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Welcome to Concur® Cligbook Travel

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

Concur’s Cligbook 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 Concur Travel

1. Log on to Concur Travel following your Your password is case sensitive.

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

= <B_N I m = 11 2
Welcome
L] Notice:

If you experience difficulty logging into the site, please click on the
Forgot your password? link below .

Sivous éprouvez des difficutés & ouvrir une session dans ce site, veuilez cliguer sur le lien
Wous avez oublié votre mot de paz=e? ci-dessous.

User Hame |

Password

Forgat your user narme?

Forgat your password?
Passwords are case sensitive.

© 2008-2010 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.

L Welcome, Sue Peterson

My Concur | Travel Expense Reporting  Administration Profile Help  Log Out

You are administering Expense for | Me v
Trip Search Company Info
Flight | Car | Hotel || Flight Status || Dining February User Conference
Please use cost center 1234 For all expenses related to February's user conference,
® Round Trip O one Way Q Multi-Segment
Mew Preferred Airli
Departure City [ - iz Preferred Airline . o
SEA - Seattle Tacoma Intl Arpt - Seattle, W Az of 11§172009 American Airlines is our new preferred vendor.......
)
Arrival City [g)
Active Work
Departure i) Mew Expense Report _ﬂ ‘iew Reports
i +
depart (gl | Morning (sl | + 3 (8 utharization Requests {2) || Cash Adwvances (4)
Return
depart | || Afternoon (v || £3 Report Marne Status Report Date Total
Paris Mot Submitted 11/06/2009 $0.00
F Pick-up/Drop-off car at airport Paris
Trip From Seattle ko Dallas Mot Submitted 10430/2009 0.00
[JFind a Hotel Training Canference
Trip from Dallas to Minneapolis Mot Submitted Od4fz0f2009  $250.00
[refundable only air fares sales trip
search flights by: Oprice & schedule Ttip ko Boston Approved & In Accounting Review 01/02/2009  $905.74
sales
Trip For Conference Approved & In Accounting Review 05/zzfz008  $895.00
Training Conference
Comment: Report's approval bime expired and it was sent ta the Expense Processar,
Weather

Mo weather information is currently available for Seattle, Travel Info

Flease try another city.
Book travel with the Cligbook Travel Wizard, check travel rules set by wour company, get travel maps, and more,

Please enter an airport. [
SEA - Seattle Tacoma Intl Arpt - Seattle, Wa

Approval Queue

Request Name Employes Subrmission Date Tokal

Mo records found.

Trip List
Use the Trip Search section. 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 Concur Cligbook Travel.
Explore the Weather section. This section shows you the weather conditions at

any selected airport.

© 2008-2010 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 Concur Travel.

This section lists the trips awaiting your approval.

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

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

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

Trip Search Company Motes

Flight || Car || Hotel || Flight Status

ancl more.
® Round Trip O One Way O Multi-Segment

Departure City [

) N Company News
Arrival City g
Access our company TAE palicy

Learn about nesw training
sofhware

Book travel with the Cligbook Travel Wizard, check travel rules set by your company, get travel maps,

Departure Active Work
depart || Morning % (|23 W Mew Expense Repork View Reports
Return Authorization Requests (1) | Cash Advances (0}
depart % || Afternoon % ([ 3 W
. . Printing For Training Mok Submitted 06/03/2009 $133.00
[ Pick-up/Drop-off car at airport LerEes e
. Training Session for LenDey Mok Submitted 06/01/2009 $1,198.62
OFind a Hotel sysker braining
[Irefundable only Approval Queue
Search flights by: O Price @ Schedule Report Name Status Date Created Total
Training Class @ Submitted & Pending Approval - Broven, Chris 1040972007 $4,500.00
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Section 3: Update Your Travel Profile

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

® Welcome, Sue Peterson

My Concur  Travel Expense  Administration | Profile.| Help Log Out

Personal Information  Change Password — System Settings  Travel Vacation Reassignment  Change E-Mail Settings

Wy Profile
Change Password

& passeord must be st least B characters. | must contain st lzast one character that is not a letter and may contain numkers (0-9), upper and lower case
Haome Address chatacters (A-Z, a-z), and symbols (such as “%ENEE). 1t cannot contain spaces. Al fislds are required.

