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Welcome to Concur Premier: Travel

Welcome to Travel, Concur’s powerful employee travel management solution that enables you to
create travel bookings online.

Concur’s Travel feature enables you to:

e Search the same vendor inventory that your travel agency uses.

e Find, coordinate, and reserve your airline, rental car, hotel, rail, limo, or dining reservations for
your business travel.

e Comply with your company’s travel policy when booking your travel.

Section 1: Log on to Travel

1. Log on to Travel following your company’s logon Your password is case sensitive.

instructions.

If you are not sure how to log on, check with your
company’s administrator.

English (U5}

Enclizh (LK) | Deutsch | Frangais | Francais canadien | Espariol | Portugués (Brasi) | Nederlands | falisno | Swenska

Welcome

Motice:
If you experience difficulty logging into the site, please click onthe
Forgot your password? link belowe,

Si wous éprouver des difficultés & ouvrir une session dans ce site, veuillez cliquer sur le lien ous
avez oublié votre mot de passe? ci-dessous.

Lo o] in

User Hame
Password
Remember user name on this computer

Forgot your user name?

Forgot your password?
Passwords are case sensitive.

Make your life easier with Concur's mobile solution.
This is what smartphones were made for. Click here to learn more.

© 2008-2011 Concur Technologies Inc. All rights reserved.
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Section 2: Explore the My Concur Page

The My Concur page includes several sections that make it easy for you to navigate and find the

information you need.

My Concur | Travel Expense Invoice

Not Sure Where You Are?

Your phone knows. GPS-enabled search for
hotels, restaurants and cars.

Reporting

Return

depart [w || 5:00pm (W[ £ 3 |w

D Pick-up/Drop-off car at airport
DAutomaticaIly reserve this car

OFind a Hatel

Administration Profile

Expense Reports (7}

Mewr Expense Report Wiews Reports

Concur Trawvel & Expense ansite training for
Hub International

Company Info

Welcome to Concur Expense and Invoice. Please click the Expense or Invoice tab to start,

. X R tN Stat R t Dat Total
Register Concur for mobile. PR LS s PR ola
OF Lunches Sept. 14-15 Approved 0972072010 $164.86
Trin Search Lunches for Intelligence Training
4] (1=
P Training Mot Filed 09/16/2010  $1,115.00
Flight | Car || Hotel || Taxi || Rail || Flight Skatus | Dining Training
Elan Expense Training 09708710 Final Accounting &pproval n9/15/2010 $23L11
@ Round Trip O Qe Way O rulti-Segment Onsite Expense Training
. Sales Training Mot Filed na/10/2010 0,00
Departure City ) SEA wark with new sales system,
SEA - Seattle Tacoms Intl Arpt - Seattle, Wia Trip to San Francisco Lent Back to Employee - 09092010 $57.00
Arrival City ) Onsite Expense Training Calhan, Brenna b
Hub International Approved 08/31/2010 464,00
Departure Travel &_Expense Training for Hub
International
depatt [ || :00am (v £ 3 |w
Training for Hub International Anprowed 02372010 $700.74

Use the Trip Search section.

Explore the Weather section.

Additional Information

This section provides the tools you need to book a
trip with any or all of these: flight, car, hotel, limo,

and dining.

This section appears on My Concur only if your
company uses Travel.

This section shows you the weather conditions at

any selected airport.

© 2008-2011 Concur Technologies Inc. All rights reserved.
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Section 2: Explore the My Concur Page (Continued)

How to...

Additional Information

Explore the Trip List section.

Explore the Trips Awaiting Approval section.

Explore the Travel Info section.

Customize My Concur

This section lists your outstanding trips.

This section appears on My Concur only if your
company uses Travel.

This section lists the trips awaiting your approval.

This section appears on My Concur only if your
company uses Travel and if you are a Travel
approver.

This section provides contact information for help
with booking travel and general travel information.

This section appears on My Concur only if your
company uses Travel.

