Step-by-Step Guide
Booking Trips in the Concur Travel & Expense System

What can be booked online using Concur Travel?

The Concur Travel & Expense System can be used to book domestic airfare, rental
cars, and hotels for your University trips. It cannot be used to book your international
University travel.

You can always contact Christopherson Business Travel, the University’'s
approved travel agency, to book your trip directly with a travel agent.
(Christopherson should be contacted for international travel.) However,
use of the Concur Travel & Expense System to book your domestic trip
will result in a discounted travel agency fee.
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Before you begin your online booking, you will need to know your departmental
SpeedType. Your airfare will be charged directly to this SpeedType. In order to book a
hotel using Concur Travel & Expense you must also have your University Travel Card
(application is found here).

Booking Trips Using Concur Travel

You can book airfare, rental car, and hotel during the same search. To only book one
detail of the trip — such as airfare — use the corresponding tabs along the top of the Trip
Search.

1. Begin by accessing Concur via your campus portal. Locate your CU Resources
section and, under the Business Applications area, select the Concur Travel &
Expense System link.

a. If booking a trip on behalf of the employee traveling, act as a travel arranger.
Refer to the Step-by-Step Guide Acting as a Delegate or Travel Arranger for

further information.
[ ]
2. From your My Concur home page, look to the Trip

Search section on the left side of the page.

My Concur Travel Expense Reporting P

Trip Search

3. Select one of the following types of flight options: Round Fih | cor | Hote | g status
Trip, One Way, Multi-Segment. & Round e C Oneway © MutSegment

Departure City i

4. In the Departure City and Arrival City fields, enter the |
cities for your travel. When you type in a city, airport name, [ acvs
or airport code, it will automatically search for a match.

Select nearby siports

Select nearby aiports

= [depart =] [o:00am  =1[z2 -]

5. Click in the Departure and Return date fields, then select @ ¢
the appropriate dates from the calendar. Also, select the i
appropriate departure and return times. The system will et
search before and after the times you select based on the S
+/- number of hours selected in the drOdeWﬂ boxes. Search flights by: © Price Schedule
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6. To book a rental car during this search, select the Pick-up/Drop-off Car at Airport

checkbox.

7. To book a hotel stay during this search, select the Find a Hotel checkbox. You can
choose to search for the hotel by: Airport, Address, Company Location, or Reference
Point/Zip Code (a city or neighborhood). For example, search by address to locate

hotels close to a certain location.

8. Inthe Search Flights by: section, select how you first wish to review the airfare

results (either by Price or by Schedule).

9. Click the Search button.

. B W M A = A =
Reserving aflight... Al I R A A =
1 stop - 791.10 270.80 548.80 15010 22210
10. A grid (matrix) summarizing your e | | w» | oo
airfare search results will appear at the o
H W Sorted By | Policy - Most Compliant
top of the page, with your search -
results appearlng belOW. D\sp\:::?g: 236Dutul236rezlrt:;r . ==P:::::s Pnge:luﬂ;u:l:[]ﬁ‘m%
11.To filter your results, select a column, B i e mesmin & o
I’OW, or Ce” from the matrlx FOI’ compare + more like this + hide details
eXamp|e1 tO VleW Only the nonstop Qutbound f‘light: Denver, CO (DEN) - Oklahoma City, OK (OKC) r\.nayw
: ; « » BITET Dot 104 e wemedm g 3
ﬂlghts CIICk the NonStop Ce” EIE?:'EEIHEHCH‘T:‘]ZW Economy: G Empraer RI170, rawy "
12 Use the toggle barS On the I’Ight S|de Of Returnfligh‘t: Oklahnma[jty,OK (OKC) - Denver, CO (DEN) May19
. i Eront\er WlIIRo.gersWorldA.rpt(DKC) Del}ve.rlntIArpt(D.EN) E
your screen to filter your results even R o WO e
further. r—
icket non-refundable - penalties may apply; Change fee: 50 USD; (Apello) Fare Rules
View more fares
13. Select your preferred flight by clicking e —— —
the green Reserve button. (Green
Reserve buttons indicate the most
economical choices.)
Selecting a rental car...
If, when entering your search criteria, you e e
checked the Pick-up/Drop-off Car at Airport - =
checkbox: 33 | ms | ®3 | w0
14.Next, you will see your rental car search 23 ms e | am
results. Similar to the flight search, a matrix e
summarizing your search results will appear mwy - - sz as -
at the top of the page. L T 3
15.To filter your results, select a column, row, oo oyt ot -
or cell from the matrix. Economy G i) o
: _— s _ .
16. Select your appropriate rental car by clicking Soo=
=
the green Reserve button.
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Selecting a hotel room...

If, when entering your search criteria, you checked the Find a Hotel checkbox (and you
have a Travel Card):

Check-in Tue, May 17 - Check-out Wed, May 18 % Hide Map (5, Print / E-mail

17.Next, you will see your hotel search results. A map T T T
will display your search results in relation to the : @ b
location you selected/entered as part of your &E R R BT
search criteria.
18.You can sort the list of hotels by Preference, Price, ||, : @ 7
Rating, and Distance. To view more hotel e
selections, click the Next button on the bottom of == ZAN I
the screen.
19.Use the options on the right side of your screen to e [
filter your results further, such as by hotel et R ———

Sorted By: | Poiicy - Most Compliant |%||  With names containing:

amenities or those that provide e-Receipts within
Concur. (E-Receipts are receipts that are
electronically provided to Concur and automatically
attached to the corresponding expense during the

[HExpand All Details
<<Previous 123456 Next=> | All

3.27 miles 60
$97

moreinfo  comparet choose room

trip reconciliation.)

20.Click the Choose Room link for a specific hotel to find more detailed information,
including room types and room rates.

If there is a special conference rate available,
make the reservation through the conference
site instead of within Concur.

21.When you are ready to reserve a hotel room, click the green Reserve button for the
appropriate hotel and rate.

22.Review the information on the Rate Details/ Cancellation Policy pop-up window,
confirm and then click Continue.

Completing your reservation...

23.Review the details of the reservation on the Trip Details page. If necessary, change
any element of your trip by clicking the appropriate change link along the left side of
your screen. When ready, click Next.

24.0n the Trip Booking Information page, enter the trip information in the Trip Name
and Trip Description fields and enter any comments that you have for the travel
agency. The trip name becomes the Report Name of the expense report when it is
time to reconcile your trip expenses.
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25.Enter the appropriate SpeedType to which your airfare will be charged.

26.1f your trip is grant funded, select Yes in the Is This Grant Funded? dropdown box
and provide justification for your trip in the field that appears.

27.Click the Next button.

28.Your itinerary appears again, with the trip information just entered, for final review.
Click Purchase Ticket, at the bottom of the page, to finalize your trip.

29.Your itinerary will appear one last time, now with a green Finished! message in the
upper left corner.

(Your itinerary will be automatically emailed to several people:

You

Your HRMS supervisor

Your primary travel arranger, if one is designated

The person who booked your trip, if it wasn'’t you

The other email addresses listed in your Concur Profile, if any

~\
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