Company Address
Cantact Information
Emergency Contact

Your Information

HOTE: Passwords are case sensitive.

This will chiange your password in both Clighook and the Concur Expense system.

Credit Cards
Travel Preferences
Old Pazsword Mews Passward Re-erter hew Passward
Air Travel Preferences | T T ) ) )
Hotel Preferences
Cat Rertal Preferences Pazswaord Hirt (vwee will email this to you if you forget vour passweard)
International Travel
Assistants Arrangers

Other Settings
System Setkings
Set-up Checklist
Change Password
Privacy Statement
System E-mail Settings
Travel Yacation Reassignment

© 2008-2010 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.

2. On the Profile submenu, click System

Settings.

Additional Information

You can change the system and regional settings
(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.

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

My Concur  Travel

Welcome, Sue Peterson

Expense  Administration | Profile Help Log Out

Personal Information  Syst

em Settings  Travel Vacation Reassignment  Systern E-Mail Settings

Wy Profile

Your Information
Personal Infarmation
Company Information
Contact: Information
Emergency Contack
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Expense Sekttings
Expense Informakion
Expense Delegates
Expense Preferences
Expense Approvers
Favorite fttendees

Other Settings
E-Receipt Activation
System Settings
Privacy Statement
System E-mail Settings
Travel Wacation Reassignment

‘fou've been designated as an assistant For one or more people. IF vou'd like to edit their profiles instead of Mo P
wours, select a name from the list ko the right. L
Regional Settings and Language Calendar Settings

Default Language Engiish (-United States) W Start week on Sunda}f v

Number Format | 1,000.00 v

Placement of Currency Symbol

[ Befare the amount ¥

Start Day Wiew AL SDD aMo v |

End Day Wiew At |B:00PM %

Negative Number Format |-100 [+ Default Yiew |month v
Megative Currency Format |-100 %
mile/km | mile S

Date Format

Time Format

Hour/Minute Separator [ i

Time zone {local time)

Other Preferences
Home Page

Rows per page

Travel Settings

Send an email every time something is put in or removed from my approval queue

[mmyddprvyy ¥

:"H:mm AM!fli‘M v

M| 12092008 303 Pt

(GMT-12:00) Eniveetok, Kwajalein

| My Concur

|25 o

Send a daily summary of items in my queue

Let me know when one of my requests is approved or denied

Reset | | Close

hdllt 7]
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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 Address  ‘Work Address  Contact Info.  Emergency Contact  Travel Preferences Assistants Credit Cards

Yaur Information ‘fou've been designated as an assistant for one or more people. IF wou'd like to edit their profiles instead of E-Me e |
Personal Infarmation wours, select a name from the lisk ko the right. | S
Company Information
Contact Information Disabled fields (grav) cannot be changed. IF there are errors in these Fields, contack vour cormpane's bravel administrator, Change
Emergency Conkack el ked T = b ebed i Picture
Credit Cards Fields mar] Required ] must be completed to save your profile.

Travel Settings
Traal PreFer-e.nces Your Name and Airport Security: Please make cerkain that the first and last names shown below are identical bo those on the phota identification that vou will

: be presenting at the airport. Due ko increased airport securiby, you may be turned away at the gate if the name on your identification does not match the name on

Intermational Travel wour ticket.
Frequent-Traveler Programs

5 Title First Name Middle Name Nickname Last Name Suffix
Assistants/Arrangers : —_ = =58

Expense Settings

Expense.In-Form;tio.n _
Expense Delegates Company Information
Expense Preferences Employee ID

Expense Approvers i 7]
Favorite Attendees

Manager Position/ Title Drg. Unit/Division

Other Settings

© 2008-2010 Concur Technologies Inc. All rights reserved.
Revised: March 3, 2010 9




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. Concur 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
Information.

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. Concur 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 allow the assistant to
view, make changes to, and modify your profile.