You can move the panes around the My Concur page to better meet your needs. Click the top bar of
a pane and drag it to a new position on the page.

My Concur | Travel Expense Invoice

Not Sure Where You Are?

Your phone knows. GPS-enabled search for
hotels, restaurants and cars.

Register Concur for mobile.

Trip Search

Flight || Car | Hotel || Taxi | Rail || Flight Skatus | Dining

@' Round Trip O Qne Way O Pulti-Segrment

Departure City g SEA
SE& - Seattle Tacoma Intl Arpt - Seattle, Wit

Arrival City G

Departure
depart | % | | 9:00am (W || £ 3 |w

Return
Company Info
depart ||| Bi00prm (W || £ 3 | pany

el t
DPick-uprrop-oﬁ‘ car at airport .
DAutomatically reserve this car

O rind 2 Hatel

Reporting

Mewy Expense Report

Administration Profile

Expense Reports (7)

Wiew Reports

Report Name Status Report Date Total
OF Lunches Sept. 14-15 Approved 0872072010 $164.56
Lunches for Intelligence Training

Training Mot Filed 09/16,2010  $1,115.00
Training

Elan Expense Training 09708710 Final Accounting Approwal 04/15/2010 $231.11
Onsite Expense Training

Sales Training Mot Filed 09102010 $0.00
Work with hews sales system,

Trip bo San Francisco Sent Back to Employee - 0a/08/2010 $57.00
Onsite Expense Training Calnan, Brenna M

Hub International Approved 0#/312010 $64.00
Trawel & Expense Training for Hub

International

Training for Hub International Anproved 0232010 $700.74
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Section 3: Update Your Travel Profile

Before you use Travel for the first time, update your profile. You must save your profile before you first
attempt to book a trip in Travel.

If you are a travel arranger, select the profile that you want to edit from the You are Administering
Travel For dropdown menu (at the top of the Profile page).

Step 1: Change Your Password

Your company decides if you can change your password. If allowed, you will change your password on
the Profile tab.

1. On the My Concur page, select Profile from
the menu at the top of the page.

2. On the Profile submenu, click Change If your company uses Single Sign On, you access
Password. Travel via your company’s intranet. If that is the
case, you will not see this option on the Profile
menu nor will you be able to change your password.

3. In the Old Password field, enter your current To change your password, you need to know your
(temporary) password. old or temporary password.

4. In the New Password field, enter your new
password.

5. Verify your new password by re-entering it in
the Re-enter Password field.

6. Enter a word or phrase in the Password Hint
field to act as a reminder if you forget your
password, and then click Save.

My Concur  Travel Expense Invoice  Reporting  Administration Profile

Personal Information  Change Password  System Settings  Mobile Reqistration Travel Wacation Reassignment  Systern E-Mail Settings

My Profile
Change Password

A password must be at [east T characters, It must contain numbers [0-9), and may contain upper and lower case characters [&-Z, a-z), and symbaols
Personal Information [such as ASeé@#), It cannot contain spaces. All fields are required,

Your Information

Company Information
Contact Information
Emergency Contack
Credit Cards

Maote: Passwords are case sensitive.

This will change your password in both Cligbook and the Concur Expense system.

Travel Settings

e Old Password Mewy Password Re-gnter Mew Password
International Travel
Frequent-Traveler Pragrams Password Hint fwee will email this to you if wou forget your password)
Assistants/Arrangers
Expense Settings

Expense Information

© 2008-2011 Concur Technologies Inc. All rights reserved.
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Section 3: Update Your Travel Profile (Continued)

Step 2: Change your Time Zone, Date Format, or Language

1. On the My Concur page, click Profile on the
menu at the top of the page.

nal Information

You can change the system and regional settings

2. On the Profile submenu, click System

Settings.

3. On the System Settings page, update the
appropriate information, and then click Save.

(number, currently, date, and time format).

