Concur Travel QuickStart Guide

CONCUR

State of Rhode Island Version
March 1, 2016

www.ShortsTravel.com/RlI



http://www.shortstravel.com/RI

Table of Contents

TaDIE OF CONETENES ..ottt ettt sttt e bt e bt e sbe e s ae e et e et e e beesbeesaeesanesaneeane 2
UpPdating YoUr Travel Profil@........ueee ettt ettt e e e st e e e e sentae e e sntaeeesntaeeeenns 3
2 To Yo T qT a4 I L= o} USSR 4
2 ToTo] qTaY =48 (o g I CU =L SRR 6
Step 1: Select the TYPe Of TraVel.....cuiii e e e e e bee e e e abes 6
Y A=Y oI Y= =Tt o I = o PSP 7
A=Y oI Y= ot o I =T o] =Y I of- | SRR 9
A=Y o Y= =Tt o 1l o Vo) o <] RSP URRN 10
Step 5: Review the Travel Details page (ItiNErary)......cccceeieeecie e 11
Step 6: Review the booking information ... 12
2 TeToY AT g =3 1 6 | OSSR 14
SEEP 11 USE the Car BB 18D .....oeoeeeeeeeeeeeeeeeee e e s eee e nes s seeeseeeneesneees 14
2 TeToT AT g =4 I (o) =Y SRR 16
StEP 1: USe the HOTEI =i 1ab......cocvieeeieiieececceeeeee ettt ettt ettt e e neneas 16



Updating Your Travel Profile

Before you use Concur's travel application for the first time, update your Travel profile. Even if you make
no changes, you must save your profile before you can book a trip in Travel.

Home My Profile Trips Reporting Book A Trip Travel Tools Info Center
NEVER/WILLIAM 7 Profile Summary
WILLIAM NEVER = denoteés réguired information

General Information GENERAL INFORMATION

Persanal Contact The Transportation Security Administration’s implementation of Secure Flight matches traveler data against a
) watch list prior to departure. Travelers are advised to update the first name, last name, middie name, birth date
Trave| Preferences and gender fields with the exact same values as those listed on the government-issued identification they will use

while traveling, typically a driver’s license or passport.
Freguant Account Numbers

= First Name WILLIAM
* Forms Of Payment
= Middle Name TESTTWO No Middle Name
* passport Information
= Last Name MNEVER
Suffix v
Itinerary Mohfications
Job Title TEST USER SORI
Travel Arrangers
LEEERSATRINSIR - Birth Date (m/d/yyyy) February 13, 1965
= Gender v
- Email Address kgoblirschi@shortstravel.com

Personal Email Address

Carbon copy persanal ema[madduess
on virtual invoices
LOGIN INFORMATION
Username WTTNEVEr
Only enter your password if you want to change it. Password Beguirements
Password
Confirm Pagsword

Save >

Use the Travel profile options to set or change your personal Travel preferences and settings. They
include:

. Assistant or travel arranger

. Alpha Code (for payment)

. Email options

o E-Receipts

o Language

. Password

. Personal preferences (name, address, emergency contact, credit card)

. Regional preferences (number format, date format, language)

. Travel preferences (air, hotel, car rental, rail preferences)

and

. Other preferences and settings (default home page, calendar, emails, accessibility
mode)

For more detailed information regarding setting up your profile, please go to:
http://controller.admin.ri.gov/documents/StateTravel/50 Shorts%20Portal%20User%20Guide.pdf



http://controller.admin.ri.gov/documents/StateTravel/50_Shorts%20Portal%20User%20Guide.pdf

Booking a Flight

To access the online booking tool, click “Book a Trip” from the main login page:

S .,T= 4
*« , WILLIAM NEVER | ContactUs | Lo
g Out

%{
el §
* %

ATTENTION State of Rhode Island employees:

Please click "My Profile” to complete your personal information and travel preferences. Once you have completed your profile, if you need to
make travel arrangements, please call or email Short's Travel to book with an agent. 866-498-7436 or TEAMASSHOATSTRAVEL COM

The Concur Self-Booking Online will Be available for use later in Feb.

