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Before booking travel in Concur, please be sure the following has been completed to avoid errors:
e Concur Profile has been updated completely with current information. All required fields must
be completed as instructed.
o Verify state email address in profile so you may utilize the receipts@concur.com function.
e State Travel Card has been saved in Concur Profile.
e Sign up for eReceipts. This can be found under the Alerts section of the home page.
e Travel Card has available credit to support purchases.

When travel arrangements are booked in Concur, a “Trip” is created. It is very important to refer to this
“Trip” if any adjustments need to be made to your arrangements, such as adding a rental car or
canceling a flight. This prevents additional Agency Booking Fees from being charged to your account.
More information on where you can find the trip information will be discussed later in this job aid in the
MY TRIPS/TRIP LIBRARY section.

This job aid walks you through the steps to book air, car and hotel individually. When you begin the
initial trip search, you will have the option to search for air, car and hotel all at one time.

BOOKING A FLIGHT

From Concur home page, use the Flight ‘i‘ tab to book a flight by itself or with car rental and/or hotel
reservations. To book car and hotel reservations without a flight, use the Hotel I*==| and Car = Search
tabs, respectively.

You can access the Flight ‘i\ tab by doing one of the following:

On the Concur home page, on the menu bar, click Travel.

On the Concur home page, on the menu bar, click the SAP Concur logo at the top left of the screen.

The Flight + tab is on the left side of the page.

4+ = =
Flight Search
Round Trip One Way Mt City

From g

Find an arport | Select multiple alrpans

Find an arport | Select multiple alrpans

Depart

w

depart| V]| [09:00 am[ V]| |22 [V]

Retumn @

w

depart| V]| [02:00 pm[v] | |22 [v]

D Pick-up/Drop-off car at airpart
[ Find & Hatel

Class Search by
Economy class [ w|||Price  [w]

[[] Specify a carier §
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STEP 1: START THE SEARCH

1.

Select one of the following types of flight options:

e Round Trip
e One Way
e  Multi City

In the From (Departure City) and To (Arrival City) fields, enter the cities for your travel. When
you enter a city, airport name, or airport code, Concur will automatically search for a match.

Note: Use the Find an airport and Select multiple airports links as needed.

Click in the Departure and Return date fields, and then select the appropriate dates from the
calendar. Use the remaining fields in this section to define the appropriate time range.

Click the ¥ arrow to the right of the time window to see a graphical display of nonstop flights
available for the routing and date you have selected. This allows you to adjust your search
criteria, if necessary, to see/reserve nonstop flights.

Notes:

e Each green bar represents 30 minutes of time. Place your mouse pointer over a green bar to
see all the flights available for that time slot.

e If you change locations or dates, click refresh graph for more data.

If you need a car, click the Pick-up / Drop-off car at airport check box.

|:| Pick-up/Drop-off car at airport
[ ] Find a Hotel

e If you need an off-airport car or have other special requests, you can skip this step and add a
car later from your itinerary.

If you need a hotel, click the Find a Hotel check box.
Additional fields appear.

e Choose to search near an Airport, Address, Company Location, or Reference Point / Zip
Code, and then enter the appropriate information in the available fields.

e If you are staying at more than one hotel during your trip or do not need a hotel for the
entire length of your stay, you can skip this step and add a hotel later from your itinerary.

Note: Before booking, canceling, or changing your hotel reservation, verify the hotel's
cancellation policy. Hotel cancellation policies have recently become much stricter. Fees
will likely apply.

You may also specify which airline you would like to search for if you have a preference by
selecting the Specify a carrier check box.
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Note: You can only search one vendor at a time, and this will override the preferred
airline searches normally done for all the frequent flyer number carriers.

If you click the Specify a carrier check box, a list of carriers appears that are color coded:
e The first (yellow) will be their frequent flyer carriers.
e The second (gray/khaki) are the most requested airlines.
e The remaining airlines are in alphabetical order.
8. You are also able to select the appropriate class of service.
9. Click Search.

STEP 2: PROVIDING INFORMATION

1. The traveler will be prompted to answer 2 questions in order to continue with their search.
2. “Before purchasing, have you notified your Travel Card Admin to increase your card credit
limit?”

a. If this has been done, you may continue with your search.

b. If this has not been done, you must get your credit limit adjusted or your reservations
will not be booked.