11. Click Save.

Assistants and Travel Arrangers f f F — (
Add an Assistant - Mozilla Fird W‘
Flease select the individuals within your organization that vou would like to give permission @ E]@.
] refuse Self Assigning Assistants % [0 e tetelyteblite WlafelgiReeln| hittps: ffimplement ation. concursalutions. comfpr 97
Your Assistants and Travel Arrangers Add an Assistant

Flease select the individuals within your organization that you would like to give
“Yau currently have no assig|Permission to perfarm travel functions For you,

Search Criteria Search What )

smith, john Mame, E-Mail, Log-in - ||

Assistant -
[ save | fEmih Somn ]

Can book travel for me

Is my primary assistant for travel®

‘You currently have the Following credit cards saved with your profile.

Your Credit Cards *Individuals/Groups with no work phone number in their profile cannot
be designated as primary assistant for travel,
My Corporste Card AR -1 1
[ Save ] [ Cancel ]
Save
a Go ko bop Done g

© 2008-2010 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 under the Trip Search airfare, use the corresponding tabs.
section.

2. Select one of the following types of flight

options:
e Round Trip
e One Way

e  Multi-Segment

Flight || Car || Hotel | Ride || Rail | Flight Status | Dining

*' Round Trip  One Way [ Multi-Segment

Departure City i)

|
Arrival City [f)
|

Deparkture

| Idepart;llg:DDam ;||12;|

Return

| |depart;||5:Dme ;Il:l:Z;I

r Pick-up/Drop-off car at airport

r Automatically reserve this car

I Find a Hotel

" Refundable only air fares

Number ufadultsll YI
Search Flights by: # price " Schedule
Search |

3. In the Departure City and Arrival City fields, When you type in a city, airport name, or airport
enter the cities for your travel. code, Concur 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 date range. Concur Travel
calendar. searches 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 skip this step and add a car from
the Itinerary page.

© 2008-2010 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 You can choose to search for the hotel by:
checkbox. 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.

7. If also booking for a companion, from the Your company decides if this field appears in the
Number of Adults dropdown menu, select the Trip Search section. When displayed, if a companion
number of adults traveling. is selected, the payment screen will provide the

option to use the credit card from the companion’s
profile.

8. In the Search flights by section, select either Select Price to find fares in Coach/Economy.

Price or Schedule. Select Schedule to locate flights in fare classes

other than Coach/Economy. When you search by
schedule, a list of outbound and return flights will
appear.

To search only fully refundable fares, select the
Refundable only checkbox.

9. Click Search. To filter the results, select a column, row, or cell in
the grid directly above the list of flights. The results
will then show flights with the number of stops,
airline, or both.

© 2008-2010 Concur Technologies Inc. All rights reserved.
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Step 1: Make a Flight Reservation (Continued)

10. Review the search results, and then click the
View Seatmap button next to the flight.

11. Select any green (unoccupied) seat and position
the mouse pointer over a seat to see the seat
number.

Additional Information

A code for seats appears at the bottom of the page,
showing which seats are available, occupied, or
considered preferential. The bottom right corner
shows the number of available seats by class of
service for this flight.

Select preferential seats (highlighted in yellow) if
you have preferred status on the selected airline.
Your frequent flyer number must be in your Concur
Travel profile. If you select a preferential seat and
this information is not in Concur 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.

Seat Fap

i
Morthwest Fight: 7451 Boeing 737

110912009

Seat Selection: I

Select Seat I Close |

Seattle Tacoma Intl Arpt (SEA) - Sky Harbor Intl Arpt (PHX)

of frequent flyer skakus, [

o F R AR EEEEGEEEERENERRLEE
= P FEERERLEEENNNENNNNNRNN B
o P R L EEEEEEEEEEEERRREGEGEE
B 7T 86 910111213141516171819202122232425262
= EEREERELEEEEEEEEENNEEEE
% P EEREELEEEYNEERENERREENE
e P F AR EEEEFFEERREENERERENES
4| | o]
Seat assignment is subject to change up until time of departure
8 svaisblesear W Cccupied seat Preferential seat Exit: rom 9 Selected seat

1 Preferential seating is not generally available For discounted Fares, or travelers without higher levels

© 2008-2010 Concur Technologies Inc. All rights reserved.
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Step 1: Make a Flight Reservation (Continued)

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

13. Once you have made your seat selection, click
Close.

14. 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. Concur 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.

o A yellowReserve 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.

