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.

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

SAP Concur @ Requests Travel Expense

Click on one of the
icons to begin

booking Flights, == &
Rental cars, and o
Hotel room:s.

Hh = = @
When booking a
flight through
Concur, the default
search opftion is for
Round Trip flights, Mixed Flight/Train Search
but One Way and
Multi City can be
selected. Thereis a

“Show More" link at |- enarture citv: airport or irain <lation
the bottom if you i ——— '_:in'd"in'aim ,-

would like to use 017

more advanced | sl i ot aslen |
search options : Find =n airpart | Select mulEE Simars
allowing you to

type in your travel

dates. After typing
in your information,

**Only an essential travel request approved by
the President may be booked™

click on “Search.”

To select the 08:15a ACV - 02:46p LAX 1 stop SFO 6h 31m $557.70
departures that B United ' View Fares '
work best for you, 01:25p LAX - 03:26p ACV  Nonstop 2h 01m ] ]

click on the "“View
Fares” button on
the right. Show all details v




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. Afthe
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. Atfthe
bottom of the
page, click on
“Reserve Car and
Continue.”

Fare Options

Economy (V. W)

Rules

Benefits/Servicas

Economy Flexible (E)

Rules

Benefits/Services

Frea Checked Bags

=

Refundable

No

Yes

Fees may apply

Q . $55320

- I

This purchase will be charged to your company directly.

& This is a Non-Refundable Ticket

Customers holding NON-REFUNDAELE type tickets may USUALLY cancel their journey, and reuse these tickets to any destination in the camier's system, within one

tickets will be void and have NO value for future use. These rules apply to DOMESTIC ficketing only

By completing this booking, you agree to the fare rules and restrictions and hazardous goods policy.

=

year following the DATE OF ISSUE (READ THE FARE RULES to be cerain this applies). Reservations MUST be cancelled by the intended {original) departure day, or

Back Reserve Flight and Confinue
h (®RI= &
Car Search
Pick-up date

| || 12:00 pm W
Drop-offidate i
[[ 12:00 pm |
r—Pick-up car at

(®) airport Terminal ) Of-Airport

Please enter an airport.

|| Return car to another location

I * More Search Oplions I

Bnterprise

Compact Car - $35.33 per day (Worldspan)

Automatic transmission
Unlimited miles, Pick-up: Terminal: LAX
Adults: 2, Children: 2, Large bags: 1, Small bags: 2**

Most Preferred Car Vendor for CSU / E-Receipt Enabled @

$54.66

Location details

Description

Enterprise Car Rental

REVIEW PRICE SUMMARY

Daily Rate Dates

$35.33 Jul 31 - Aug 01

Total
354 .66

Total Estimated Cost: $54.66
Total Due Now: $0.00°*

* Rental provider's estimated amount. Exact fees unknown. Does nof include additional fees incurred during time of travel.
** Remaining amount due at rental location.

Reserve Car and Continue




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
fo 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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Hotel Search

Check-in Date  Check-out Date

Search within | 5 miles from

() airport () Address

-.:"Compan\,r iiJReierence Point [ Zip
Location Code

Reference Point f Zip Code
(e.g. "Statue of Liberty’, "90210" or ‘Alexandria, W4

[ with names containing:

Hide Map Print / Email

Topanga

Malibu

State Park

Topanga

West Hollywood

Santa Monica

-
' Company Preferred Accommodation

o

[ Road

Alhan

e omers

Los’Angeles

South Gate
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¥ 529 miles
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l Change Search w ‘
l Price & ]
l Display Settings v ]
l Property Brand " ‘
l Amenities i ]
3. Kimpton Hotel Palomar Beverly Hills $120

10740 Wilshire Blvd, Los Angeles, CA 90024 Map it

View Rooms

Hotel details

Government State State Government Id Required Guest Room 1 King Sofa Bed Please cancel

1 day before arrival (Worldspan)
Rules and cancellation policy

o I




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. Afthe
bottom of the
page, click on the
box to agree fo the
hotel’s policies, and
then click on
"Reserve Hotel and
Confinue.”

The hotel provided the following information:

CANCEL PERMITTED UP TO 01 DAYS BEFORE ARRIVAL
136.83 USD CANCEL FEE PER ROOM

g
l FI agree to the holel's rate rules, restrictions, and cancellation policy.
Reserve Hotel and Continue