Home My Profile Trips Reporting Enoll{bTrip Travel Tools Info Center

State RI Specific Links
s CONCUR QUICKSTART GUIDE
Air
For information on using Concur, you can refer to this Concur QuickStart Guide
** How to Book Southwest
through Concur
General

neur QuickStart Gui
** Concur Maobile

** Concur - Learning the Basics

€ 2006 - 2016 Short's Travel Management

Click “Option 1: Concur Travel Online Booking”:

x¥x
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WILLIAM NEVER | ContactUs | Log Out

<% J_::_'!f‘r

ATTENTION State of Rhode Island employees:

Please click "My Profile” to complete your personal information and travel preferences. Once you have completed your profile, if you need to
make travel arrangements, please call or email Short's Travel to book with an agent.

B866-498-T436 or TEAMASSHORTSTRAVEL.COM
The Concur Self-Booking Online will Be available for use later in Feb,
Home My Profile Trips Reporting Book A Trip Travel Tools Info Center
Booking Options Option 1:
*» Concur Trave| Online Booking

Option 2: Travel Request Form

Option 3: Call An Agent

*» Trayel Request Form
*r Call An Agent




Click “LOG INTO CONCUR TRAVEL":

WILLIAM NEVER Contact Us Log Out

ATTENTION State of Rhode Island employees:

Please click "My Profile” to complete your personal information and travel preferences. Once you have completed your profile, if you need to
make travel arrangements, please call or email Short's Travel to book with an agent. B66-498-7436 or TEAMAZSSHORTSTEAVEL.COM

The Concur Seli-Booking Online will Be available for use later in Feb.

Home My Profile Trips Reporting Book A Trip Travel Tools Info Center

Booking Options
CONCUR TRAVEL ONLINE BOOKING
Concur Travel Online Booking

** Trave| Reguest Form
Call An Agent

QG INTO RONCUR TRAVEL

U

Booking site will appear as follows:

[
[Qconcur  Tave  App Center .

Profile ~ -

e 01

few Trips
Hello, WILL
TRIP SEARCH ALERTS
:, Bocking for myself Book for a quest 0 Triplt creates n;l_;rl mobile itineranes for business and pe L‘}
Simply connect your Concur account to Triplt [EEreaivR

-[5 - = i @ © vou haven signed up lo receive e-eceipts.@ Sign up here

Mixed Flight/ Train Search
Round Trip Dne Way Muli Ct

From @

Te@

Explore Now

MY TRIPS (1)

fm Hotel Resarvation at Logan Int Arpt, Boston, MA

sopt o e vor o pace o Toencor | | 290



Booking for a Guest

If you are a travel arranger or booking for someone who is not a State employee and therefore does not
have a State profile, please click “Book for a guest”:

TRIP SEARCH
& Booking for myself Bk "b quest
£ = = B ®

Mixed Flight / Train Search

Round Trip

From @

To®

Show hore

Step 1: Select the Type of Travel

Use the Flight + tab to book a flight by itself or with car rental and/or hotel reservations. To book car
and hotel reservations without a flight, use the Hotel == and Car &= Search tabs. To book rail, use the
Rail ¥ tab.

To start the search: & Booking for myself | Book for a guest
1. Select one of the following types of flight options: £ 5 = 8 ®

° Round Tnp Mixed Flight / Train Search

Round Trip One Way Mutti City
° One Way
From &
. Multi-Segment (if available) i e SR S
. . . . . To@

2. In the Departure City and Arrival City fields, enter the cities for

your travel. When you enter a city, airport name, or airport S o

code, Concur will automatically search for a match. [ depart|v[[|09:00am v[[[+3 [v]| ¥

Retwrn €

NOTE: Use the Find an airport and Select multiple airports
links as needed.

depart s ||| 0300 pm v || +3 | W e

|| Prek-up/Dvop-off car al airport
| Find a Hotel

3. Click in the Departure and Return date fields, and then select
the appropriate dates from the calendar. Use the remaining Sochty
fields in this section to define the desired time range. Sehedule| ]
4. Click the = arrow to the right of the time window to see a 1) Rt ony o s
graphical display of nonstop flights available for the routing and
date you have selected. This allows you to adjust your search m

criteria, if necessary, to see/reserve nonstop flights.


javascript:toggleFlightChart(0)

9.

10.

NOTES:

. The graphical display is based on flight schedule data. It will not show any rail options,
nor can it take refundability or class of service preferences into account.

o Each green bar represents 30 minutes of time. Place your mouse pointer over a green
bar to see all of the flights available for that time slot.