3. “Is a segment of this trip already booked in Concur?”

a. Ifyouare trying to edit or add a reservation to an existing trip, cancel this search and
access the current trip through the Trip Library in the Travel module. More information
on where you can find the trip information will be discussed later in this job aid in the
MY TRIPS/TRIP LIBRARY section.

b. If thisis a new trip, you may continue with your trip search.

4. If your card has the appropriate credit limit and this is a new trip, select “Next”.

Welcome to Concur!

We need a little more information to start booking your trip. Please take a moment to fill out the following
fields and click Next.

Thank you.

Before purchasing, have you notified your Trawvel Iz a segment of this trip already booked in Concur?
Card Admin to increase your card credit imit? [Required]

[Required] ﬂ

M

s | i

The flight search results appear.
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STEP 3: SELECTAF

LIGHT

On the Flight Search results page:

1. You have the option to Shop by Fares or Shop by Schedule to review available flights.

SAP Concur

Requests

Travel Trip Library Templates

Trip Summary

Select Flights
Round Trip

SEA -ATL
Depart: Mon, 05/28/2018

Travel

Tools

Expense Invoice Approvals

SEATTLE, WA TO ATLANTA, GA
MON, MAY 28 - THU, MAY 31

Hide matrix  Print / Email

apirit jetBiue
All

76 results

Spirit JetBlue

Airlines

App Center

\

.

American

Airlines

Administration ~ Help ~ |

Profile -

Show as | USD v

Alaska
Airlines

A
Delta

United

Return: Thu, 05/31/2018

1,022.40
1 results

1,047.40

6 results

Nonstop

7 results

568.59
1 results

88063
2 results

928.10

58 results

961.60
8 results

1 stop

69 results

Change Flight Search

Depart - Mon, May 28 Shop by Fares Shop by Schedule I

[ ] L ]
Depart 0620 A- 1128 A Flight Number Search Q Sorted By: Price - Low to High j
[ ]
Amive 02:01P-1158PF Displaying: 76 out of 76 results
Previous | Page:1 of 8 | Next | All
Return - Thu, May 31 ~
[ ] L ]

1 stop 7h 13m

10:55a SEA->09:08p ATL

2. On the Shop by Fares tab, to view additional details for the flights, click the Show all details
dropdown arrow.

3. To select a flight, click the fare button.

Selected Fare

06:05a SEA-04:07p ATL 1 stop DFW 7h 02m

~ American

Airlines

1stop CLT 8h 18m

12:24p ATL ~05:42p SEA

Show all details v

Policy for airfare is based on the Least Cost Logical Flight. This is the cost of what a non-stop
flight would be if that flight was an available option. Anything $25 over that cost is marked with
a yellow caution sign.

Note that a yellow caution sign next to the Fare button will indicate if the selection is out of
policy compliance. If one of these flights is selected, you will be prompted to select a reason
and this information will be sent to your supervisor, along with the results of your search.

Flights marked with a red exclamation point as Not Allowed are Basic Economy flights. Basic
economy flights are against state policy because if the flight needed to be canceled, the ticket
price could not be transferred to another flight. They appear in the Concur search for
informational purposes only.

On the Review and Reserve Flight page, you can do the following:
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e Review your flight details

e Enter your traveler information

e Select your frequent flyer programs
e Select your seat assighnment

e Review the price summary

e Select your method of payment

Note: Depending on your airfare provider, you may be able to click the Select a seat link to
select your seat on the flight. Select the appropriate Available seat from the Seat Map. If
the airfare provider does not allow seat selection at this time, you will be able to make your
selection further along in the process.

