AN
WESTERN SAP Concur [C]

WASHINGTON .
UNIVERSITY Travel Services

How to Book Flights, Hotel, Rental cars and more in
Concur Travel Booking Tool

The Concur Travel tab and Booking Tool is supported by Christopherson Business Travel,
Western's preferred travel agency. The Concur Travel tab is similar to booking sites like Expedia
and Google Flights.

With the Concur Travel tab you can:
« Book your airfare, lodging, and rental car in one transaction
« Get contracted and discounted rates
« Earn miles and rewards
« Track unused airfare credits from canceled trips
« Book on the go with the Concur Mobile App
o Track your itinerary and link your accounts using Triplt Pro

Note: For more complex trips such as group trips, international travel, to change/cancel a trip
or to use a flight credit, call Christopherson directly: 800-285-3603

Book travel online only after the Trip Request (TA) has been approved:
1. Login to Concur.

» Travelers skip to #2

> Delegates Only: Click Profile on the upper-right of your dashboard and begin typing the traveler’s name to
search and select from the list field under Acting as other user:
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0 Travelerl Test

Sign Out

Requ Profile Settings
Apprg

-
A Acting as other user 0

[Choose a use v

Test, Traveler2
traveler2@wwu.edu (Email)
User ID: traveler2

Logon 1D: traveler2@wwu.edu
Index:

Test, Traveler5
travelers@wwu.edu (Email)
User ID: travelerd

Logon ID: travelerb@wwu_edu
Index: Purchasing Operations

sociated with

¢ If you do not have the Acting as other User option or the traveler’s name does not come up in the search, the
traveler must assign you as a delegate in their Profile Settings. Travel Services can also enable delegate

permissions.
¢ Click Start Session. You are now acting as a delegate for this user, shown by the green label “Acting as...”:

Acting as -
Test, Traveler2

+ + + 01 00 00

Start a Start a Upload Authorization Available Open

Request Report Receipts Requests Expenses Reports

2. Or, if booking on behalf of a guest (non-employee), such as a speaker or an interview candidate, select Book for
a Guest. Contact Travel Services if you do not see this option:
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Elg Mail - Iravel bervices -.. 3 Iraveler Update Super., BE Iravel - Business bervi., i lraveler Mew Protile a.. B Approver,

i Iraveler Update Super..,

SAP Concur @ Requests (pense Approvals Reporting App Center

Travel Arrangers Trip Library Templates Meetings Tools Meeting Admin

. Company Notes | Upcoming Trips | Trips Awaiting Approval | Remove Trips
... Booking for myself (| Book for a guest 5 pany : UL e Dl i

Welcome Western Washington University to Christophers
x n = = g Thank You for Your Busi

Mixed Flight/Train Search

| Round Trip | One Way | Mult City | Please take a moment to review your profile and ensu

From . . . .
( L ) ) ] For questions regarding travel reservations or changes to air that has :
|DE|:arture city, airport or train station Travel:

Find an airport | Select multiple Eirp::rlé
Hours: 5:00 AM — 5:00 PM PT, Mc

Tog@
| Arrival city, airport or train station | Advisor Group - University Team:
Find an airport | Select multiple airports

Email: university.travel@chbt

For Concur Travel technical questions please refer to the help me

3. Important: Confirm the employee traveler’s Profile Settings are correct and complete before booking.
Navigate to Profile > Profile Settings > Personal Information > Name and Airport Security: Please make certain
that the first, middle, and last names are identical to those on the photo identification that you will be
presenting at the airport. Due to increased airport security, you may be turned away at the gate if the name on

your identification does not match the name on your ticket.
4. Click the Travel tab at the top of the dashboard:

Administration~ | Helpw

New Theme (i

SAP Concur Requests Travel Expense Approvals Reporting + App Center — .
\ rofile *
= -

Travel Arrangers Trip Library Templates Meetings Tools Meeting Admin

& Elooivcing for myself | Baok for 2 guest Company Notes | Upcoming Trips | Trips Awaiting Approval = Remove Trips
" Add new tinerary manually

XQ = = &

N . N Policy for Expense Reports | *Employee Travel v |
Mixed Flight/Train Search
| Round Trip | One Way | WUl City | Trip Name/Description Status Start Date End Date Action
F

om @ No records found.
|De:arture city, airport or train station |
: Find an aitport | Select multiple airparts
To @
|Am.a| city, airport or train station
h Find an airport | Select multiple Sirparts.

