Booking a Trip in Concur Travel

This guide will show you, step-by-step, how to make an air, car, and hotel reservation on
Concur Travel.

1. Log into Concur Travel with your work email address and password.

Welcome

If vou experience difficulty logging into the site, please click on the Forgot vour pazsword? link
below.

(@] CONCUR

User Name

Password
|| Remember user name on this computer
Login
Forgot your user name?

Forgot vour password?
Passwords are case sensitive.
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2. From your My Concur home page, look to the Trip Search section on the left side
of the page. Concur Travel can be used to book airfare, rail, rental cars, and hotels
for your business trips.

TRIP SEARCH

... Booking for myself | Book for a guest

£ =5 = 8 O
Air/Rail Search

@ Round Trip One Way Multi-Segment

Departure City @

SMF - Sacramento International - Sacramento, CA

Find an airport | Select multiple sirports.
Arrival City @
Find an sirport | Select multiple sirports.
Search
Show More

Or, tell us in your words what you want to do

e.g. flight from JFK to Paris on Tuesday

You can book airfare, rental car, and hotel during the same search. To only book one
detail of the trip — such as airfare — use the corresponding tabs along the top of the Trip
Search.

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

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

[~ Pkl UL S L B L LI L

£ =5 = 8 O
Air/Rail Search q

@ Round Trip One Way Multi-Segment

Departure City &

SMF Sacramento International

Sacamento, CA, United States of America

Find an airport | Select multiple airports
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5. Click in the Departure and Return date fields, then select the appropriate dates
from the calendar. Also, select the appropriate departure and return times. The
system will search before and after the times you select based on the +/- number
of hours selected in the dropdown boxes.

Departure &
depart [=]|| 09:00 am[=]|| £ 3 [=] h
Return @

depart [=] || 03:00 pm[=]|| £ 3 [=] h

6. 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.

Departure@
0112612015 || depart[w]|| 09:00 am [ ]|| 2 3[=] -
24 hour range refresh graph
12200 am Moo 11238 pm

Return &

012712015 || depart[w] || 03:00 pm[]|| 2 3[=] “

24 hour range refresh graph

12200 am Moo 11238 pm

7. To book a rental car during this search, select the “Pick-up/Drop-off car at airport”
checkbox.

Pick-up/Drop-off car at airport
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8. To book a hotel stay during this search, select the “Find a Hotel” checkbox. You
can choose to search for the hotel by Airport, Address, Company Location, or
Reference Point/Zip Code (a city or neighborhood). You can also expand your
search by changing the number of miles in the distance box.

—————
Find a Hotel

Find hotels within |5 | Distance Units milesEl of
_! Airport _! Address

_! Company Location @ Reference Point / Zip Code

Reference Point / Zip Code
(e.g. "Statue of Libertly’, "90210° or ‘Alexandria, VA')

D With names containing:

9. In the “Search flights by” section, select how you first wish to review the airfare
results either by Price or by Schedule. We recommend you search by Price.

] Specify airline &
Refundable only air fares

Search flights by @ Price ") Schedule

10.Then Click the “Search” button.

Reserving a Flight...

11.A grid (matrix) summarizing your airfare search results will appear at the top of the
page, with your search results appearing below. Make sure you factor in those

fees if you are preparing a cost estimate. Note: The link to the baggage fees are
at the bottom of the grid.
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Sacramento, CA To Los Angeles, CA

Mon, Jan 26 - Tue, Jan 27/

Foon
A |

All Southwest

74 results 00

Monstop 454,20
25 results 0 results

1 stop
33 results

2 stops

15 results

3 stops
1 results

il Baggage Fee Folicie

A

L
Delta

©

258.20

2 results

443,70

13 results

N

United

<

350.20

2 results

358.70

13 results

Alaska
Airlines

<

T43.49

4 results

485.20

5 results

Be

Multiple
Carriers

115.00

2 results

115.00

15 results

130.50

1 results

l".
LY
American
Airlines

650.20

4 results

Print / Email

Hide matrix

us
Airways

650.20

4 results

Show fare display legend

12.The yellow diamonds indicate this is a preferred State of California contracted

vendor.