. If you change locations or dates, click refresh graph for more data.
If you need a car, click the Pick-up / Drop-off car at airport check box.

If you need an off-airport car or have other special requests, you can skip this step and add a car
later from your itinerary.

If you need a hotel, click the Find a Hotel check box. Additional fields appear.
e Choose to search near an airport, near an address, near a company location, or near a
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 add a hotel later in the booking process.

For Search flights by, select either Price or Schedule.

Click Search. The flight search results appear.

Step 2: Select a flight

On the Flight Search results page:
11.

Trip Summary TUE, MAR 8 - THU, MAR 10
(4¥) selectFlights or Trains = = " &
Ll o .\ A ] ] a
ound Tnp : .:.:I AN Muitipte Southwest Deita United
PVD -SLC Airlines Carmers
Outbound: Tue
Retumn: Thu, 03 1 stog 2 *
6 results 1 results 4 results 1 rwsult
Selecta Car Remove 2 stops ]
53 rmsults 25 resailts 22 results 2 results result
Pick-up. Tue, 0082016 -
S = o
Drop-off. Thu, 03102016
Shop by Fares P by S b e 4 ik v
Select a Hotel Remove . s << Previous 1 23456 Next>= | AR
Sat G City. UT [_fl 70
= POE 8:05a 2 CLT/PH 13h 27Tm $480.
Check-in° Tue, 03/08/2016 ™ 3 i
. American Airlines
Check-out: Thu, 03/10/2016 3 12:00p 11:51p 2 LAX 9h 51m
Outbound flight: Providence, RI (PVD} - Salt Lake Gity, UT (SLC) Tue, MarB
- e . - T F Green St Arpt (PVD) Charlotte Douglas Intl... (CLT) I\
Change Search A Yy American AIfines  Depart: Tuesday, 08:05a Arrive: Tuesday, 10:37a
=i Charlotte Douglas Intl... (CLT) Sky Harbor Intl Arpt (PHX)
»  American Airfines m

If you selected Price on the previous page, then the Shop by Fares tab is initially active.

PROVIDENCE, RI TO SALT LAKE CITY, UT

\ #2628

Depart: Tuesday, 01:00p

Arrive: Tuesday, 03:44p



12.

Trip Summary

(@ Select Flights or Trains
Round Trg

PVD-SLC
Outbound: Tue, 03/08/2016
Retumn: Thu, 03/10/2016

Selecta Car

Pick-up: Tue, 03/0872016
Drop-off: Thu, 03/10/2016

Select a Hotel

Nights: 2
Sak Lake City. UT

Check-in° Tue, 030872016
Check-out: Thu, 0310/2016

Remove

Remove

Change Search

From
PVD - T F Green St &rpt - Providence, Rl
pon Sewct MUEDle JTPOMTE
To
SLC - Salt Lake Chy Infl Arpt - Sat Lake Gy, UT

Find i awpent
—

Zslect multple aiporty

PROVIDENCE, RI TO SALT LAKE CITY, UT
TUE, MAR 8 - THU, MAR 10

-
oy 5]
126 results Soulimvest
Lo 2 results
12 results
2sops 1 results
114 results
ik Baggage Fee Policies
Shop by Fares || Shop by Schedude
Outbound | Returr

Providence, Rl - Tue, Mar 8

Displryng 126 out of 125 resula
Carrher
v
]
[
From: =
$639.95 =
;85 O (Southwes
A
: A
Quote for Price
‘§ American Airfines =2
A Delta #2083

A

Delta

2 results

3 results

FVD
MDwW

PVD
ATL

PVD
DCA

Multiple
Camers

7 results

31 results

MDw
SLC

ATL
SLC

DCA
M5P

If you selected Schedule on the previous page, then the Shop by Schedule tab is initially active.

Print { Email

Hde matnx

\
. A
American United
HAariines
b 1 results
52 results 25 results

splay legend

t- Enfiest ¥

<<Previous | Page1 of 13 | Next>> | AN

Artive

Stops  Class

Seat Map

=]~

=[]

Note: When selecting a flight, options in Green are within policy while option in Red are outside of
policy and will require justification and travel administrator approval to book.