The submenu is listed horizontally under the Profile
tab. You can also hover over the Profile tab to view
a dropdown version of the submenu.

My Concur  Travel

Personal Infarmation

My Profile

Your Information

Personal Information
Company Information
Contact Information
Emergency Contack
Credit Cards
Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Pragrams
Assistants/Arrangers
Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees
Invoice Settings
Invoice Information
Invaice Delegates
Invoice Preferences
Invoice Approvers
Dther Settings
E-Receipt Activation
System Settings
Change Password
Privacy Statement
System E-mail Settings
Travel Yacation Reassignment
IMobile Registration
I'm Assisting. ..

Expense

Change Password

Invoice

System Settings

Reporting

tabile Registration

Administration | Profile

Travel Wacation Reassignment

System E-Mail Settings

You've been designated as an assistant for one or more peaple, If wou'd like to edit their profiles instead of wours, select a name from

the list to the right,

Regional Settings and Language

Default Language

Mumber Format

Placerent of Currency Symbal
Megative Mumber Format
Megative Currency Format
Date Format

Time Format

Hour/Minute Separator

Time zone [local time)

Other Preferences
Home Page

Rowes per page

Travel Settings

English [United States) v
1,000.00 [
Before the amount | v
-100 |
-100 |+
mm/Sddiny | v
himm AMPM [
M| OSRALZ000 325 P
[GMT-08:00) Pacific Time [US & Canada; Tijuana)

Wy Concur hdl7]
25 b

Calendar Settings

Startuweek on | Sunday v
Stark Day Siews & | B:00 AM [
End Day Wiew At | 8100 PM | »

Default iew | month | »

Send an email every time something is put in or removed fram my approval gueue

Send a daily summary of items in my queue

Letme know when one of my requests is approved or denied

Send Confirmation Emails

Do you want to receive an email each time you book travel? Unchecking this box will not stop emails to your assistant or arranger if you use one,

Send Trip-on-Hold Reminder Emails

Do you want to receive an email each time you place a trip on hold? Unchecking this boxwill not skop emails to your assistant or arranger if you use one,
Send Ticketed Travel Reminder Email

Do you want to receive an emailwhen a trip you've booked is ticketed? Unchecking this box will not stop emails to your assistant or arranger if you use one,

© 2008-2011 Concur Technologies Inc. All rights reserved.
Revised: March 16, 2011




Section 3: Update Your Travel Profile (Continued)

Step 3: Update Your Personal Information

1. On the My Concur page, click Profile on the
menu at the top of the page.

2. On the Profile submenu, click Personal The submenu is listed horizontally under the Profile
Information. tab. You can also hover over the Profile tab to view
a dropdown version of the submenu.
3. On the My Profile page, update the appropriate Complete these sections of your travel profile:
information, and then click Save. e Name & Airport Security

e Home Address

e Work Address

e Contact Information
e Emergency contact
e Travel Preferences
e Credit Cards

You must complete all fields marked Required (in
orange) to save your profile.

Verify that the first and last name fields match the
ID used at the airport.

If you cannot edit these fields, contact your travel
agency or travel manager to make changes.

The country you select in the work address fields
will determine the default map that appears on the
Concur Travel Map tab.

There are several Save buttons on the profile page.
You only need to save once as every Save button
saves the entire profile.

My Profile Home &ddress  W¥ork Address ContactInfo. Emergency Contact Travel Preferences Assistants Credit Cards

Your Information You'we been designated as an assistant for one or more people, If you'd like to edit their profiles instead of yours, select a name fram 1
the lstto the right props Y ! o Me |
Personal Information s

Company Information
Contact Information

; Change
Emergency Contact Fields marked must be completed to save vour profile, Ficture
Credit Cards
Travel Settings

Travel Preferences

Your Name and Airport Security: Please make certain that the first, middle, and last names shown below are identical to those on the photo identification that you will be presenting at the
International Trawel airport, Due to increased airport security, vou may be turned away at the gate if the name on your identification does not match the name on your ticket,