Seat Map (View Only)

Auaitable fights

American #1132, Boeing 717 800, Seattle Tacoma Intl Arpt (SEA) - Dallas Ft Worth Intl (DFW)
Sent nasignment i sunjoe! b Ehange up untl time af deparnare

B Avaiiabis o arl (2] # Exit row No seating &

B Preferential @ 7 Preferential

[ Pant preterential @ | Baid preterential

5. Click Reserve Flight and Continue.
STEP 4: SELECT A RENTAL CAR

If you requested a car on the Flight tab Search, the rental car search results appear. For information
about booking a rental car, see Booking a Car in this document.
STEP 5: SELECT A HOTEL

If you requested a hotel on the Flight tab Search, the hotel search results appear. For information
about booking a hotel, see Booking a Hotel in this document.
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STEP 6: REVIEW THE TRAVEL DETAILS PAGE (ITINERARY)

On the Travel Details page, review and change your itinerary, if necessary.
2. In the Trip Overview section:
a. Review the information for accuracy.
b. Inthe |l want to section, print or email your itinerary as appropriate.

c. Inthe Add to your Itinerary section, add a car, hotel, as needed.

Travel Details

TRIP OVERVIEW

Trip Name: Trip from Seatile to Memphis Add to your ltinerary
Start Date: 2016, July 18 (= @ ==
End Date: 2016, July 25 a .

Created: 2016. July 08, William MNever
(Modified: 2016, July 08)

Description: (No Description Available) 2
Agency Record Locator: MTEDPY
Passengers: William N Never

Total Estimated Cost: 549,208 USD Deuis

Airfare must be ticketed by an agent
by: 2016-07-09 23:00 Pacific

3. In the Flight section:
a. Verify the information for accuracy.

b. Click Select Seat or Change Seat to select or change your seat option (depending on the
airline).

c. Your company might allow you to change or cancel your flight from the itinerary page. If so,
click Change or Cancel, and then follow the prompts to change your outbound or return
flight.

Travelers given the option to change a flight will be able to select a different date or time for
the trip but must stay on the same airline.

Note: Changing a flight can result in fare changes.
d. Click Cancel all Air, as needed.

RESERVATIONS
Tuesday, November 20, 2018

@ Flight Montgomery, AL (MGM) to Atlanta, GA (ATL) Changs | Cancel.al i

Delta 3443
Opersted by ENDEAVOR AIR DBA DELTA CONNECTION

Departure: 08:00 AM Confirmation: HG2MTE
Montgomery Regional-Dannelly Field (MGM) Status: Confirmed

Durstiom: 1 haur, 4 minutes

Nonstop.

Seat: 12C (Confirmed)
Change seat

Aurival: 10:04 AM

Aflznta Hartsfiskd-Jsckson Inl Airport (ATL)
Terminsl: SOUTH TERMINAL

Additional Details
Aircrafi: Canadsir Jet Distance: 147 miles
E-Ticket

Gabin: MAIN GABIN (L)

o Add to your ltinerary
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Review the remaining sections and make the appropriate changes.
Review the Total Estimated Cost section.
Click Next.

The Trip Booking Information page appears.

No v s

STEP 7: REVIEW THE BOOKING INFORMATION

Use the Trip Booking Information page to enter additional information about your trip.

Trip Summary Trip Booking Information

The trip neme and description are for your record keaping conveniance.
Finalize Tri
@ P Trip Name Trip Description (aptionsl)

+ Review Travel Details This will appesr in your upcoming trip list Used to identify the inp purpose

Enter Trip Information Trip from Montgomery to Nashville
Submit Trip Confirmation

Send a copy of the confirmation to: @

Send my email confirmation as
(@HTML OPtsin-text

With my email confirmation. ..

Da nat include directions to hotels with smail [ v]

Flease enter your approved travel request ID [Required]

You may HOLD this reservation until: 10/30/2018 10:00 pm Eastemn

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

1. Enter or modify your Trip Name.

This is how the trip will appear on your itinerary and in the automated email from Concur. This
will also appear under “My Trips” on your home page.

2. Enter a Trip Description (optional).

3. Indicate if there is anyone else who should receive the initial confirmation email. Enter as many
recipients as needed, separated by commas.

If you book the trip, you will automatically receive the email. If you book the trip as an arranger,
you will also receive the email.

4. Choose your preferred email format, either plain text or HTML.

You will also be able to choose whether you would like to receive directions or maps to the
hotel.

This information will be part of the initial email from Concur.

6. The approved travel request ID must be entered in the required field. You will not be able to
proceed with booking if you do not have this information.