Outbound - Tue, Mar 8 ~
| |
[ ] L
Depart 05004 11304 |
® L]
Amve 1110A- 1045P |
Return - Thu, Mar 10 &
|
@ ° |
Depart 1200P-0545P
[ ] L
Arrive 0955 P - 03B A
f
Price ~
L]
Price $480.70- §1,165.00
Display Settings ~
Hide Non-refundsble Fares
Hide Propelier Planes
Depart/Retum Same Aiport Only
Airport Filters ~

|
Dutbound

Departure
| o PJD .- Providence, Rl (5450 T0)

Delta - (Apoilo)
ok Fles
Ticket non-refundable - penalties may apply
Change fee: 200 USD

United - (4polls)

Fare Rule:
Ticket non-refundable - penalties may apply
Change fee: 200 USD

Your company credit card will be used to purchase this trio.

Shop by Fares || Shop by Schedule

{50 reuts @

08:05a

“. American Airlines ;
12:00p SL

Outbound flight: Providence RI (PVD} -

TF Green St Arpt (PVD)

“ American Airlines pepart: Tuesday, 08:05a

£1811

w  American Airfines

N =628

Sky Harbor Intl Arpt (PHX)

=]

Charlotte Douglas Intl... (CLT)
Depart: Tuesday, 01:00p

o

©

i

Salt Lake City, UT (SLC] Tue, Mar8

Na mare fares available

Hide details

Sorted By | Policy - Most Compliant

<<Previous 1 23456 Next>> | Al

LT 13h 27m $480.70

9h 51m
e debai

Charlotte Douglas Intl... (CLT)

Arrive: Tuesday, 10:37a

Sky Harbor Intl Arpt (PHX)

Arrive: Tuesday, 03:44p

Salt Lake City Intl Ar... (5LC) m

Once flight is selected, you will have a chance to review the flight information, price, alpha code and

ticket terms (for example, non-refundable cancelation rules).

Click “Reserve Flight and Continue” to accept flight, price and ticket terms.



Step 3: Select a rental car

If you requested a car on the Flight Search tab, the rental car search results appear.

PICK UP: (SLC) ON TUE, MAR 8 11:35 AM
Trip Summary RETURN: THU, MAR 10 03:15 PM

€ Flights Reserved

= i s =9 - - - -
ke Ecc y Car “ompact Car Intermediate Car Standard Car Full-size Car Prishs Cas i
PVD-SLC
Outbound Tue mp
Return: Thu, 03/10: oD o
| ¥ ) Selecta Car o
Pick-up: Tue, 03/08/2016 i
Drop-off: Thu, 03
Drop-o Thu, [
Select a Hotel Remove
E-Z
SADVANTAGE
ity
]
vtz
Total Estimated Cos! ~
N | AN
Air 1.{;:::‘:%
T UQAD. Econemy Car (Apalic) @ ¢ @ + E-Aeceipt Ensbied @
Total seaz0
$43.00 per day
— C = rata

Note: Enterprise and National Car Rental rates include full coverage insurance. No additional insurance
is required at time of rental. In addition, these companies have direct bill accounts with the State which
eliminates the needs for travelers to submit personal credit card information at time of rental.

Matrix - Top right side of the page: Use the grid to filter the results.

13. To see a particular size of car, click the cell with the car size. The search results below will reflect
that choice.

14. To see cars for a particular vendor, click the cell for that vendor. The search results below will
reflect that choice.

15. To see cars of a particular size and a particular vendor, click the appropriate cell. The search
results below will reflect that choice.

16. Below the matrix is the Sorted By list. Select the desired sort option.

17. Review the price and options.

18. Click the picture of the car (if available) to see a larger picture as well as passenger and luggage
capacity.

19. Click more info for more information about the available options.

20. Click Select. (The color of the Select button reflects policy compliance. A green button indicates

the car is within company policy. A red button indicates the car is not within company policy.)

Once car is selected, you will have a chance to review the pick-up and drop-off information, price and
choose your alpha code. No charge is due at time of reservation.

Click “Reserve Car and Continue” to accept car rental reservation and rate.



Step 4: Select a hotel

If you requested a hotel on the Flight Search tab, the hotel search results appear.