To filter your results, select a column, row, or cell from the matrix. For example, to
view only the nonstop flights click the “Nonstop” cell. To view only Southwest
flights, click the “Southwest” cell.

Once you click on “Southwest”, click “Show Fare” for the flight you wish to reserve
and the 3 different fares will display. The “Wanna Get Away” fares are non-
refundable but reusable. The “Anytime” fares are fully refundable, and the
“Business Select” fares are considered first class or premium types of fares.
These “Business Select” fares may be grayed-out on your site prohibiting you from
purchasing them, if this is your company policy.

Travel Policy

3 Business Select is not authorized

Southwest
Fare Rules

Ticket non-refundable - penalties may apply
Change fee likely applies (plus fare difference, see fare rules)

If you need to change your flight search, or filter your results, you can do so by using

the toggle bars on the left side of the screen.
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Please note that on the left hand side of the screen is a trip summary that is geared to
assist you in following the necessary steps when booking your trip.

Trip Summary

4| selectFlights
Round Trip

SMF - LAX
Outbound: Mon, 01/19/2015
Return: Tue, 01/20/2015

Selecta Car Remove

Days: 1
SMF - Terminal

Pick-up: Man, 01/19/2015
Drop-off: Tue, 01/20/2015

Select a Hotel Remove
Nights: 1
Los Angeles, CA

Check-in: Mon, 01/19/2015
Check-out: Tue, 01/20/2015

| Drovinne Coarnha O |

13.0nce you are ready to make your selection, select the fares and click the green
select button.

Frice L

$130.20

14.0nce you have booked your flight you will be brought to a confirmation screen.
This will allow you to confirm that you selected the right flight, confirm that you are
booking for the right person, select your seat (if an option for your flight), review
charges, review and accept the restrictions and rules, and book the flight. There
will be a screen similar to this after each step in booking the trip.
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Review and Reserve Fight

REVIEW FLIGHTS

Outbound flight: Sacramento, CA (5MF) - Los Angeles, CA (LAX) Mon, Jan19

A Delta Sacramento Internation... (SMF) Los Angeles Intl (LAX)
Sl Y | Depart: Monday, 10:19 am Arrive: Monday, 11:50 am

Stops: 0 Duration: 1h 31m Econorny: L Canadair Regional Jet 900

=
=

Return flight: Los Angeles, CA (LAX) - Sacramento, CA (SMF) Tue, Jan 20

A Delta Los Angeles Intl (LAX) Sacramento Internation... (SMF)
= #4703 Depart: Tuesday, 04:10 pm Arrive: Tuesday, 05:38 pm

Stops: 0 Duration: 1h 28m Econormny: L Canadair Regional Jet 900

=
=

ENTER TRAVELER INFORMATION

Ensure all traveler information below is correct. @

PRIMARY TRAVELER Edit | Review all

Name: Tasha LaRae Wilson  Phone: 916-376-3976 tasha.wilsun@dgs.ca.guvE|

Frequent Flyer Programs Add a Program
For Delta
Mo Program selected El
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SEAT ASSIGNMENT

Make your trip more enjoyable by selecting your seats now. Otherwise, Concur will request them for you.

Select Seats

REVIEW PRICE SUMMARY

Description Fare Taxes and Fees Charges
Airfare $213.96 544.24 $258.20
Total Estimated Cost : $258.20 USD
Total Due Now: $258.20 USD

SELECT A METHOD OF PAYMENT

How would vou like fo pav?

Dept BTA(...1000) Edit | Add credit card

* Indic ates credit card is a company card

ACCEPT FARE RULES AND RESTRICTIONS

Please review the rules and restrictions listed below.

When you purchase your ticket, you agree fo these rules and restrictions.

Please note that the most restrictive set of rules below applies to your entire itinerary.

