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Book Travel Guide 
 

DATE OF LAST UPDATE LAST UPDATED BY 

July 30, 2020 Kearney Vander Sal 
 

 
This guide is for booking travel through Concur with an approved request.  If you would like to book travel outside of 

Concur, please do so after your request has been approved.  Note that government rates and discounts are 
automatically applied when booking through Concur, and not available when booking outside of Concur. 

 
 

STEP ACTIVITY 

To book travel 
through Concur, 
start by logging into 
Concur and then 
click on “Travel” at 
top of the screen. 
  

Click on one of the 
icons to begin 
booking Flights, 
Rental cars, and 
Hotel rooms. 

 

When booking a 
flight through 
Concur, the default 
search option is for 
Round Trip flights, 
but One Way and 
Multi City can be 
selected.  There is a 
“Show More” link at 
the bottom if you 
would like to use 
more advanced 
search options 
allowing you to 
type in your travel 
dates.  After typing 
in your information, 
click on “Search.” 

 

To select the 
departures that 
work best for you, 
click on the “View 
Fares” button on 
the right. 
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Click on the price 
for the flight you 
would like to 
purchase.  This will 
open a new screen 
where you will be 
able to review your 
selection before 
purchasing the 
flight.  

A summary of your 
flight will show at 
the top of your 
screen.  Please 
review all of the 
information as you 
scroll down the 
page.  At the 
bottom of the 
page, click on 
“Reserve Flight and 
Continue.” 

 

When booking a 
rental car through 
Concur, select your 
pick-up and return 
dates, and where 
you will picking up 
the car.  If you 
would like more 
options, click on 
“More Search 
Options.”  Once 
you have entered 
the pick-up 
information, click 
the “Search” 
button. 

 

Select the rental 
car you would like 
by clicking on the 
price button on the 
right side of the 
screen. 

 
A summary of your 
rental car will show 
at the top of your 
screen.  Please 
review all of the 
information as you 
scroll down the 
page.  At the 
bottom of the 
page, click on 
“Reserve Car and 
Continue.”  
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When booking a 
hotel, select your 
check-in and 
check-out dates 
and provide 
proximity 
information for your 
search.  You will be 
able to expand 
your search on the 
next screen as well.  
Click on “Search” 
to continue. 

 

The map on the 
right side of the 
screen will show 
you the available 
hotels.  You can 
use your mouse or 
the + and – symbols 
to zoom in or out 
on a particular 
area.  Scroll down 
the page to see 
the hotels and rates 
available. 

 

The left side of the 
screen allows you 
to customize your 
hotel search by 
Price, Property 
Brand, and 
Amenities.  You can 
also change your 
search, or update 
your display 
settings. 

 
To select a hotel, 
begin by clicking 
on the “View 
Rooms” button on 
the right side of the 
screen. 

 
To choose your 
room and reserve 
it, click on the price 
button on the right 
side.  
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A summary of your 
hotel room will 
show at the top of 
your screen.  Please 
review all of the 
information as you 
scroll down the 
page.  At the 
bottom of the 
page, click on the 
box to agree to the 
hotel’s policies, and 
then click on 
“Reserve Hotel and 
Continue.”   

 