Help =
[Bconcur | Trvel  App Center oo« @
-
Travel Tnp Library Templates Tools
) CHECK-IN TUE, MAR 8 - CHECK-OUT THU, MAR 10 Hide Map Print / Email
Trip Summary “ M z Automatic s
o West Bowrtifu
€ Flights Reserved §— B,
Round Trp i Woods Cron
PVD - SLC 1 ¥l Vesda
Qutbound: Tue, 03/08/2016 Mot Saét Lake

Retumn: Thu, 03/10/2016

) CarReserved

Pick-up: Tue, 030&8/2016

W?@W

Drop-off- Thu. 03/10/2016
Salt Lake City
(I=1) Select a Hotel o -
e Gartield -
P wam ot sty v~ L.
Sat Lake City intl Arp. Sax Lake Cay, UT
Check-n Tue, 03/08/2016 Mg West Valley City )
Check-out: Thu, 03/10/2016 Lake Point
heotladay
I Murrey [ ]
T orsatic o
Comr 2 miles 2 ke
b ot Benmas £2016 HERE £ 2076 MicrosoR Corporation
View map legend R
Sorted By | Polcy - Mest Compliant ¥ | WEh names contaming

Total Estimated Cost ~

M Cwmand Al Matails

Review the hotel map. Click any green "balloon" to see specific hotel information. Click, zoom, and move
the map as desired.

21. Use the slider in the Price area to narrow your search. In the Hotel chain area, select the desired

22.

hotels. In the Hotel Amenities area, select the desired options.

Below the map, select from the Sorted By list to sort the results. Enter hotel names, if desired.

187.40
Total )
751.60
Change Search -
Price ~
*
S4T - $2
Hotel chain -
® Chain Superchain
Alesia (1
Best Value Inns (1
Best Westem (2
Comfort Inns (2}
Comfort Sutes (1 a
Check All | Reset
Hotel Amenities ~
Brasktast (31
Broadband Internet (56)
Business center (45)
Convention ¢ enter (0
Dry tleaning (47
Fitness canter (48) -

1. Microtel Inn/Suites Salt Lake Ci.

61 N Tommy Thompson Rd
Sait Lake City, UT 84116
Mo Photos ¢ 1.63 miles | view map

2. Airport inn

2333 W North Temple St
Salt Lake City, UT 84116
Q1.76 miles | view map

&
-

3. La Quinta Inn & Suites Airport

4905 WWiley Post Way
Saht Lake City, UT B4116
7 1.98 miles | viewmap

&
{

4. Candiewood Suites Airport

2170 W North Temple
Saft Lake City, UT 84116
2188 miles | view map

.

A picture as well as the name, address, rating stars, and price range appears.

Click the picture to see more images.

from

$47

Choose room »

from

$67

choose room »

from

$85
choose room »

from

$95

choose room »



23. Click more info to see contact information, street address, cancellation policy, and information
about the facility.

24, Click choose room to see:
e The available rates
e Other amenities per room/rate
e Rate details and cancellation policy

25. To compare hotels, click compare for the desired hotels. The selected hotels "float" to the top of
the list for easy comparison. Click remove to move a hotel out of the comparison list.

26. Click Select. (Note that the color of the Select button reflects policy compliance. A green button
indicates the room is within company policy. A red button indicates the room is not within
company policy.)

Once hotel room is selected, you will have a chance to review the reservation information, price, enter
your alpha code, and review any specific hotel information or cancelation policies. At this time, the
room is held not paid.

Note: State Hotel Cards are required at check in. Please make arrangements with your agency’s
finance office to pick up a State Hotel Card before leaving on your trip.

Note: Before booking, canceling, or changing your hotel reservation, verify the hotel's cancellation
policy. Hotel cancellation policies have recently become much stricter. Fees will likely apply.

Click the box “I agree to the hotel’s rate rules, restrictions, and cancellation policy”

Click “Reserve Hotel and Continue”.

Step 5: Review the Travel Details page (itinerary)

Help =
§ CONCUR Travel Cenis
OpR S profie -~ @
-
Travel Tnp Librar Templates Ti
: Travel Details
Trip Summary ¢ ¢
() Finaiizs Trip TRIP OVERVIEW
T Review Travel Details ; - : .
o o | want to... Trip Name: Trip from Providence to Salt Lake City =2 Add to your Itinerary
int liner;
e Start Date: March 08, 2016 - -
: y | @u @

End Date: March 10
Created: February 18, 2016, WILLIAM NEVER (Modified” February
18, 2016)

Description: (Mo Descnption Available) £42
Agency Record Locator: ZPOYBG
Passengers: William Testtwo Never
Total Estimated Cost: $976.80 USD (Dstsis)

intermet! gogo GOGO WI-FI IS AVAILABLE ON SOME OF
: YOUR FLIGHTS: @

Type of pass No. of Passes
All Day Pass S16.00 ench.
each (Retall price ranges up to $49.95)

24-hours of continuous access on domestic Gogo equipped
T 0 = N

Review and change your itinerary, if necessary.
1. In the Trip Overview section:

a. Review the information for accuracy.

