How to make an Airfare, Car, and Hotel

SAP Concur Reservation in Concur

Travelers, Travel Assistants and Arrangers are required to complete their Concur profile prior to
making a new reservation.

If you are making a reservation for yourself, start your booking on step #1 below.

If you are making a reservation for another employee: use the "Open Profile” drop down menu
on the right-hand side corner to select their profile prior to start making a reservation.

a. Click the "Open Profile” drop down menu.

b. Under the “Act as another User” option, select the "A Delegate for another user who has
granted you this permission” option.

c. Type and select the employee’s name that you will be making a reservation for

d. Click "Switch”
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1. Click on the "Book now” option under the “Trip Booking. Reimagined” tile
EFYConcur Home v

Trip Booking.
~  Reimagined.
. > Re agi e
— Try the new, improved travel
experience. Fewer clicks. More
time for what matters.

Book now

2. Select the options needed on the reservation (Flight, Hotel, or Car Rental)
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How to make an Airfare, Car, and Hotel

SAP Concur Reservation in Concur

3. Enter the "Flight Search” details by indicating the fare type (round trip, one-way, or
multi-city) from/to airports, and travel from/to dates.

Trip Planning e

New Trip
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4. Enter the "Rental Car Search” details. Note that you may select the option to "Match

Flight Booking” for the car rental Pickup/Drop-Off locations and dates to be based on
the flight selection.

Trip Planning

New Trip
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5. Enter the "Hotel Search” details by indicating the "Destination” city and “Dates.”
6. Click “Search”

Trip Planning
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New Trip Ed

7. Select the "Departing Flight.” Use the available filters and sorting options to
customize your search.

Departing Flight
Dattas (OFW) - Wiami (WiA)
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SAP Concur

How to make an Airfare, Car, and Hotel

Reservation in Concur

8. Use the "Fare Details” option to view additional flight information. Click the “Select
Fare” option to select the departing flight.

Departing Flight -

Search

Dallas (DFW) - Miami (MIA) ocse

Dato:Tuosday, Septombor 23,2025 Edit Search
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9. Select the "Return
your search.

Return Flight s s
Miami (MIA) - Dallas (DFW) Departure Date: Fiday, September 26,2025 EditSearch

V AlRRers v Fight Number Q[ maicy || Number of Stops v

114 of 202 Fights

Best flights for you @

N

\ Amrican Arines Main Cabin
8:55 AM-11:07 AM VIA-ORI - Norstop 3121 Roundtip
+* Recommended  orepretered| 9203 CO22 * & 5211
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Worpreemsd| £332Kg CO%6 © $271

Carers v

Departure time: 1200 AM - 600 AM v/
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o
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Delta First
Roundtrip
o @ $707

10. Use the "Fare Details” option to view additional flight information. Click the "Select

Fare” option to select the return flight.

Return Flight ses=o

Miami (MIA) - Dallas (DFW) Departure Date: Friday, September 26, 2025 Edit Search

Departure time: 8:00 AM - 1:00 PM

¥ AllFiters > Flight Number a atri V| | Number of Stops \ | | Carriers v
114 of 202 Fiights
Best flights for you @
N\ American Atines -~ (Ecomomy)
B:55AM-1L07AM Nonsiop - 3 12m Main Cabin
Qg Stendard legroom seat
MIA- DRV @] 1 camry-on bag included
15t checked bag for $40
5 AM » Miami International Airport 2nd checked bag for $45
erican Alines AA 1654 [y Nomefundable
Duration: 3h 12m Free advanced changes
321 Same day changes for a fee
Preview Seat map £ 29skgcoz
| ontime: 80%
(© 11:07 AM + Dallas/Fort Worth International Airport
Round-trip
* @ 8211
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P293kg coze Fare Details > Select Fare
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Procurement
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How to make an Airfare, Car, and Hotel

SAP Concur Reservation in Concur

11. Complete the “"Review and Book” page.
a. Review selections
b. Select "Payment”
c. Agree and accept the rules, conditions, and policies.
d. Click “Book and Continue”

Review and Book

Flight Itinerary Estimated Total Cost $210.96
Round

Tuesday, September 23, 2025
Dall A

Friday, September 26, 2025

0

12. Select the car rental option. Use the available filters and sorting options to customize

your search.