Show More
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5. Default search is for Flight/Train, round trip. May select One Way or Multi-City if needed.

6. Click in the Departure city field and start typing in location (BLI, SEA, Bellingham, etc). Enter Arrival city,
depart/return dates. NOTE: Use the Find an airport and Select multiple airports links as needed.

7. Tick the boxes next to Pick-up/Drop-off car at airport and/or Find a Hotel if needing to book a rental car and/or
hotel for the same trip.

8. Note: If traveling from Bellingham (BLI airport) be sure to uncheck the box next to Flights w/no double
connections to return all results (departure from BLI may require two stops/layovers for longer distances):

. Company Motes | Upcoming Trips | Tr
:l Booking for myself | Book for a guest pany ¢ 2

X8 = =

Mixed Flight/Train Search

Welcome Western Wa

Round Trip One Way Mutti ity Please take
From g F . di
|D&pﬂrtur& city, airport or train station or questions regarding tra
. Find an airport | Select multiple Eirp:-rtzl
To g
|Arri'.fﬂl city, airport or train station
) Find an airport | Select multiple Eirp:-rté
Depart g
H_] ||depart v||02:lillilpm v”is v|
Return @ For Concur Travel tech
“_] |||:Iepart v||02:lillilpm v”iﬁ v|
mEF'il:k—upu"Drl:lp-—l:lff car at airport
[[] Find a Hotel
Search by (Cancellations, voids anc
| Price W |

[[] Specify a carrier @

D Include additional refundable air fares

.—% Flights w/ no double connections
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9. Click the orange Search button to return results. Tabs allow user to view options by Fares or Schedule. Sort by
price, duration, stops, emissions, etc.
10. Flight schedules, layovers and travel times display. Select flight by clicking blue button on right. There may be
multiple far options (View Fares). Select to advance to booking:

& Finalize Trip

InTarmanaon may not pe complete or In neutral araer.

Flight Number Search Q Sorted By: | Price - Low to High

Displaying: 178 out of 178 results

Previous | Page: 1 of 18 | MNext | All

Change Search

From

| BLI - Belingham Airport - Belingham, WA

Find an zirport | Salect multiple sirports.

To

| ATL - Atlanta Hartsfield-Jackson Intl Airport - Atlanta,

Find an airport | Select multiple airports.

Depart

[mUBJ'UHZUZZ:H:dep v][uz:un pmv]:tS v|
e

Return

[’E‘UB«'UT."ZUZZ:H:dep v][uz:un pmv:[tﬁ v|
-

Search by
| Price ~ |
[ Specify a carrier @

D Include additional refundable air fares
D Flights w/ no double connections

Depart - Tue, Mar 1 ~
[ L ]
Depart 06:00 A -03:12P
L J L J
Arrive  07:06 P-08:21 A
Return - Mon, Mar 7 ~
[ J L]
Depart 06:00 A-086:15P
[ L ]

Arrive 0232P-11:59P

12:00p BLI - 10:10p ATL

@ Southwest
06:15a ATL

» 03:10p BLI
Preferred Airline for Western Washington University

DEPART

RETURN

Fare Options Free Checked Bags

Wanna Get Away (U, U, G, G)

Rules Benefits/Semices 2
Anytime (U, U, G, G) P
Rules Benefits/Serices
Business Select (B) 2
Rules Benefits/Services
View more fares
Worldspan

12:00p BLI - 10:10p ATL

@ Southwest
07:25a ATL — 09:50p BLI

Preferred Airline for Western Washington University

1 stop LAS 7h 10m

1 stop LAS 11h 55m

X Tue, Mar 1 — Bellingham, WA to Atlanta, GA / 50m layover in Las Viegas, NV

¥ Mon, Mar 7 — Atlanta, GA to Bellingham, WA /4h 05m layover in Las Vegas, NV

Refundable

Mo

Yes

Fees may apply

Yes
Fees may apply

1 stop LAS 7h 10m

4 stops 17h 25m

11. Add or Select Frequent Flyer Program if applicable; select seats if option available.
12. Select or enter credit card information to book (can work with department manager/admin to enter pcard if

available, or use personal card to be reimbursed after trip).
13. Click Reserve Flight and Continue. Be sure to proceed through all the review and booking screens:
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Hide all details ~
Flight details -

Flight details -
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g
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»
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Review and Reserve Flight
REVIEW FLIGHTS