11



b. Inthe | want to section, print or email as appropriate.
In the Add to your Itinerary section, add a car, hotel, etc., as necessary.

d. Total Estimated Cost is the total cost for the entire trip including flight, hotel and any car
rental booked.

e. If any portion of the trip is out of policy, an information box will appear stating that your
trip requires approval. Nothing will be ticketed until your trip is approved.

In the Flight sections:

a. Verify the information for accuracy.

b. Click Change Seat to select a different seat (depending on the airline).

c. Click Cancel all Air, if necessary.

Review the remaining sections as necessary, and make any appropriate changes.

Review the Total Estimated Cost section. This section is broken down by flight, hotel and car.
Click Next.

If you click cancel at this point, your entire trip will be canceled and you will need to start over.

The Trip Booking Information page appears.

[Bconcur  Tavel  App Center

rave Trip Librar Templates

r 1 ¥ Y - &
— Trip Booking Informatior

(/) Finalize Trip

e frig name and desc ription are for yous record keeping convenience

Trip Name Trip Description (cptional)
This wil appesr in Used o idently o

antily the trip putpose

t upt oming trip fist

Trip from Providence o Sat Lake Ciy I

 Review T v
Enter Trip Information

You may HOLD this reservation until: 02192016 11:00 pm Central

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 of has deposit required will not be cancelied.

0 O e T 3

Step 6: Review the booking information

Use the Trip Booking Information page to enter additional information about your trip.

1.

vk wN

=

Enter or modify your trip name. This is how the trip will appear on your itinerary and in the
automated email from Concur.

Enter a trip description (optional).
Enter any credit or unused ticket you may have to apply.
Enter PO Number (required).

You may hold the reservation if you are not ready to book by clicking Hold Trip.

you are ready to book, click Next.

12



The Trip Confirmation page appears.

CONCUR  Travel  App Center

Travel Tnip Library Templates Tools
: Trip Confirmation
Trip Summary [
(‘w To COMPLETE BOOKING, please press the "Confirm Booking” Button after reviewing this page.
J) Finalize Trip To CANCEL, press the Cancel button
Al
v Review Travel Delails Afer you complete this booking, it will be reserved; however, it will not be ticketed until it IS approved by your compary.

Submi fip Coll:ﬁnnnuon
Trip Name: Trip from Providence to Salt Lake City
Start Date: March 08, 2016
End Date: March 10, 2016
Created: February 18, 2016. WILLIAM NEVER (Modified: February 18, 2016)
Description: Demo
Enter PO Number: TRO0001
Agency Record Locator: ZPQSBG
Passengers: William Testtwo Never
Total Estimated Cost: $951.60 USD

This tnp reguires approval

The deadline for approval is. 02/192016 9.00 PM Central

RESERVATIONS

This screen gives you one last chance to review all your information.
When you are ready to book, at the bottom of the screen click “Purchase Tickets”.
If you need to cancel your trip at this point, at the bottom of the screen click “Cancel”.

If your trip is out of policy, you will see the following screen:

‘ Cabin Economy (L)
TOTAL ESTIMATED COST

Yiew Fars Ruies

Au
- —

J & hitpsy//app2.outtask.com,

ICKETS ARE ISSUED.

Travel Policy Violation ‘ -

This trip i not in compliance with the following travel ruke(s )

) All car bockings require approval Require Approval A

I

[ ] o

1
W

Enter an explanation for choosing an out of policy option and click “Save”.

r——

13



Booking a Car

Step 1: Use the Car = tab

If you require a car but not airfare, request the car using the Car ¥4 tab instead of the Flight + tab. To
do so:

& Booking for myself | EBook for a guest

1. Enter your pick-up and drop-off dates and times.
] . . £ @ =80
2. In the Pick-up car at section, select either:
Car Search
e Airport Terminal and then type the city or the Airport code OR  Fikupaate
12.00 pm | w
o Off-Airport and then enter (or search for) the location i
3. Select Return car to another location, if desired. Additional Pick-up car at
. . . Airport Terminal ®! Off-Airport
fields appear. Choose the desired location. i i
4, To see additional search preferences, click More Search Options. =
Return car to another location
Select the Car Type. > More Search Options
NOTE: Hold the Ctrl key to select more than one type (up to 3).
6. Select smoking or non-smoking. m
7. Click Search. The rental car search results appear.

