SAP Concur Travel:

Book Airfare and Lodging

Use this guide to help you make airfare and
lodging reservations via Concur Travel.

Accounts Payable & Travel

Revised Oct. 2021
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Overview

The SAP Concur Travel online booking tool delivers the broadest selection of travel content through an
intuitive and easy-to-use online travel booking experience. Both the SAP Concur Travel and SAP Concur
Expense modules allows for travel to be all inclusive for employees, students, and non-employees of Texas
State University. This also allows for an all-encompassing system for travel preapproval, booking travel
reservations and the reimbursement process once the trip is complete.

The following instructions will guide the user through the reservation process of airfare, lodging and in some
cases car rental (if booking car rental only, refer to Tx State Car Rentals).

Corporate Travel Planners (CTP) is the University’s preferred vendor for airfare and lodging purchases. When
booking your reservations, the SAP Concur Travel system will submit all reservation information to CTP for
final ticketing, reservation, and invoicing. CTP will then transfer booking information to the SAP Concur
Expense system; this allows for ease of the reimbursement process once your trip is complete.

If you need on-line navigational assistance at any time during the booking process, you may call Corporate
Travel Planners (CTP) toll free at 877-727-5188. Operational times for this free service is 8:00 AM — 5:00 PM
M-F Central Time. NOTE: If you need help after hours, you may still call 800-823-6582 but you will incur an
afterhours booking fee.

Pre-Booking Requirements
e Travel Requests must be fully approved before airfare/hotel/rental vehicles can be booked.
e Only valid and correct trip numbers should be used when making reservations (e.g., 334P).
o Travel Requests should have sufficient funds encumbered to cover the costs.
e Reservation dates must match the approved Travel Request.
e Destinations must match the approved Travel Request.
o Travel Assistants should not book any airfare other than coach. Please refer to RSS 072618A .

» The following Login Warning will pop up. Read through for University guidelines and SAP Concur
directions and select OK. NOTE: This message will change with any updated information.

Login Warning x

Please note this site is for University Business Travel
Use Only.

You will need your Trip # to submit reservations for
purchase in Concur.

+ If booking a rental vehicle ONLY, please follow the
instructions at TX State Car Rentals.

« Simple International Travel (roundtrip) can be booked
in Concur.

+ If booking multi-stop international travel, it is
recommended you contact a CTP Agent for full

service assistance

- I booking group travel, contact a CTP Group Agent for

Assistance.
\ i
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https://authentic.txstate.edu/idp/profile/cas/login?execution=e3s1
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SAP CONCUR TRAVEL Homepage Overview

1. Once in SAP Concur Travel, the homepage will appear.

Administration~ | Help~

SAP Concur Travel Reporting App Center Profile ~ .
-
TEXAS9e STATE, 00
UNIVERSITY
View Trips
Hello, April
TRIP SEARCH ALERTS

& Booking for mysslf | Book for a guest @ You haven't signed up to receive e-receipts @ Sign up hers

AR = = @ COMPANY NOTES

Airlines Set Face Mask Requirements

‘ Round Trip One Way Multi City | Friday, May 1, 2020

Mixed Flight/Train Search

From @ Amid COVID-19. flying etiquette is changing, as airlines are now requiring flight attendants and passengers to wear homemade
‘. e e e o i <t | or commercial masks. Please be sure to check the individual airlines policies prior to departure for the latest updates &

Find an airport | Select multiple arparts —
To @ Read more

‘-- al city, airport or train station | MY TRIPS (0) -

Find n airport | Select multiple aimports

Show More

requirements.

You currently have no upcoming trips

tmde OFEL
m PLANNERS

2. Any unused tickets will be listed under the Alerts tab.

ALERTS

© vou havent signed up to receive e-receipts.@ Sign up here
@ You have unused tickets

3. Itisthe Traveler’s responsibility to monitor any travel warnings when traveling to a foreign
country. Click the Travel Warnings box to view notifications.