7. Click Next.
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Note: You will have the option to hold a trip. Travel will always display the length of time
this trip can be held on this page. Pay close attention to the date and time displayed; if the trip
is not submitted, approved, and ticketed by the date and time displayed, in most cases it will
be automatically cancelled.

Concur displays your itinerary on the Trip Confirmation page. This itinerary will include any
messages about ticketing policies.

Traregl Trip Library Templales Tools

N —— Trip Confirmation

o To COMPLETE BOOKING, piease press the "Confirm Bocking” Bulton afier revieseng this page
.: J_I Finalize Tri|:| To CANCEL, press the Cancel bution
¥

¥ Faview Travel Details
Submit Trip Confirmation

Trip Mame: Trip from Searte to Mamphis
Start Dave; 2016, July 18
End Dataz 2016, July 25
Craated: 2016, July 08, William Mever (Wadfied" 2008, July 08
Dascription: (Mo Descrption Available)
Agency Record Locator: MTEDEY
Paszengers: William N Kever
Todal Estimated Costz 549,208 USD

0 Axfare must be ficketed by an sgent by: 2160709 22:00 Pacific

Agency Name: CTE Demo Sine

STEP 8: PURCHASE THE TICKET

1.

2.

Click Purchase Ticket to send your request to the travel management company. At this time,
your agency will be charged a $5 booking fee by the travel management company.
Cancellations may be allowed within the same day without a charge to the travel card, but the
booking fee is nonrefundable.

The Finished! screen shows your confirmation number and information to contact the travel
agent.

Click Return to Travel Center.
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BOOKING A CAR
If you are booking a car related to an existing trip, be sure to access this trip through your Trip Library to
add the car booking. This will prevent additional booking fees on your account.

STEP 1: SEARCH FOR YOUR CAR

If you require a car but not airfare, from the Concur home page, request the car using the Car ™ tab
instead of the Flight + tab.

1. Enter your pick-up and drop-off dates and times.
2. In the Pick-up car at section, select either:
e Airport Terminal, and then type the city or the Airport code.
e Off-Airport, and then enter (or search for) the location.
3. Select the Return car to another location check box, as needed.

If you want to return the car to another location, additional fields will appear. Select either
Airport Terminal or Off-Airport, and then enter the appropriate location.

4. To see additional search preferences, click More Search Options.
Select the Car Type.
Tip: Hold the Ctrl key to select more than one type.

6. Select all your preferences, and then click Search.

STEP 2: PROVIDING INFORMATION

1. The traveler will be prompted to answer 2 questions in order to continue with their search.
2. “Before purchasing, have you notified your Travel Card Admin to increase your card credit
limit?”

a. If this has been done, you may continue with your search.

b. If this has not been done, you must get your credit limit adjusted or your reservations
will not be booked.

3. “Is a segment of this trip already booked in Concur?”

a. Ifyou are trying to edit or add a reservation to an existing trip, cancel this search and
access the current trip through the Trip Library in the Travel module. More information
on where you can find the trip information will be discussed later in this job aid in the
MY TRIPS/TRIP LIBRARY section.

b. If thisis a new trip, you may continue with your trip search.

4. |If your card has the appropriate credit limit and this is a new trip, select “Next”.
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Welcome to Concur!

We need a little more information to start booking your trip. Please take a moment to fill out the following
fields and click Next.

Thank you.

Eefore purchasing, have you nofified your Travel Is a segment of this frip already booked in Concur?

Card Admin to increase your card credit imit? [Required]

[Required] J
v

¥

som | bea-

The rental car search results appear.

STEP 3: FILTER THE RESULTS

There are two sets of filters: The matrix at the top of the page, and the Change Car Search area on the
left side of the page.

To filter your results using the Change Car Search area

1. On the left side of the page, use the show » and hide .. arrows.

2. Select the Use my default credit card check box, if needed.
This is the credit card that you set up as your default in your profile.

3. In the Change Car Search area:
e Change your pick-up and drop-off dates and times, and your pick-up and drop-off locations.
e C(Click More Search Options to select additional options such as a car type, and vendors.