Click Fare to view Rules [Sacramento - Los Angeles] [Los Angeles - Sacramento]

ADELTA

Sarramentn | ne Annslae

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

Reserve Flight and Continue

15.1n the flight reservation screen you can select your seating assignment. Simply
click on the button that says “Select Seats”. This will bring up a seating map of the
plane.
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ADELTA Select Seat

Delta Flight: 4711 Canadair Regional Jet 900
Sacramento International (SMF) - Los Angeles Intl (LAX)
0M/262013

Seat Selection: |1

[0 Available seat ] Occupied seat [l Preferential seat:  BH Exit row

B Leave vacant or assign last seat W Selected Seat

16. Select a seat by clicking on the light blue seat location. Once selected it will turn
orange with a check mark. Confirm your seat selection by clicking the “Select
Seat” button.

Reserving a Rental Car...

17.Next, you will see your rental car search results if you checked the Pick-up/Drop-
off Car at Airport checkbox.

18. Similar to the flight search, a matrix summarizing your search results will appear at
the top of the page. If you follow the State of California car rental policy, compact
and intermediate are the required car rental classes. Renting a vehicle larger than
the intermediate size requires the car rental justification form.
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= — T =TT —rr— —r — - . .
Hide matrix
All L] e St P=. = L=
13 results Compact Car | Intermediate Car | Standard Car | Standard Convertible | Full-size Car | Premiu
= 3146 3146 34.60 65.01 34.60 65
Ab Al il B5. b 65.

¢<¢

4 n 3

Displaying: 13 out of 13 results. =< Previous 1 2 Next == | All

19.To filter your results, select a column, row, or cell from the matrix.

20.You can find rental location, hours, and contact information by clicking on the

“more info” link.

Unlimited miles

Intermediate Car (Sabre) $ ¢ + E-Receipt Enabled

$31.46 per day Automatic transmission
[Corporate rate] Tatal cost $74.60~

maore info

21.You can see the capacity of the vehicle by clicking the magnifying glass under the

picture of the vehicle.

22.Select your appropriate rental car by clicking the green Select button.

Reserving a Hotel Room...

23. If, when entering your search criteria, you checked the Find a Hotel checkbox:

You will see your hotel search results. A map will display your first 10 search results in
relation to the location you selected/entered as part of your search criteria.
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View map legend

24.You can sort the list of hotels by Preference, Price, Rating, and Distance. The
default is set to display the hotels from the lowest price to the highest price. You
can also search for specific hotels using the “With names containing” field.

View map legend

Sorted By: | Price - Low to High El With names containing:

25.1f needed, you may use the options on the left side of your screen to filter your
results further, such as by Neighborhood, Hotel Chain, Hotel Amenities, etc.
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[IBreakfast (s5)

D Broadband Internet (56)

D Business center (53)
Convention center (0)

D Dry cleaning (54)

D Fitness center (48)
Game room (0}

D Golf course (12)

Q Indoor pool (45)

Hotel amenities may change over time and
without notice. Mot all hotels have provided their
amenities list.

m

Heighborhood . ||| Hotel chain o~
@ Chain ':'Superchain
-

DAshwuud Park (2) -

DEI Cent E1f L DBaymunt Inns (1) r

B E.“-‘&I’Ih.f enter (1) 2 [CIest value Inns (2} 3
Bruce's Beach (1) [TIpest western (4)

DCentinelﬂ {1} [Ccandiewnod Stes (1)

[ ciarkdale (2) [Icomfort inns (3)

[Ccutver west (1) Dleourtyard (3)

DDEI Aire (1) [Clcrowne Plaza (2)

I:‘ Y X Dl}ays Inn (1}

DDUWntuwn )] [Cooubletree (4) 2
] t L Beach (1) - _

L_IDowntown Long Beac (1) Check All | Reset

Hotel Amenities -~

26. Scroll through the site to view all of the hotels. To view more hotel selections, click
the “Next” button on the bottom of the screen. Once you have found a couple of
different hotels, you can click “compare” and add them to a compare list.