CONCUR = Travel  App Genter

Profile -

Travel Trip Library Templates Toaols

Triv Surmima Please note - Enterprise and National Car Rental rates include full coverage insurance. No additional insurance is required at time of rental. In
P y addition, these companies have direct bill accounts with the State which eliminates the need for fravelers to submit personal credit card information
at time of rental.

=\
QHJ/‘, Select a Car

e P Db PICK UP: (PVD) ON TUE, MAR 8 12:00 PM Print: Bmay
ick-up: Tue, : 3.
e e e RETURN: FRI, MAR 11 12:00 PM —
All i (=] ay e - i i
| 42 resuns Economy Car Compact Car Intermediate Car Standard Car Full-size Car Premium Car Luxury Car
ftorpriza] :
M 2l i

o0

Change Car Search v |
: I 0.0 0 56.00 56.00

R D 6.
Car Display Filters A

finenes 6

Unilimited miles
] Air conditioning | T | | 3400 | . | ]
] Hybeit [ v 3148 34.47 3647 10,48 4148
Car Transmission — 45 49 5570 46,08
|| Automeatic
Manual Buget.
Sorted By: | Policy - Most Comphint [w|

<<Previous 12345 Next>> | All

s/ fappl.outtasiecom/ ravelhome.asp |

Note: Enterprise and National Car Rental rates include full coverage insurance. No additional insurance
is required at time of rental. In addition, these companies have direct bill accounts with the State which
eliminates the needs for travelers to submit personal credit card information at time of rental.

Matrix - Top right side of the page: Use the grid to filter the results.

8. To see a particular size of car, click the cell with the car size. The search results below will reflect
that choice.

14



9. To see cars for a particular vendor, click the cell for that vendor. The search results below will
reflect that choice.
10. To see cars of a particular size and a particular vendor, click the appropriate cell. The search
results below will reflect that choice.
11. Below the matrix is the Sorted By list. Select the desired sort option.
s __ _ _ —
Cei;\':::\:‘r;inion —
Manual L]
Sorted By | Policy - Most Compliant | »
<< Provious 12345 Mext == | All
. Economy Car (Apollo) & & ¢ + E-Receipt Enabled @ moic info = .
?C:?ig::?;gay Pick-up: :I-I.:.el: o g)\'
ot cost 203,85+ S
| =
Compact Car (Apolic) & ¢ & « E-Receipt Enabled @ o mic
e =7
Total cost $207.67° =
2l
Economy Car (Apollo) @ @ @ + E-Receipt Enabled @ more info it
$49.00 per day o Sino N o
fEopoexie ot .ﬂulur:'r:ll\ Ira:\;.-msm-:n
Total cost $207.67
L{J
Compact Car (Apolio) ¢ & ¢ « E-Receipt Enabled @ maore into =
. P Unbimited miles STET
12. Review the price and options.
13. Click the picture of the car (if available) to see a larger picture as well as passenger and luggage
capacity.
14. Click more info for more information about the available options.
15. Click Select. (The color of the Select button reflects policy compliance. A green button indicates

the car is within company policy. A red button indicates the car is not within company policy.)

Once car is selected, you will have a chance to review the pick-up and drop-off information, price and
choose your alpha code. No charge is due at time of reservation.

Click “Reserve Car and Continue” to accept car rental reservation and rate.
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Booking a Hotel

Step 1: Use the Hotel I= tab

If you require a hotel but not airfare, use the Hotel == tab. To do so:

1. Enter the check-in and check-out dates (or click each field and
use the calendar).

2. Enter the search radius and choose either miles or kilometers.
Choose to search near an airport, near an address, near a
company location, or near a reference point / zip code (a city or
neighborhood).

4. If you will be using more than one hotel on your trip, select the
Add Another Hotel check box. Additional fields appear. The
Check-in Date field for the second hotel is automatically
populated with the check-out date of the first hotel. Change as
necessary.