4. Click Search.

The new search results display.
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To filter your results using the Matrix at the top of the page

1. Use the grid to filter the results.

e The preferred vendors are those on state contract (Enterprise and National).

e The shaded column, if any, displays the type of car defined in your company's travel policy.

e To see a particular size of car, click the cell with the car size. The search results below will

reflect that choice.

e To see cars for a particular vendor, click the cell for that vendor. The search results below

will reflect that choice.

e To see cars of a particular size and a particular vendor, click the appropriate cell. The search
results below will reflect that choice.

STEP 4: SORT THE RESULTS

If you want to sort your results, click the Sorted By dropdown arrow, and then select the

appropriate option.

STEP 5: REVIEW THE RESULTS

Trip Summary

@ Select a Car

Pick-up: Sun, 05/27/2018
SEA - Terminal

Drop-off: Wed, 05/30/2018
ATL - Terminal

Use my default credit card: 'Corporate Card'.

Pick-up date
| [ 052772018 || 12:00 pm ]|
Drop-off date
| [ 0513012018 || 12:00 pm[ ]|

—Pick-up car at

Change Car Search ~

(®) Airport Terminal(_) Off-Airport

Please enter an airport.

‘ SEA - Seatfle-Tacoma Intl Airport - Seattle, WA

@ Return car to another location
—Drop-off car at-

(®) Airport Terminal ) Off-Airport
Please enter an airport.
| ATL - Atlanta Hartsfield-Jackson Int Airport - Aflanti

PICK UP: (SEA) ON SUN, MAY 27 12:00 PM
DROP OFF (ATL) ON WED, MAY 30 12:00 PM

Hide matrix  Print/ Email

All =] i e e
20 results Economy Car =~ Compact Car | Intermediate Car ~ Standard Car
AVIS
19898 20399 210,99 216,99
Most Preferred
2 s} 195.00 195.00 211.25 22750
fenterprise] 195.00 195.00 211.23 22750
o 020 NO RATES AVAILABLE FOR ONE WAY #ZR#
Hertz. 020 UNABLE TO PRICE - NO RATE QUALIFIES #ZE#

Sorted By: | Policy - Most Compliant | /|

Displaying: 20 out of 20 results

Economy Car - $198.98 per day
AvVis (Worldspan)
A, Automatic transmission
-‘H‘n i ' Unlimited miles, Pick-up: Terminal: SEA

Adults: 2, Children: 2, Large bags: 1, Small
bags: 1

Most Preferred Car Vendor for Leamning Services Demo / E-Receipt
Enabled @

Show as |USD | V|

=] .

Full-size Car | Premium Car

216.99 228.99
24375 260.00
24375 258.64

Previous 12 Next | Allj

Total cost™

$806.56

Location details

Review the price and options.

2. Click the picture of the car (if available) to see a larger picture as well as passenger and

luggage capacity.
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3. Click Location details for more information about the available options.

STEP 6: SELECT THE RENTAL CAR

1. Click the Total cost button.

Policy for rental cars is set up to identify those vendors on state contract. The search results will
display the yellow caution next to vendors other than Enterprise and National.

Note that a yellow caution sign next to the Total cost button will indicate if the selection is out
of policy compliance. If this is the case, you will be prompted to select a reason and this
information will be sent to your supervisor. If there is another vendor that has a more economical
option, you may make that selection and notate that the car was cheaper from the drop-down.

The Review and Reserve Car page appears.
Review the details for accuracy.

Select a rental car program, as needed.

Select a method of payment, if necessary.

vk wnN

Click Reserve Car and Continue.

If you requested the car using the Flight ‘i\ tab, and you elected to reserve a hotel room, Travel
will display those search result pages.
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BOOKING A HOTEL

If you are booking a conference hotel, you will not use the Travel module. You will need to book the
hotel directly with the conference in order to get the conference rate. If you are booking a hotel related
to an existing trip, be sure to access this trip through your Trip Library to add the hotel booking. This will
prevent additional booking fees on your account.

STEP 1: SEARCH FOR YOUR HOTEL

1. If you require a hotel but not airfare, from the Concur home page, click the Hotel == tab.
2. Enter the Check-in and Check-out Dates (or click in the fields to use the calendar).
3. Enter the search radius.