1. Westin Long Beach -~

333 E Ocean Blvd from

Long Beach, CA 90802 $1 20

No Photos 17.54 miles | view map
rate this hotel

. E-Receipt Enabled mare info | compare choose room

27.0nce you have your compare list, you may click “more information” for information
on the hotel, such as, directions, attractions, amenities, and all the information you
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would normally find on the hotel’s website. You can also click on the image to
view images of the hotel or virtual tours, if available.

(& Hotel Detail - Windows Internet Explorer IEI@

https://www.concursolutions.com/twPopup/hotel_details.as

popuptype=hoteldict 5 |

~

Hotel Detall

m

WESTIN LONG BEACH \WESTIN

STREET ADDRESS PHONE NUMBER
333 EAST OCEAN BLVD 1-562-436-3000
LONG BEACH CA 90802 FAX NUMBER

1-562-436-9176

Description
-FULL SERVICE - HOTEL

YEAR BUILT - 1988 YEAR REMODELED - 2013

ADDITIONAL PROPERTY DESCRIPTION -

HALFWAY BETWEEN LOS ANGELES INTERNATIONAL AIRPORT AND
ORANGE COUNTY AIRPORT.. THE WESTIN LONG BEACH IS
RENOWMED FOR BOTH ITS CONVEMIENCE AND BEAUTIFUL
LOCATION. ONLY A MILE FROM THE BEACH.. AND AFEW

MINUTES FROM THE NEW AQUARIUM OF THE PACIFIC.. GUESTS
CAN EXPERIENCE THE BEST OF CALIFORNIA. AT THE WESTIN
LONG BEACH.. OUR STAFF IS HERE TO HELP YOU. OUR
DEDICATED ASSOCIATES WILL HELP YOU ARRANGE YOUR NEXT
EVENT IN ONE OF OUR VARIOUS MEETING ROOMS.. INCLUDING
OUR CENTEMMIAL BALLROOW.. WHICH CAM HOLD OVER 1500
PEOPLE. ENJOY A DELICIOUS MEAL AT QUR NEWLY REMOVATED
RESTAURANT.. THE GRILL. MOST OF OUR 469 GUEST ROOMS AND
SUITES OFFER STUNNING HARBOR VIEWS. EACH ROOM BOASTS
QUR SIGNATURE HEAVENLY BED.. WITH A PILLOW TOP MATTRESS
AND FIVE PILLOWS

General Room Information

ROH -
MAX OCCUPANCY - 4 -

& Internet | Protected Mode: Off fy v ®100% -

28.Click the “Choose Room” link for a specific hotel to find more detailed information,
including room types and room rates.

29.When you are ready to reserve a hotel room, click the “Select” button for the
appropriate hotel and rate.

7. Westin Long Beach —_— -

333 E Ocean Blvd from

Long Beach, CA 90802 $1 20

Mo Photos 17.54 miles | view map
rate this hotel

| E-Receipt Enabled maore info | compare ide rooms ~!
The CA Green Lodging Program encourages State and Local gowvernment travelers to seek out and give preference to
certified green hotels.

) 2dbls:state Government Rate - - Id Reguired. Mot Valid For Government-contrac Ted Wendors
State Government id Reguired 24hr Traditional Men-2meking:heavenly Bed:city Wiew Heawvenly
Bath:high-speed Internet For A (Rate Code: E2DGWS) (Sabre)

m

1king:state Government Rate - - Id Reguired. Mot Walid For Government-contrac Ted Wendors
State Government Id Reguired 24hr Traditional Men-smeking:heavenly Bed:city Wiew Heawvenly
Bath:high-speed Internet For A (Rate Code: J1KGWVS) (Sabre)

2dbls:state Government Rate - - Id Reguired. Mot Valid For Government-contrac Ted Wendors
State Government Id Reguired 24hr Deluxe Non-smoking:heawvenly Bed:partial Harbour
Wiew:heavenhs Bath:high-zpeed (Rate Code: DZDGVS) (Sabre)

