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How to make an Airfare, Car, and Hotel 
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” 

 

 

 

 

 

 

1. Click on the “Book now” option under the “Trip Booking. Reimagined” tile 

 

2. Select the options needed on the reservation (Flight, Hotel, or Car Rental) 
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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. 

 
 

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. 

 
 

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

 
 

7. Select the “Departing Flight.”  Use the available filters and sorting options to 
customize your search. 
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8. Use the “Fare Details” option to view additional flight information. Click the “Select 
Fare” option to select the departing flight. 

 
 

9. Select the “Return Flight.”  Use the available filters and sorting options to customize 
your search. 

 

10. Use the “Fare Details” option to view additional flight information. Click the “Select 
Fare” option to select the return flight. 
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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” 

  

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

 
 

13. Complete the “Review and Book” by clicking on the “Book and Continue” option. 
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14. Select the Hotel option. Use the available filters and sorting options to customize your 
search. 

 
 

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

 
 

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” 
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17. Review the “Travel Details” and click “Next.” 
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18. The trip confirmation will display. 

 
 

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. 

  

 

 