Concur will always show company preferred hotels within a larger radius, usually 30 miles or
kilometers.

4. Choose to search near an Airport, Address, Company Location, or Reference point / Zip Code,
and then enter the appropriate information in the available fields.

5. If you will be using more than one hotel on your trip, select the Add Another Hotel check box.
Additional fields will appear. The Check-in Date field for the second hotel is automatically
populated with the check-out date of the first hotel. Change the date as necessary.

6. Click Search.

STEP 2: PROVIDING INFORMATION

1. The traveler will be prompted to answer 2 questions in order to continue with their search.
2. “Before purchasing, have you notified your Travel Card Admin to increase your card credit
limit?”

a. If this has been done, you may continue with your search.

b. If this has not been done, you must get your credit limit adjusted or your reservations
will not be booked.

3. “Is a segment of this trip already booked in Concur?”

a. Ifyou are trying to edit or add a reservation to an existing trip, cancel this search and
access the current trip through the Trip Library in the Travel module. More information
on where you can find the trip information will be discussed later in this job aid in the
MY TRIPS/TRIP LIBRARY section.

b. If thisis a new trip, you may continue with your trip search.

4. If your card has the appropriate credit limit and this is a new trip, select “Next”.
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Welcome to Concur!

We need a little more information to start booking your trip. Please take a moment to fill out the following
fields and click Next.

Thank you.

Eefore purchasing, have you nofified your Travel Is a segment of this frip already booked in Concur?

Card Admin to increase your card credit imit? [Required]

[Required] J
v

¥

som | bea-

The hotel search results appear.

STEP 3: CHANGE AND FILTER YOUR SEARCH

1. Inthe Change search area:
e Change your check-in and check-out dates, and your hotel location.
e C(lick Search.
Travel displays the new results.
2. Use the slider in the Price area to narrow your search.
In the Hotel chain area, select the appropriate hotels.

4. In the Hotel Amenities area, select the appropriate options.
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STEP 4: REVIEW THE HOTEL MAP

1. Review the hotel map.

CHECK-IN SUN, MAY 27 - CHECK-OUT WED, MAY 30 Show as |UsD [v]|
Hide Map Print / Email ' Company Preferred Hotel
| Oakdale.” !
i A L% '_ﬁ‘us_?l_l '51:&\ Road _;_ﬁ“j
Brownsville ! Lithia \
Lo Springs 4 sk BLANDTOWY Wl
,'r.w 2_‘;' \—‘"‘-_‘————._.: =l . f ;'-I =’
‘-}{‘_______,.,_,—_ﬁ,_p—ﬂ_ — ‘._ %ﬂ__,_{«ll E-
) > Adamsv:llﬁ?"-:::b '};
7~ e [ Oatanad
sty —-_:F{’ -'I ]'l
8 _d:,_ff-ffjw' GREENACR.E'E VALLEY 4 i
i J ca.stEHErGHTs i
i " }
.II f_—{ = m_ij m__

Y BEN HILL v
__Camipbeliton

{ o . ]
,,“ 2 Cedar Grove -—__Redﬁé‘a; s _.-_? ﬁ?’d 1:.
J | RIVERS
;f’ STATION R
{' Zimiles 5 I:?\h_
b Bing Union City &%2012 HERE @ 2012 Microsaft Corporation Tarms o
& i, o | b

Hotel Name Search ) | Sorted By: | Policy - Most Compliant E

Displaying: 71 out of 71 results.
Previous 12 3 Next | Al

2. Click any blue icon to see specific hotel information. Use your mouse to zoom, and move the
map, as needed.

The red v icon indicates your reference point, and the blue ' icon shows your company’s
preferred hotels.