Rental Cars| s

Miami International Airport N
Miomi Springs
$154.38
Vi
- Gardens
aect 5 —
Allrental cars
I 5151.32
AR NI
£ ) ——l
P 'N
$152.64 . s
soect ) | [Fooge | $ i ks

13. Complete the “Review and Book” by clicking on the “Book and Continue” option.

Review and Book

Rental Car Selection Rental Car Cost

=T = &

Enterprise

Pickup and Drop-off Station

Traveler Information
The S4P Concur complete the ta
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How to make an Airfare, Car, and Hotel

SAP Concur Reservation in Concur

14. Select the Hotel option. Use the available filters and sorting options to customize your

search.

$138

15. Once selected the hotel details will display including the link to the Cancellation Policy

<| Element Miami International Airport

Tuesday, Septamber 23, 2025 - Fiday September 26, 2025 3525 N 260 S, M FL33142 35 e

$1294

16. Complete the “Review and Book” page.
a. Review selection
b. Select "Payment”
c. Agree and accept the “Rules and Restrictions.”
d. Click “Book and Continue”

Review and Book

EST ROOM, 1 KING UPON EARLY DEPARTURE, AN EARLY DEPARTURE CHARGE OF ONE NIGHT S ROOM -
APPLICABLE TAX APPLIES. MAX OCCUPANCY- 2 GUESTS 1 KING, MINI FRIDGE, MICROWAVE, 3735QFT/34SQM, WIRELESS
INTERNET, COMPLIMENTARY, COFFEE/TEA MAKER

—
Checkout
September 26,
Traveler Information
Allinformation must metch government issued IO for
(333) 333-3333 v testooking@bo
None
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How to make an Airfare, Car, and Hotel

SAP Concur Reservation in Concur

17. Review the "Travel Details” and click “Next.”
Travel Details

Trip Overview

I want to... Trip Name: Trip - Miami c:) Add to your Itinerary
Pt tinerary §
E-mail ltinerary Start Date: September 23, 2025 @ Car @ Holel

End Date: September 26, 2025

Created: July 17, 2025, Gricelda Saavedra Alvarez (Modified:
July 17, 2025)

Description: (No Description Available)
Agency Record Locator: HVTWFZ
Passengers: Tracy Baylor Miles

Total Estimated Cost: $752.34 USD (Detais)

o Airfare must be ticketed by: 07/18/2025 11:00 PM
Central

Change frequent fyer program

Reservations

Tuesday, September 23, 2025

a Flight  Dallas, TX (DFW) to Miam

, FL (MIA) Cancel all Air

American Airlines 3189
Operated by: American Airlines.

Departure: 05:00 AM Confirmation: NOQAHZ Seat: 204 (confirmed)
DallasfFort Worth It Aitport (DFV/) Status: Confirmed Change seat
Duration: 2 haurs, 54 minutes

Arrival: 08:54 AM
Niami ot Arport (MIA)

Additional Details

Aircraft Arbus A321 Distance: 1121 mies
Eckel

Cabin: MAIN (0) Meal: Food for purchase

Enterprise Car Rental at: Miami US (MIA) Cancel
Pick-up at: Miami US (MIA)

Pick Up: AM Tue sep 23 Confirmation: 148496596SCOUNT

Pickup at: Miami US (MIA) Status: Confirmed

Number of Cars: 1 Frequent Guest Number. 655655

Rate Code: ZSENCY
Return: 08:55 AM Fi sep 25
Retuming to: Miami US (MIA)

Additional Details
Rate: $36.00 USD exira daily rate, unlimited: $11.53 USD exra hourly rate, unlimited; $36.00 USD daily rate, unlimited
Total Rate: §154.38 USD Corporate Discount. X265065