When you click Reserve to select a fare, Concur
Travel & Expense automatically selects the
corresponding frequent flier program, if available.
You can also select a different program from the list
at the bottom of the screen.

$332.840, (Worldspan) Fare Rules
Compare
United #0352 Jan 26 11:00am Jan 26 4:44pm Stops: 0 6637 |bs
{w e Seattle, Wa (SEA) Chicago, IL (ORD) 3h 44m 0z
Urited #0929 Jan 29 5:00pm Jan 29 7:35pm Stops: 0 663.7 bbs
{w e Chicago, IL {ORD) Seattle, WA (SEA) 4h 35m Coz

€370 R4

My Concur | Trawel | Expense Invoice Profile Help Log Out
Home  Trip Library  Templates Meetings Policy  Profle Tools
Click on a column, row, or cell in the grid below to filter your results. Brint { E-mail
All -
oereeee | D] ED | A A 5] B = =&
Monstop 332.84 339.21 339.21
11 results Gresults  Zresults 3 results
1 stop 34344 349,851 349,51 352.54 354.04 377.40 396,51 437.81 Aﬁ
144 results 14 results 1S results 17 results 20 results 20 results 16 results 25 results 14 results SO%T
2 stops 537.40
1 results 1 results
Displaying: 156 out of 156 results. The least cost item is: 332.84 |} Checked Baggage Policies
Next>> | All
Sort: @ policy « Cprice C carrier C pepart C puration O Emissi
Carrier Depart Arrive Duration Emissions Class
{M Urited #0175 Jan 26 G:30am Jan 26 2:26pm Stops: 0 B63.7 |bs Boeing 757-200
Seattle, Wa (SEA) Chicaga, IL {ORD) 3h S6m Cioz Ecanomy: T
{w Urited #0929 Jan 29 S5:00pm Jan 29 7:35pm Stops: 0 6637 |bs EBoeing 757-200
Chicago, IL (ORD) Seattle, Wa (SEA) 4h 35m oz Econormy: T

Ticket non-refundable - penalties may apply; Change fee applies (plus Fare difference);

Ticket non-refundable - penalties may apply; Change fee applies (plus Fare difference);

View more air fares

Boeing 757-200 &=
Econarmy: T
Boeing 757-200 |
Econormy: T

© 2008-2010 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.

2. Select the appropriate rental car, and then click

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

You can sort the car results to help find your

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

My Concur TT{‘Q}E’] Expense Invoice  Profile Help Log Out
" Home. __T_np_ Lﬁ'iE.ra'ry Templates Meetings Policy  Profle Tools
Car Availability
Picking up the car at: (SEA) on 09,/24,/2009 12:00 PM Print / E-mail
Returning on 09,/24,/2009 2:00 PM
LJu e = ol & 22 B o 38
LR IEnuE Economy Car Compact Car Intermediate Car Standard Car Full-size Car Premium Car Standard SUY  Mini ¥an Inf
Thillly 37.00 39.00 41.00 43.00 43.00 60,00 £0.00 64,00
Ly 47.50 47.50 48,50 48.50 50,50 63,50 59,99
AVIS 50.00 50,00 53.00 55.00 57.00 62,00 74.00 77.00
Budget 50.00 50.00 52.00 54.00 56.00 £1.00 72.00 78.00
g2.00 53,00 54,00 86,00 86,00 155,99 134,49
B2aE 86.43
LAy 87.30
E=FON = 96.51
| Asarnol 105.21
1%l | |
Displaying: 58 out of 74 results. <=Previous 123456 Next>> | All
Sort options O palicy O Best price ® vendor « |
| Ly _Standard Car (Worldspari) |
$48.50 per day {Corporate rate) Total cost $71.08% g :
Unlimited miles E-Receipt

Pickup: Terminal: Seattle Tacoma Intl Arpt, Seattle, Wa
Automatic transmission

Enabled

/'Intermediate Car {Woarldspan)

$48.50 per day {Corporate rate) Total cost $71.08%
Unlimited miles
Pickup: Terminal: Seattle Tacoma Intl Arpt, Seattle, Wa

Use the Following Car Program: | s Sl ER i)

© 2008-2010 Concur Technologies Inc. All rights reserved.
Revised: March 3, 2010
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Section 4: Make a Travel Reservation (Continued)

Step 3: Select a Hotel

1. In the hotel results, click Next to access more
hotel information.

2. To filter by hotel chain, click the Hotel Chain
radio button, and then select the chains you
want to view.

3. To filter by hotel amenities, click the Hotel
Amenities hotel button, and then select the
appropriate amenity options.

