Save Changes.