5. Click Search. The hotel search results appear.

_ CHECK-IN TUE, MAR 8 - CHECK-OUT SAT, MAR 12
Trip Summary ‘ N v Automatic s

|=|) Selecta Hotel it L

:‘I::;;;S[Eﬁ NH, USA & e Mag; = f

Check-in: Tue, 03/08/2016 M

Check-out: Sat, 03/12/2016 it

- Pinardville & Fefey 5t

. Change Search v 7 .
Price FS I yew gotten 12 @ i

$63 - 8375

[“]Best Western (1) A,
[Clcomfort Inns (1)

[“ICountry Inn (1)

Hotel chain A g e » (
3 A 2
()Superchain bbing B

(@)Chain

B Manchi

View map legend

[ Expand All Details

¥

f’ 6

£ = = 8 O
Hotel Search

Check-inDate  Check-out Date

Find hotels within | 5  Distance Units | miles | v || of

Aurport Addiess
Company ® Reference Paint / Zip
Location Code

Reference Point / Zip Code

(e g ‘Statue of Liberty', ‘80210 or ‘Alexandnia, VA)

With names containing

[[] Add Anather Hatel

==y

é‘ - South Hooksett z Ry

o

"o,
o

3

S0F

Browns
Sslend

2 =

Hide Map Print / Email

Auburn

1 miles 4 km «

©2016 Mi&‘nsoﬁ Corporation © 2016 HERE

00 Nieth | andnndno:

Sorted By: | Policy - Most Compliant [ w]| With names containing

Review the hotel map. Click any green "balloon" to see specific hotel information. Click, zoom, and move
the map as desired.

6.

Use the slider in the Price area to narrow your search. In the Hotel chain area, select the desired

hotels. In the Hotel Amenities area, select the desired options.

Below the map, select from the Sorted By list to sort the results. Enter hotel names, if desired.
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[IBest Westam (1) A
Combort Inns (1) Sorted By: | Rating || With names containing
Country bn (1)
Couryad 1) [E Expand All Details
Ecano Ladge (1) [ s E
Fairfield Inris (2) T
Hampten lnns (1) 1. Radisson Manchester Downtown

Hilton Garden nn (1) 700 Elm St | from

Check All | Reset Manchester, NH 03101
0.7 miles | view map $95
" @ this s
Hotel Amenities ~ !
Breakfast (15) A mare nfa | compare choose room »

Broadband Intemet (20)

Busginess cen

2. Bedford Village Inn & Restau...

Conmvention cener (0
— 2 Olde Bedford Way

200 | Bedford, NH 03110

Filness center {15) W ¥ 3.88 miles | view map

Game room (0} rate this hotel

ln

Diry cleaning (18)

Hotel amenities may change over time and
without notice, Not all hotels have provided more info | compare
their amenities list. 2

3. Hilton Garden Inn Manchester Dow...

101 South Commercial 5t from

M. . NH 0310 i
tanchester N 0501 $159

mare info | compang choose room »
. 4. La Quinta Inn & Suites
| m— 24 Erant & | from
A picture as well as the name, address, rating stars, and price range appears.
Click the picture to see more images.
8. Click more info to see contact information, street address, cancellation policy, and information

about the facility.
9. Click choose room to see:
e The available rates
e (Other amenities per room/rate
e Rate details and cancellation policy

10. To compare hotels, click compare for the desired hotels. The selected hotels "float" to the top of
the list for easy comparison. Click remove to move a hotel out of the comparison list.

11. Click Select. (Note that the color of the Select button reflects policy compliance. A green button
indicates the room is within company policy. A red button indicates the room is not within
company policy.)

Once hotel room is selected, you will have a chance to review the reservation information, price, enter
your alpha code, and review any specific hotel information or cancelation policies. At this time, the
room is held not paid.

Note: State Hotel Cards are required at check in. Please make arrangements with your agency’s
finance office to pick up a State Hotel Card before leaving on your trip.

Note: Before booking, canceling, or changing your hotel reservation, verify the hotel's cancellation
policy. Hotel cancellation policies have recently become much stricter. Fees will likely apply.

Click the box “I agree to the hotel’s rate rules, restrictions, and cancellation policy”
Click “Reserve Hotel and Continue”.
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