IRicaErE=E Ry e Title First Mame Middle Mame Mickname Last Mame Suffix

| Kevin John Dorsey il

Mo widle Hame

AssistantsjArrangers
Expense Settings

Expense Infarmation Concur Cost Center

Expense Delegates 8512

Expense Preferences

Expense Spprovers

Favorite Attendees Company Information
Invoice Settings Employee [D Exchange Login
100030 7]
Invoice Information
Invoice Delegates Manager Position/Title Drg. Unit/Division
Invoice Preferences Brenna Calran Trairing Cansuitart

© 2008-2011 Concur Technologies Inc. All rights reserved.
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Section 3: Update Your Travel Profile (Continued)

Step 4: Set Up a Travel Arranger or Assistant

1. On the My Concur page, click Profile on the Use Assistants & Travel Arrangers to give other
menu at the top of the page. Travel users the ability to view and modify your
profile or book travel and trips for you.
2. On the Profile dropdown menu, click Personal The primary assistant’s name and work phone
Information. number become part of the traveler’s GDS profile, if
configured.

3. Click Assistants at the top of the page.

4. Click Add an Assistant to search for your
assistant’s last name.

5. In the Search Criteria field, enter the Important: Your assistant must have an existing
assistant’s name. Travel account before you can add him or her to
your profile.

Hint: When searching, use the following format:
LastName, FirstName (no spaces).

For example: Smith,June
6. Click Search.

7. Click the Assistant dropdown arrow. The Assistant dropdown list shows any individuals
that match your search criteria.

8. Select the appropriate name from the dropdown
list.

9. Select Can book travel for me.

10. Select Is my primary assistant for travel. Use this option if you want to have this assistant
) included on any agency-generated emails about
11. Click Save. your trips. This will only occur if your Travel
Management Company has configured your site to
send information to your GDS profile.
Passport Mationality Passport Mumber Passport Date Issued [mm/ddiany]

gnited states of Americs @ Add an Assistant - Mozilla Firé =1

Passport Expiration [mmdddhnsy] r =
1242772011 I g N Al Rl iEbps: ffwwe, concursolutions, comprofilef assis 57 v

Add an Assistant

The following information is now requl
Document Type Please select the individuals within your organization that you would like to

Passport give permission to perform travel functions for you, v
Search Criteria Search What i
Chase Mame, E-Mail, Log-in | w |
Assistant )
Chase, Grant Edward [grantc@concur.com) ||

Assistants and Travel Arrangers

[

Please select the individuals within your o Can book travel for me
D Refuse Self Assighing Assistants g
Yaour Assistants and Travel Arrangers *ndividuals/Groups with no work phone number in their profile cannot + &dd an Assistant
be designated as primary assistant for travel,

foryou,

my primary assistant for trawel*

~

Save ][ Cancel

Done

© 2008-2011 Concur Technologies Inc. All rights reserved.
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Section 4: Make a Travel Reservation

Step 1: Make a Flight Reservation

1. On the My Concur page, click the Flight tab at If you have a car, hotel, limo, or rail to book without
the left side of the page. airfare, use the corresponding tabs.

2. Select one of the following types of flight
options:
e Round Trip
e One Way
e  Multi-Segment

Flight || Car || Hotel || Taxi || Rail || Flight Status || Dining

@ Round Trip One Way Multi-Segment
Departure City i msp
MSP - Minneapalis 5t Paul Intl - Minneapolis, MM
Arrival City i
Departure

depart » %00am = =3

Return
depart ~ S00pm - =3 -

Fick-up/Drop-off car at airport

Automatically reserve this car

Find a Hotel

Specify airline ¥

Refundable only air fares
Number of adults 1 -
Class of service: Economy class v Ify
Search flights by: @ Price Schedule

Flights w/ no double connections: (¥

| Search |

3. Inthe Departure City and Arrival City fields, When you type in a city, airport name, or airport
enter the cities for your travel. code, Travel will automatically search for a match.