4. Click the Map of Hotels link in the upper-right
corner of the page to view a map of the location
you selected and the nearby hotels.

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

6. When you are ready to reserve your hotel room,
click Reserve for the appropriate rate and
hotel.

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

© 2008-2010 Concur Technologies Inc. All rights reserved.
Revised: March 3, 2010

Additional Information

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

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

If you book a roundtrip overnight stay without a
hotel, you will be prompted to provide the hotel
information.

You can also choose Show All or Hide All and sort
the list of hotels by Preference, Price, Chain,
Rating, Distance and Policy.

Your company'’s preferred hotels are displayed as
pink dots.

Next to each Reserve button, a description, rate
details, and cancellation policy is available The
Reserve buttons are color coded as follows:

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

e A yellowReserve 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 grey or 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 Wed, Sep 23 - Check-out Thu, Sep 24

Haotels located 5 miles from Phoenin, AZ [PHXL Changs search
Filtar by Hotel chain | Hptel Amenities | With nanes containing: i

[ btam of hatels Print / E-mail

Displaying: 1% out of 100 reswlts,

Sort: () preference a I Rating

2 Memtex | All

) Distance

[ E o tnn | Hilton Garden Inn Scottsdale 0ld Town -

7324 East Indian School Road
Scoktsdale, Arizona B5251
1-480-481-0400

| .” Company Preferred Hotel

Tiestls - 2 Doubls Beds (Rate Code: ADDEDE)
Cancelation policy exdsts

$110.00
S0
$110.00
i
e

Cancelation pobcy exists

Cancelation policy exsts

Mestles - 2 Double Beds Accessible Room (Rate Code: ADEBDZ)
it detads | Carcellation poboy

Mestle - Rioom Sedacted Ab Check: In (Rate Code: ADCBDZ)

| B2 5en e Hiltan Garden Inn Phoenix Alrport North

3538 East Yan Buren Street
Phoentc, Arizona BS008
1 -602-306-2323

£139.00

hiot rabed 1,23 mies

E-Receipt
Enabled

B C D Traved - Boom Selected AL Check-in (Rabe Code: ADDALF)

Y A S Sl E R - acd s Program B Use my delault eredit card: *IP Morgan”.

Step 4: Complete the Reservation

Additional Information

1. Review the details of the reservation on the Trip
Details page, 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. Click Purchase Ticket to finalize your trip.

© 2008-2010 Concur Technologies Inc. All rights reserved.
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From the Trip Details page, you can add or make
changes to the car, hotel as well as change the
dates of the flight.

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.

The name and itinerary is displayed 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.

Flight changes are available for e-tickets that include
a single carrier.

If the trip is already ticketed but has not occurred,
you can change the time of the flight if an even
exchange is available or the ticket is refundable.
Your change options will be with the same airline
and routing.

Contact the appropriate Website or vendor directly if
you did not book your trip using Concur Cligbook
Travel.

Company Motes | Clighook Map Upcoming Trips | JULTEGEE ] Approval

Trip Mame/Description Locakar

Trip from Seattle to Phoerjreempryr=m—"m (5] CGRSTP

View Itinerary
E-mail Itinerary
¥iew Request
Create Template
Clone Trip

Share Trip
Change Trip
Cancel THp

Confirmed

Skakus Skark Date End Date

11/09/2009 11/10/2009

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 Trip Library
link at the top of the Travel home page.