Rental Details

Economy / Car / Aulomatic ransmission / ir conditoning

@ Element Miami International Airport Cancel
3525 NW 25th Street
Miami, Florida, 33142

305-636-1600

Checking In: Tue Sep 23 Confirmation: 86761610
Room 1, Days 3, Guests 1 Status: Confirmed

Checking Out: Fri Sep 26

Additional Information
Daily Rate: $129.00 USD. Total Rate: $37.00 USD
Cancellation Policy

Gancelation Fees may apply
Hust Cancel 1 Day(S) Prior To Arival.

o Add to your Itinerary

Friday, September 26, 2025
c Flight  Miami, FL (MIA) to Dallas, TX (DFW) Cancel A
American Airlines 1654
Operated by: American Airlines
Departure: 08:55 AM Confirmation: NOQAHZ Seat: 19F (confirmed)
] :

iiam It Airport (MIA) Status: Confirmes Change seat
Duration: 3 hours, 12 minutes

Arrival: 11:07 AM
Dallas/Fort Worth Int Airport (DFVI)

Additional Details

Altcraf: Arbus A321 Distance: 1121 miles
E-Ticket
Gabin: MAIN (0) Meal: Food for purchase

o Add to your Itinerary

Total Estimated Cost

Air View Fare Rules
Airfare quoted amount: $167.78 USD
Taxes and fees: 543.18 USD
Air Total Price: $21096 UsD
Hotel: $387.00 USD
car $154.38 USD
Total Estimated Cost: 75234 UsD

Restrictions

Quote:  NONREF/FAREDIFICXL BY FLT TIME OR NOVALUE

TICKET NOT YET ISSUED. AIRFARE QUOTED IN ITINERARY IS NOT GUARANTEED UNTIL TICKETS ARE ISSUED.

Remarks

FOR AGENT ASSISTANCE IN CASE OF AFTER HOURS EMERGENCY

PLEASE CALL YOUR AGENT TEAM AT 985-918-3486

IF YOU ARE OUTSIDE OF THE USA PLEASE DIAL £

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.
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How to make an Airfare, Car, and Hotel

SAP Concur Reservation in Concur

18. The trip confirmation will display.

Trip Confirmed o

An email confirmation will be sent to CTM Test Traveler Miles.

Back to Homepage View Trip Overview

Traveler CTM Test Traveler Miles
Trip Name Trip - Waco

Date March 17, 2025 - March 20, 2025

19. An email confirmation will be sent to the Traveler, Travel Arranger and Primary Travel
Assistant with the option to add reservation details to their calendar.

Canfirmation: Trip - 03/17/2025 - 03/20/2025
@ Concur Travel <noreply@concursolutions.com> — @ | € Reply | € RepiyA | — Foreed | | ||

Gricelda; - gricekdaion

3 Car_Rentalics v P  Alr_Journey ics o [ Trip_- Wacoies -
2 KB L 2KB 3KB
(] it ~
Departs: McAllen (MFE), Mon, Mar 17 5:00 AM
Ariives: Dallas (DFW), Mon, Mar 17 6:44 AM
Flight to Dallas s

1 hr 44 min 3 Check in

e &% M 2 weds - 52

Delete . Tea.ms Send to Invite D. Reminder: ‘None v‘ Recurrence  Categorize
Meeting v~ OneNote  Attendees — v

Actions Teams Meeting OneNote | Attendees Options
e Trip Overview Summary
Save &
Close Srttime | Mon3/172025  []| 1200AM  + [Alday [] & Timezones
Endtime | Thu320/2025 [ 1200AM v <O Make Recurring
Location ‘

ENTERPRISE — Rental car pick up
Traveler: CTM Test Traveler Miles

Rental car pick up: Monday, 03/17/2025 10:00 am
Car Type: Economy

Address:

7909 KARL MAY DR,
WACO, 76708-5572,
us

Phone: 254-755-8324

Confirmation: 1996170783COUNT
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