4. Click in the Departure and Return date fields, You can also select the appropriate Departure and
and then select the appropriate dates from the Return times and time range. Travel searches
calendar. before and after the time you select.

5. If you need a car, select the Pick-up/Drop-off Depending on your company’s configuration, you
car at Airport checkbox. can automatically reserve a car, allowing you to

bypass viewing the car results. After you select a
vendor and car type, a car is automatically added to
your reservation.

If you need an off-airport car or have other special
requests you can make these requests on the Car
Results page or you can skip this step and add a

car from the Itinerary page.

© 2008-2011 Concur Technologies Inc. All rights reserved.
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Step 1: Make a Flight Reservation (Continued)

6. If you need a hotel, select the Find a Hotel
checkbox.

7. If also booking for a companion, from the
Number of Adults dropdown menu, select the
number of adults traveling.

8. To search only fully refundable fares, select the
REFUNDABLE only checkbox.

9. Select Search flights by Price or Schedule.

10. Click Search.

© 2008-2011 Concur Technologies Inc. All rights reserved.
Revised: March 16, 2011

You can choose to search for the hotel by:
e Airport
e Address
e Company Location

e Reference Point / Zip Code (a city or
neighborhood)

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
from the Itinerary page.

Your company decides if this field appears in the
Trip Search section. When displayed, if a companion
is selected, the payment screen will provide the
option to use the credit card from the companion’s
profile.

The forward tab that you see on the search results
screen will depend on which you select.

Depending on your company’s configuration, you
might be notified that there are non-stop flights, but
they don't exactly fit the times you have entered. If
you want, you can change your search criteria to
include non-stop flights.

There are no nonstop flghts froem DCA to SEA betweere 300 AM and 7.00

Q There 5 at least one nonstop flght departing dunng the foliowing howrs: .00

AM, 500 PM

Nowld you hke to expand your search window to nclude nonstop flghts!

Yes No Coancel

To filter the results, select a column, row, or cell in
the airline grid at the top of the results screen or
use the sliding scales on the right. You can easily
switch between the Shop by Fares tab and the
Shop by Schedule tab by clicking on the tab.

You can also click the more like this link, and then
select either Outbound flight or Return flight to
view more options for the selected flight.

12



Step 1: Make a Flight Reservation (Continued)

11. Review the search results on the Shop By Click show details to expand flight information, to
Fares tab, and then click Show Details. view fare rules and, if needed, to add or choose a
different frequent flier program. Travel
automatically selects the corresponding frequent
flier program from the profile, if available.

To select a seat, click the View Seatmap icon next
to the flight. A code for seats appears at the bottom
of the page, showing which seats are available,
occupied, or considered preferential.

12. Select any green (unoccupied) seat and position Select preferential seats (highlighted in yellow) if
the mouse pointer over a seat to see the seat you have preferred status on the selected airline.
number. Your frequent flyer number must be in your Travel

profile. If you select a preferential seat and this
information is not in Travel, your seat request might
not be honored.

Some seats are marked handicapped and can only
be selected by a travel agent. If you are entitled to a
handicapped seat, make sure your travel agent is
aware of your situation.

« http:/frgad-ch,outtask, comftwPopup popup_seatmanp, asprairy=A3afltnum=6a0abic="&startdt=2010-12-27&numseats=1&startcity=SEAfendcit 57

Seat Map

e
Alaska Airlines Flight: 660 Boeing 737-900
Seattle Tacoma Intl Arpt (SEA) - Dallas Ft Worth Intl (DPA)
1272772010
Seat Selection:

PANE

A

N L E RN R R R EEEE RN R REERRRRENEGEEE. ol
S L LR AR EEEEEEENRREERRRREEREE. 1/
o EE RN R REEREERENEEEERNRERREUOUNECE /
B 7 8 910111213 14151617 18 1920212223 24252627 28293031 j
- R E AR REEEEEREEEEREENRRRUGERE -~
GO E N RN EECEEENRRERNNRERREEEEE. \\
+jdddddiississdiddisisininans \
1\
\