DEPART X Tue, Mar 22 — Denver, CO to Sakt Lake City, UT Hide details

Tus, Mar22 08453 DEM —+ 10:2893 5LC 1h 44m Celta 2281

Boeing 737-800
RETURN ¥ Thu, Mar 24 — Salt Lake City, UT to Denver, CO Hide dedails

Thu, Mar 24 03:30p 5LC 05:04p DEN 1h 34 Delts 2048

Airbus Industie A315

ENTER TRAVELER INFORMATION

Ensure 3l fraveler information below is comect. g

Primary Traveler Edit | Review all
Hame: Chrisa A Offerzen  Phone: 303-555-1234  Email: | onlcewcnomravlcor s

Frequent Flyer Programs Add a Frogram

Far Dalka

SELECT SEATS

Salect your prefermed seats, othenwise Concur will request them for you based on your Profile.
Flight Saat
DL 2381 Main Caban {T) View seat map
DL 2548 Main Caban {L) View seat map

REVIEW PRICE SUMMARY
Description Fare Taxes and Fees Charges
Airfarz 5103 49 543171 523720
Total Estimated Cost: $237.20
Total Due Now: $Z37.20

METHOD OF PAYMENT

This purchase will be charged to your company directhy.

& This is & Mon-Refundable Ticket

Cusbomars hakding MON-REFUNDAR

y and reuss thass Gckals b ary destination in the carmars sysiam, within ona

P Bokets may USUMLLY caroal their jou e,

year tnlowing the DATE OF ISSUE [READ THE FARE RULES cartain this appias) Reservations MUST ba cancelled by the inlended (oniginal] departure day, or

Bekats will b wiodd and hase RO valee for fobsre vsa. These rukes apoly o DOMESTIC fickating only

By completing this booking, you agree to the fare rules and restrictions and hazardous goods policy.
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15. Review Details and click Next at the bottom of the screen to finalize and confirm booking:

Iwantto.. Trip Mame: Trip from Danver fo 3ait Laks Cify s #Add o your Hinarany
pintrenn St Daba: Warch 22, 027 & - (-
End et March 22, XG2
Croetect March OF, 222, Chviss Oftersan (iodRect Lisrh o7, bt st Eoeeeagt Erfer vt e
= sy OF COANGE Wit e
Decodpbion: (Mo Descripton Avaibin) (s
Agenoy Anoord Losator: 41GE8
Pas pangens: Chitsah Oferzen
Totel Ectimated Coct $237.30US0 Lutas

ﬂ Hirfarn must be Hidkohod by BHOTTXI2E H:00 PE
Mourrsin

RE SERVATIONS
Tuscday, Maroh 23, 3T

o Flight Denver, CO (DEM) to Salt Lake City, UT (SLZ) sl a

Deitn 2231

Depariure: DE:46 AN Confimation: JNQTIE aant 300
W Il A | LN sl Comtwrmd ChEgs el
Uraiin | hees, 44 mirvdes

Paradogs

Arrival: 10:28 AM
Saall Lssboa Uity eyt (51

Fzdboral Lviade

Al Howg =500 Ll e 2500 b
o Tkl

Caataimn. WA AR (1

o 24 to your Hinarary

Thuredsey, Marsh 24, 2022

o Flight  Salt Lake City, UT (SLC) to Denver, CO [DEN) el i

Daiin 843

Departure: D2:30 FM Confirmasion: JHGTIE aset TIF
Sl Loabsa Doty Seirpecd. (5005 sdmiie Cooetwmmd Chrgge sl
Uhrsiinr | bees, 34 e

PMoredegs

Arrival: 0E:0S Pl
W Il A | LN

EAzdbonel Deteds

Aduwl Artae A48 Uralsrem. S00 mibem
- Tkl

Cairs. WAAINI CASIN L}

o Add to your Hinarany

TOTAL ESTIMATED COST
Alr Ve Fere Mol
Sgrtwre quotsd srmcunt 14 Ut
Jacas wd e ST L
lotal Entararted Cot: R RN

TICEET NOT WET |2 EUED. AIRFARE QUOTED IN MMERARY | E NOT SUARANTEED UNTIL TICKETE ARE 13 BUED.

I jou cicas Wt Bio poist your ressrvation mey be cuscelied. Mote: Any pert ot the i et e metent purchess or hes depast requned sil not ke

o —~—s 3D

16. Trip Confirmation Screen: Purchase Tickets. Final screen should display “Finished!” and Trip Overview.
17. Upon successful ticketing, an itinerary will be emailed to the traveler and the arranger (Delegate)
18. Note: To book special conference hotel rates, you may need to book outside Concur.
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