STEP 5: SORT THE SEARCH RESULTS (AS NEEDED)

Below the map, use the Hotel Name Search and Sorted By fields to sort the results.
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STEP 6: REVIEW THE RESULTS

A picture, as well as, the name, address, rating stars,
and price range appears. ) o
. . . 1. Inn DFW Arpt

1. Click the picture to see more images. i 252 St oy 25 oper, IG5 o

2. Click Hotel details to see contact information, Mt P o Chbn g S o € o i -
street address, cancellation policy, and P 2 Tounorace sutes Duties Grsowine. s210
information about the facility. -

3. Click View Rooms to see: Agi raeambumor s
e The available room options and rates d i et
e (Other amenities per room/rate

e Rules and cancellation policy

STEP 7: SELECT THE HOTEL ROOM

1. Click the Cost button next to the room that you want to reserve.

1. Residence Inn DFW Arpt North/Grapevine $1690
2020 State Hwy 26, Grapevine, TX 76051  Map it
9 4.45 miles

Most Preferred Hotel Chain for Leaming Services Demo E-Receipt Enabled Hotel details

Room Options

Regular Rate 6 Nights Studio 1 King Sofa Bed Please cancel 1 day before arrival (Worldspan) ° $160 A
Rules and cancellation policy

Park Here Fly There 6 Nights See Rate Rules Studio 1 King Sofa Bed Please cancel 1 day

before arival (Worldspan) ° $174
Rules and cancellation policy

Regular Rate 6 Nights 1 Bedroom Suite 1 King Sofa Bed Please cancel 1 day before

arrival (Worldspan) °
Rules and cancellation policy

Regular Rate 6 Nights 1 Bedroom Suite 1 King Sofa Bed Please cancel 1 day before

arrival (Worldspan) °
Rules and cancellation policy v

Policy for hotel rooms is based on the government lodging rate for the destination.

Note that a yellow caution sign next to the Fare button will indicate if the selection is out of
policy compliance. If this is the case, you will be prompted to select a reason and this
information will be sent to your supervisor.
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The Review and Reserve Hotel page appears. Navigate through the page and:

e Review or modify the room preferences.

o Verify or modify the guest and program information.

e Review the price summary.

e Select a method of payment, if available, as defined by your company's configuration.

e Review and accept the rate details and cancellation policy.

2. Select the | agree to the hotel’s rate rules, restrictions, and cancellation policy check box.
3. Click Reserve Hotel and Continue.

Your Travel Details page (itinerary) displays.

REVIEWING TRAVEL DETAILS

1. Inthe Trip Overview section, verify the travel dates and passenger information is correct.

2. You may also add Car or Hotel reservations to your itinerary at this time, if you have not already
done so.

3. The Reservations section is a detailed listing of all travel details:
e Qutbound Flight — seat assignments can be changed
e Car Rental
e Hotel

¢ Inbound Flight — seat assignments can be changed

4. The Total Estimated Cost section will break down the cost by major category.

5. If all details are accurate, you can continue with the booking process by selecting Next. If you
need to make adjustments, select Cancel Trip to start the search process over.

If you close at this point your reservation may be cancelled. Note: Any part of the trip that is instant purchase or has deposit required will not be

cancelled.
Gy
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TRIP BOOKING INFORMATION
1.

Trip Name — Concur defaults the format to list the upcoming trip as follows:
“Trip from Montgomery to Seattle”

The name is only for the traveler to keep track of upcoming trips, so it can be edited to the
traveler’s preferred format. The trip name will appear on your itinerary and in the automated
email from Concur, as well as the My Trips section of your home screen and the Trip Library in
the Travel module.

The next field is available to add one or more email addresses to receive the itinerary. The email
addresses in the traveler’s profile will already receive the itinerary information. This is only to
add additional recipients. If multiple email addresses are entered, separate them with a
comma.

If a hotel is booked through Concur, there is an option to include directions and/or a map to the
hotel with the email confirmation.

The last field on the page is a required field. The 4-digit Request ID from the traveler’s approved
Request must be keyed in this field before continuing with the booking. If you need assistance
with locating the Request ID, please see the Creating a Request job aid.

Once these steps have been completed, you can continue with the booking process by selecting
Next. If you need to make adjustments, select Cancel Trip to start the search process over.

Travel Arrangers Trip Library Templates Tools Concur XA

Trip Booking Information

Trip Summary
The trip name and descripfion are for your record keeping convenience.
@ Finalize Trip | L i
Trip Name Trip Description (optional)
« Review Travel Details This will appear in your upcoming trip list Used to identify the trip purpose
Enter Trip Information Trip from Montgomery to Seattle

Submit Trip Confirmation
Send a copy of the confirmation fo- @

Send my email confirmation as
(@HTML (Plain-text

With my email confirmation..