Seat assignment iz subject to change up until time of departure T

. Awailable seat . Occupied seat Preferential seat Exit row 9 Selected seat

1 Preferential seating is not generally available for discounted fares, or travelers without higher
levels of frequent flyer status, 7]

© 2008-2011 Concur Technologies Inc. All rights reserved.
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Step 1: Make a Flight Reservation (Continued)

13. Click the appropriate seat to select it, and then
click Select Seat.

14. Once you have made your seat selection, click
Close. Repeat for all flights.

15. From the Shop By Fares tab, click Reserve to
select your airfare.

Additional Information

To change your seat, click the seat you prefer. Point
to a seat to view the seat number.

After you select your seat for a flight, you can either
click Change Seat or select the next flight in your
reservation. Travel will prompt you to save your new
seat selection.

Policy information appears next to the Reserve
button. The Reserve buttons are color coded as:

e A green Reserve button indicates the fare
is within policy.

e A yellow Reserve indicates the fare is
outside of policy. If you select this fare, you
must enter additional information.

e A redReserve button indicates the fare is
outside of policy. If you select this fare, you
must enter additional information and wait
for manager approval. The trip will not be
ticketed until it is approved by a manager.

My Concur | Travel | Expense Invoice  Reporting  Administration  Profile
Horne  Trip Library  Ternplates  Meetings  Meeting Admin Policy  Profile Tools  Clighook X2
Seattle, WA To Dallas, T Nov 22 - Nov 25 Print / E-mail
Baggage Fee Policies Hide matrix | Change Flight Search (<]
Al (W ﬁ A‘i gﬂ i Outbound [v]
88 results
Depart
Nonstop 317,40 6:00 AR - 12:00 PR
4 results 4 results Arifine
1 stop 446.56 264,10 228,10 ENEN ] 318.80 6180 GB6.80 12:00 PM - 10:14 PM
g4 results 22 results 22 results 17 results 15 rezults 6 results 1 results 1 rasults
Return (v}
Shop by Fares | Shop by Schedule Sorted By: | Palicy - Most Campliant | »
Displaying: 88 out of 88 results. ==Previous | Page: 1of 9| Mext== | All Depart
Price Carrier Depart Arrive Stops J Duration EHID (5] = TR (LA
Arrive
$364.10 SEA  700am DFW 12:50
il : :30pm 0/ 3h 30m 6:25 PM - 12:45 AM
€D Moskadiines  ppw 435 SEA I012pm  1/6hTm
compare 1 rmore like this + showy details Price (V]
§364.10 Alackea i SER  Z00am DFW 1250pm 0/ 3h50m Choose currenay | USD S [w
£ iaska irlines DFW 435 pm SEA 11:40pm 1/ 6h5m
Price
compare rmore like this + shouy details $317.40 - $608.02
§364.10 SR 700am DFW 1250
. : 250pm 0/ 3k 50m . 0
ﬂ Alaska Airlines DFW 5:50pm SEA ILd0pm  1/6hSm Display Settings (]
COrnpare 4+ ranre like this + shouy details [ iz Men-armeee Fass

© 2008-2011 Concur Technologies Inc. All rights reserved.
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Section 4: Make a Travel Reservation (Continued)

Step 2: Select a Car

1. If you selected Pick Up/Drop off Car at
airport on the Flight tab, you will see the
results for the car search.

Additional Information

If you selected Automatically reserve this car,
Travel will add your car and then display your hotel
results.

You can sort the car results to help find your
selection.

Yellow diamonds indicate preferred vendors and
your preferred car type will be selected
automatically.

Depending on your company’s configuration, you
might be able to select In-car GPS system or Ski
rack under Car booking options on the right.
Other preferences or car program ID numbers can
also be added.