6. Click Actions to the left of the trip you wish to
cancel, select Cancel Trip, and then click OK.
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From the Itinerary page, you can:
e Email your itinerary
e Change seat

e Change the flight day or time for travel (you
cannot change the airline)

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 depending on
the procedure 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: Concur Cligbook Travel Action Buttons and Icons

Button/Icon Description

A 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
X transactions.
[ =] Rail: Click to view your rail booking information.
Reserve | Reserve: Reserves the selected trip details.
T Seat map: Click to view the flight seat map.
> Yellow Diamond: Indicates a company preferred vendor.
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Revised: March 3, 2010 19



Assistants & Travel Arrangers .......ccccocveeveeereneen. 10

Cancel a Reservation ..........c.ccoocevvveencieseene e 18
Car Reservation .........cccccvevveiie e e 15
Change a Reservation ...........cccccvevvveeieiesieeneseennes 18
Flight Reservation .........c.cccccovvevieiienneesie e 11
Flight tab......c.cooveiiii e 11
Hotel Reservation .........cccccveveeiiiiie e, 16
ItINErary Page.....ccoeieeieeieeee e 18
LOQ 0Nttt 4
MY CONCUN .....eieiiiriiciee s 5
CUSLOMIZING.....ociieciieiecce e 6
Trip List SECHION......cceiiciiiiieccce e 6
Trip Search section.........cccocvvvvevevveveiecienns 5,11
Trips Awaiting Approval section .........c.cccceeeveenee. 6
Weather SECiON .......cceveeriiirise e 5
PaSSWOId.......ceeiiiiiiiii ittt e 4.7
Personal Information ...........cccccoeveiieiiiic e, 9
Reservation
Cancelling......cocoovvinii e 18
G s 15
Changing .....ccocvvveeiieecse e 18
Completing .....ccoocveveiieic e 17

© 2008-2010 Concur Technologies Inc. All rights reserved.
Revised: March 3, 2010

FIONT. oo 11
HOLEI . 16
Reserve buttons
FIONT. oo 14
HOLEI . 16
Seats, SElECtiNG......ccccveveveeiere e 13
SYStEM SEttiNGS.....ccveiveiiieieieie e 8
Travel ArTanQEr ...oovvce e 10
Travel AsSiStant ........ccccceevie i, 10
Travel Profile........coooveviiii e 7
Changing password..........cccocvvevieevieeiieesieesinesieesnnns 7
Date FOrmMat.........cccooeeviiiiiiiieeeeeee e 8
LANQUAGE ....eevveiieereesiee e 8
TIME ZONE....eiiiieiieiiie et 8
Travel ASSIStaNT ......coovevviririi e 10
Updating Personal Information............c.ccoceeervennae 9
Travel Reservation...........cccocvevevevveieneseeeneee, 11
Trip Booking Information page.........cccoeevevvervnennnn. 17
Trip DetailS PAge ...ccvooveeeieiiiiiiiere e 17
Upcoming TripsS tab ........cccooviiiiiiniecese e 18

You are Administering Travel For dropdown menu 7

20



	Proprietary Statement
	Welcome to Concur CliqbookTravel, Concur’s powerful employee travel management solution that enables you to create travel bookings online. 
	Concur’s Cliqbook Travel feature enables you to:
	 Search the same vendor inventory that your travel agency uses. 
	 Find, coordinate, and reserve your airline, rental car, hotel, rail, limo, or dining reservations for your business travel.
	 Comply with your company’s travel policy when booking your travel.
	Section 1: Log on to Concur Travel 
	Section 2: Explore the My Concur Page
	Section 2: Explore the My Concur Page (Continued)
	Customize My Concur

	Section 3: Update Your Travel Profile
	Step 1: Change Your Password

	Section 3: Update Your Travel Profile (Continued)
	Step 2: Change your Time Zone, Date Format, or Language

	Section 3: Update Your Travel Profile (Continued)
	Step 3: Update Your Personal Information

	Section 3: Update Your Travel Profile (Continued)
	Step 4: Set Up a Travel Arranger or Assistant

	Section 4: Make a Travel Reservation
	Step 1: Make a Flight Reservation
	Step 1: Make a Flight Reservation (Continued)
	Step 1: Make a Flight Reservation (Continued)
	Step 1: Make a Flight Reservation (Continued)

	Section 4: Make a Travel Reservation (Continued)
	Step 2: Select a Car

	Section 4: Make a Travel Reservation (Continued)
	Step 3: Select a Hotel
	Step 3: Select a Hotel (Continued)
	Step 4: Complete the Reservation

	Section 5: Cancel or Change an Airline, Car Rental, or Hotel Reservation
	Section 6: Concur Cliqbook Travel Action Buttons and Icons