Do not include directions to hotels with email ﬂ

Please enter your approved travel request ID
[Required]

You may HOLD this reservation until: 02/28/2019 10:00 pm Eastern

Please enter information about this trip then press Next to finalize your reservation. If you close at
this point your reservation may be cancelled. Note: Any part of the trip that is instant purchase or has
deposit required will not be cancelled.
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TRIP CONFIRMATION

1. Thisis the final overview of trip details before tickets are booked/purchased. Review all travel
details thoroughly. Seat assignments have been finalized in this step, so if adjustments need to
be made, you may do so by selecting the Previous button.

2. Once all details have been reviewed, continue with the booking process by selecting Purchase
Tickets. Once this selection is made, the information is passed along to the travel agency for
ticketing/booking. The state agency will be charged an agency booking fee at this time. If you
need to make adjustments, select Cancel Trip to start the search process over. Once the
information has been sent to the travel agency, a cancelled trip will cost the state agency an
additional agency booking fee to have the trip cancelled.

3. When the travel information is submitted to the travel agency, you will see this screen appear.
This will let you know that you have completed the booking process.

Travel Arrangers Trip Library Templates Tools Concur XA

Finished!

You have successfully booked your trip and your reservation has been submitted for purchase.
If your itinerary includes air, your ticket will be issued shortly.
° Finished!

Trip Summary

The notice below is only an indication of the ticketing deadline.
It is not necessary to contact CTM unless your Concur itinerary does not reflect “TICKETED" after the deadline.

Trip Record Locator : IAWYD

A copy of this itinerary has been sent to your travel manager.
Your itinerary has been saved. CTM NA (State of Alabama - East) will service your itinerary.

MY TRIPS/TRIP LIBRARY

1. The traveler’s upcoming trips will be visible in two places:

a. Home screen under My Trips

MY TRIPS (1)

MAR
1-14 Trip from Montgomery to Seattle

More - @ llgu
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b. Trip Library —found under the Travel tab on the Home screen

Administration ~ | Help ~

SAP Concur Travel Reporting ~ App Center Pl
rofile ~

Travel Arrangers Trip Library Templates Tools Concur XA

Trip Library

Search Trip Mames Dates To Use: Date Range
(@) Booking Dates () Travel Dates | [ 08/27/2018 | | 7] 02/27/2019 | [ ] Include withdrawn trips

Trip Name/Description Status Date Booked Start Date End Date Action

Trip from Montgomery fo Seattle (IAWYD) Confirmed 0272712019 031112019 0311472019 Cancel Trip

2. The travel can be edited by accessing the trip through the Trip Library.

a. Under Action, you can Cancel Trip if necessary.

b. If you click the Trip Name, you will be directed to the itinerary details. You can cancel
individual segments of the trip or add items, such as a Rental Car or Hotel. If additions
are made via this process, the traveler will not be charged an additional agency booking
fee.

CANCELING A FLIGHT, HOTEL OR CAR BOOKING
If your travel plans change and a cancellation to all or a portion of your travel arrangements is
necessary, the following steps must be taken:
e Access the trip under your TRIP LIBRARY in the Travel module.
e The entire trip can be canceled by selecting Cancel Trip under the Action column.
e If a portion of the trip needs to be canceled/edited, click on the Trip Name to view the itinerary
details. From here you can make changes as necessary.

Since the purchase of an airline ticket is an immediate charge to your state travel card, the card expense
will still need to be paid. Reference the Paying the AL VISA in Advance job aid to assist in the process.
If the flight is canceled properly through Concur, the air carrier will have a credit on file to apply to a
future flight.
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CREATING AN EXPENSE TO PAY FOR ADVANCE CHARGES ON TRAVEL CARD

The Expense module will allow for advance charges booked through the Travel module or directly to the
State’s travel card to be expensed when the charge from the travel card has imported into your Concur
profile from the bank. This will be important to do in order to keep the travel card from incurring interest
charges on trips booked well in advance of the travel dates. Please see Paying the AL VISA in Advance for
assistance with this process.
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