2. Select the appropriate rental car, and then click
Reserve.

Car booking options

D In-car GPS system D Ski rack
Other Car Preferences:

Picking up the car at: {DFW) on 10,/18,/2010 12:51 PM &Prinl E-mail
Returning on 10/19/2010 6:55 PM

Hide matrix

Economy Car {/orldspan)

Unlimited miles

Economy Car (Mforldspan)

Unlirnited miles

(f:as'm aer dta}; Autormatic transmission
e Tatal cost $114.79~

+ E-Receipt Enabled

© 2008-2011 Concur Technologies Inc. All rights reserved.

Revised: March 16, 2011

%45.@ fier dtay Automatic transmission g‘l\
(e i) Total cost $132.58¢ = ;i

Al == L= p =) | = =5 L] Use the following Car Program: [+
34 results Economy Car  Compact Car | Intermediate Car | Full-size Car | Standard Car | Intermediate Car Hybrid + Add car Mileage Program
45.00 45.00 46.00 48.00 48,00 [ Uise my default credit card: "My
Corporate Credit Card',
Thily 3800 40.00 42.00 44,00 43.00
Change Car Search (<]
43,00 42,00 44,00 46,00 46,00
Car Display Filters (v
Ll 60,76 §0.76 - 64,09 61,87 119.63 choose curena [ U505 Tog
AVIS 53,00 53.00 56.00 £0.00 58,00 L1 unimited miles
D Ajr conditioning
Budge 53.00 53.00 55.00 59.00 57.00 L ybria
Car Transmission
Displaying: 7 out of 34 results. [ automatic
Sorted By: | Policy - Most Compliant | O ranual
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Section 4: Make a Travel Reservation (Continued)

Step 3: Select a Hotel

1. If you selected the Find a Hotel option on the
Flight tab, the hotel results appear after you
choose your rental car.

2. To filter by hotel chain, enter the chain name in
the With names containing box next to the
Sorted by box

3. Use the filter options to narrow your search by
Amenity or Chain.

4. To filter by neighborhood, select the desired
neighborhoods in the Neighborhood box on
the right.

5. Click the more info link for a specific hotel to
find more detailed information for the hotel.

6. Click choose room to view room rates.

7. When you are ready to reserve your hotel room,
click the radio button next to the desired room
type, and then click Reserve.

8. Review the information on the Rate
details/Cancellation policy pop-up window,
click to agree, and then click Continue.

© 2008-2011 Concur Technologies Inc. All rights reserved.
Revised: March 16, 2011

Additional Information

You can sort the list of hotels by Preference,
Price, Rating, Distance and Policy.

Depending on your Company’s configuration, you
might be prompted to provide the hotel information
if you are booking a roundtrip overnight stay without
a hotel.

To filter by multiple chains, in the Hotel chain box
on right, click hide all and then select only the
chains you want displayed.

A map of hotels appears at the top of the page.
Your company'’s preferred hotels are indicated with
pink dots.

The Reserve buttons are color coded as follows:

e A green Reserve button indicates the hotel
rate is within policy.

e A yellow Reserve button indicates the hotel
rate is outside of policy. If you select this
rate, you must enter additional information.

e A redReserve button indicates the hotel
rate is outside of policy. If you select this
rate, you must enter additional information
and wait for manager approval. The trip will
not be ticketed until it is approved.

You will see a notification if a hotel is outside of
policy. You can view the type of rate and room, as
well as other information that is available from the
agency system.

A greyor yellow diamond indicates that the hotel
property is company preferred.