Alina Bad had Trascal _Inobdon Eran Hink Crooad otacnot Tradiionel Moo oo linehoo eon he

a‘% The C& Green Lodging Program encourages State and Local government travelers to seek out and give
preference to certified green hotels.
State of California Hotel Per Diem is $80.00 per night except in the following counties: Napa, Riverside and

Sacramento Counties (295 per night), Los Angeles, Orange and Wentura Counties and Edwards AFB (3120 per
night}), Alameda, Menterey, San Diego, San Mateo and Santa Clara Counties ($125 per night), and San Francisco
County and the City of Santa Menica (150 per night}).

Rate details / Cancellation policy
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30.Review the information on the “Accept Rate Details/Cancellation Policy” pop-up
window, click on the “| agree to the above rate rules, restrictions, and cancelation
policy” box, and then click “Reserve Hotel and Continue.”

ACCEPT RATE DETAILS AND CANCELLATION POLICY

Please review the rate details and cancellation policy provided by the hotel.

Westin Long Beach \NESTIN

lam | »

Please review the rate rules and restrictions before continuing.
The hotel provided the following information:

RATE: USD 120.00
TOTAL RATE: 135.08 USD
EXTRA PERSON: $20.00

D *| agree to the above rate rules, restrictiens, and cancellation policy.

Reserve Hotel and Continue

31.1f a travel policy violation appears on your site, review the violation. Select the per
diem exception that applies and click “Save”.

Travel Policy Violation

This hotel is not in compliance with the following travel rule{s):

State of California Hotel Per Diem is $20.00 per night except in the following counties: Mapa,

Riverside and Sacramento Counties ($95 per night), Los Angeles, Orange and Ventura Counties and
Edwards AFB (5120 per night), Alameda, Monterey, San Diego, San Matea and Santa Clara Counties
(%125 per night), and San Francisco County and the City of Santa Monica (5150 per night).

Please choose the reason for selecting this travel option. If more than one reason applies, choose the most
applicable. This reason applies to this entire trip.

— Please Choose a Reason — =

— Please Choose a Reason —

Hotel exceeds Per Diem regquires form STD 255C

MWapa Riverside Sacramento per diem $5.00

LA Orange Ventura Edwards AFB per diem 120.00 & which you did not take.
Alameda Monterey San Diego San Mateo Santa Clara per diem 125.00

San Francisco County City of Santa Monica per diem 150.00

Hotel Compliant

Save Cancel
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Completing Your Reservation...

32.Review the details of the reservation on the Travel Details page. If necessary,
change any element of your trip by clicking the appropriate change link along the
left side of your screen. Remember, any airline changes other than cancellations
must be called into the travel agency once your reservation has been confirmed
and ticketed. When ready, click “Next.”

33.0n the Trip Booking Information page, enter the trip information in the Trip Name
and Trip Description fields.

Trip Booking Information

The trip name and description are for vour record keeping convenience.

Trip Hame Trip Description (optional)
This will appear in your upcoming trip list. Uzed to identify the trip purpose
Trip frem Sacramento to Los Angeles Concur Training

cend o copn ofthe copficmatico to &3

34.1f your site is customized to capture department accounting or billing codes, you
will enter the appropriate codes here, for example, index, PCA, cost center, etc.

Index PCA

35.Click the “Next” button.

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.

Display Trip Hold Trip <= Previous

36.Your itinerary appears again, with the trip information just entered, for final review.
Click “Purchase Ticket”, at the bottom of the page, to finalize your trip.
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Once you click Purchase Ticket, your itinerary will appear one last time, now with a
blue “Finished!” message in the upper left corner.

Almost done... Please confirm this itinerary.
Display Trip || << Previous || Purchase Ticket=> || Cancel

37.Make sure you always scroll to the bottom of the page clicking Next, Next, Next
until you have received the “Finished!” message.

Trip Summary

Finished!