After clicking the Reserve button, the Hotel
confirmation page appears.
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Step 3: Select a Hotel (Continued)

Check-in Mon, Oct 18 - Check-out Tue, Oct 19

*Hide Map 2 Print / E-mail

Fark Hotel Preferences
) I Map I Satellite | Hybrid | Room Type Smoking Preference
é‘ao - Don't Care [%|  Don't Care %
€ e #
.. @ﬂ, DFoam pillonwws DRDIIaway bed
@ Coppell [ erib
=
Other Hotel Preferences
Southlake Maorth|Lake ; :
Grapevine @ L Walley Ranch Use my default credit card: My
Morth Association Corporate Credit Card',
@ Lake Park
2 Change search (<]
i s e
'z (535 Price (<]
‘2‘3‘ Hackberry
i L Crea = .
FOWERED e\" Creek Display Settings (<]
Ooque .@ +
53 }S DallasEart Wortn Map data £2010 Google - Terms of Use Neighborhood o
Legend
Hotel chain (<]
Sorted By: | Preference »| With names containing:
Hotel Amenities G

Displaying: 71 out of 71 results. ==Previous | Page: 1 of § | Mext=-= | All

Embassy Suites Dallas - DFW Airport North ... 2.24 miles $209
‘@ 2401 Bass Pro Drive
Grapeving, Texas 76051 $379
=2 _ + E-Receipt Enabled more info compare 4 wiey rates
Sleep Inn DPW North 1.94 miles $48
_g Hackberry Creek
&5 4770 Plaza Drive
¥ Ining Tewas 75063 $82

Step 4: Complete the Reservation

1. Review the details of the reservation, and then
click Next.

2. On the Trip Booking Information page, enter
your trip information in the Trip Name and
Trip Description fields.

3. Click Next.

4. C(lick Purchase Ticket to finalize your trip.

© 2008-2011 Concur Technologies Inc. All rights reserved.
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Additional Information

From here, you can add or make changes to the car
or hotel. Depending on your company’s
configuration you may be able to add Parking, Taxi
or dining at this time.

The trip name and description data are for your
record keeping. If you have any special requests for
the travel agent, please enter them into the agent
comments section. Some request may result in
higher fees.

You will see the name and itinerary, along with the
quoted airfare amount.
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Section 5: Cancel or Change an Airline, Car Rental, or Hotel

Reservation

1. At the top of the My Concur page, click
Travel.

2. On the Upcoming Trips tab, click the name of
the trip you want to change.

Company Mokes || Cligbook Map | | Upcoming Trips

Palicy for Expense Reports | US Expense Policy [

« 006

Trip Mame/Description Locator  Status

HLh SaLLR LA ket t TrHip Actions ﬂ ed
Yiew Itinerary
E-mail Itinerary
¥iew Request

Create Template
Change THp
Cancel Trp

Trips Awaiting Approval

Start Date
1272002010

Remove Trips

End Date
1272302010

Expense Report?

3. From the Trip Actions menu, click Change
Trip.

4. On the Itinerary page, select the portion of the
trip you want to change.

5. To cancel your entire trip, click the Upcoming
Trips tab

6. From the Trip Actions menu, select Cancel
Trip, and then click OK.

© 2008-2011 Concur Technologies Inc. All rights reserved.
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From the Itinerary page, you can:

e Email your itinerary

e Change seat

e Add, change, or cancel parking

e Add, change, or cancel a taxi

e Add, change, or cancel car rental

e Add, change, or cancel hotel

e Add, change, or cancel dining
When you cancel a trip, if your ticket is refundable,
your ticket will be voided or refunded, as applicable.
If your ticket is non-refundable, and you cancel it in

accordance with the airline rules, an e-ticket will be
retained that you can apply to future trips.
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Section 6: Travel Action Buttons and Icons

Button/Icon Description

Airfare: Click to view your airfare booking information.
= Car Rental: Click to view booking information for your car rental.
= Lodging: Click to view your lodging booking information.
» Multiply: Reverses the exchange rate when working with foreign out of pocket
transactions.
Rail: Click to view your rail booking information.
Reserve: Reserves the selected trip details.
| Seat map: Click to view the flight seat map.

Yellow Diamond: Indicates a company preferred vendor.
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