TRIP SEARCH ALERTS

.lg = = § @ @ Tripit creates a schedule with all your travel details in one place, accessible on Android or iPhons.
Simply connect your Concur account to Triplt. w Mt right now
@ You havent signed up to receive e-receipts @ Sign up here
Travel Warnings

Mixed Flight/Train Search COMPANY NOTES
| rounaTrp OneWay |  MuliCiy |
From @

[ | For online assistance please call 877-727-5188

Find an sipon | Sact multpe aipors Hours of operation: 8:00am - 5:30pm CST
e After Hours: 5:31pm - 7:59am CST

| | Adter Hours Toll Free Number 800-823-6582 use VIT Code S-BING

Find an sirport | Select multiple siports *Please note there is a $16.00 charge per after hours call
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4. The Company Notes section includes Travel Office resources and information about
ConfermaPay, On Call International the University’s duty of care provider, Concur contact

information, CTP contacts and Travel Office quick links.
COMPANY NOTES

Concur Training Resources
This link will provide information to utilize the Concur Travel System.

Welcome to Concur Travel!

An Approved Travel Request is required before booking.
Before your trip begins

« Know your travel allowances: Business Travel UPPS 05.06.05
- Access any Texas State Travel Forms needed
» Review the Pre-Trip Reference guide.

Corporate Travel Planners (CTP)
The University’s preferred vendor for airfare and lodging reservations

« CTP Hours of Operation: 8:00am - 5:00pm CST
« CTP After Hours: 5:01pm - 7.59am CST

Hotel Payment

- If booking hotels in Texas, provide the Hotel Occupancy Tax Exemption Certificate to the establishment.

« Access your virtual hotel payment with the ConfermaPay App.
= Register with your university email
- For ConfermaPay App froubleshooting, please email. https.//help.conferma.com

Car Rentals

- If booking a rental vehicle ONLY, please follow the instructions at TX State Car Rentals.

Concur Reservation Assistance

« For Concur Travel Assistance please call 877-208-1396 . .
- For Full Service Reservation Assistance please call 800-523-9036 - or 210-366-9565 . .
« For Assistance with Group Reservations please call 800-810-2695 . or 210-5630-0857 . , or you can
email groups@ctptravelservices.com.
- After Hours Toll Free Number 800-823-6582 .
- Please note there is a charge for after hour calls.
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5. Select Travel from the top left of the homepage.
Help~

SAP Concur Requests Travel Expense App Center °

Profile ~

Travel Trip Library Templates Tools \

Travel Alerts
@ As a Texas State University employee, you are eligible for a free Triplt Pro subscription Not right now

a Booking for myself | Book for a guest

X Q = = g © You haven't signed up to receive e-receipts.€ Sign up here
Travel Warnings Company Mot Upcoming Trips | Trips Awaiting Approval | Remove Trips
LA S Welcome to Concur Travel!
| Round Trip One Way Mulii Gity | . . i
An Approved Travel Request is required before booking.
From €

|E:e;::-.r|l|e city, airport or train station | Before your trip begins
Fined an awport | Select multiple arports

- Know your travel allowances: Business Travel UPPS 05.06.05
- Access any Texas State Travel Forms needed.
| - Review the Pre-Trip Reference guide.

To®
|'—.'| val city, airport or train station
Find an awport | Select mulliple arports

Corporate Travel Planners (CTP)

m The University's preferred vendor for airfare and lodging reservations.
» CTP Hours of Operation: 8:00am - 5:00pm CST
Show More: « CTP After Hours: 5:01pm - 7-58am CST

Booking Reservations
1. Determine what combination of travel is required (e.g., airfare, rental car, lodging or rail)

TRIP SEARCH

& Booking for myself | Book for a guest

X0 = = @

Travel Warnings

Mixed Flight/Train Search

| Round Trip One Way Multi City |

From @)

Find an airport | Select multiple airports
@

|.—-".r: city, airport or train station

Find an airport | Select multiple airports

Show More

2. Under TRIP SEARCH, select one of the following options: Round Trip, One Way, or Multi City.
Mixed Flight/Train Search

| Round Trip One Way MukiCty |
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3. If only booking one travel type, select the proper icon (e.g., plane, car, bed, or train) to begin
the booking process for the type of travel needed.
NOTE: If booking car rental only, refer to Tx State Car Rentals. Rentals booked through Concur
will be personally paid by the traveler.

42 = = 8
4. If booking airfare plus rental vehicle and/or lodging, click the plane icon and you will be

prompted to book a rental vehicle and or lodging as you flow through the booking process.
No need to return to the initial screen to begin each individual reservation.

Booking Airfare and Lodging

Airfare
1. Enter Departure City. Beginning with the city name or airport’s three- digit code and a listing will
begin to populate to narrow the search. Scroll down the list and click on the correct airport.
Mixed Flight/Train Search

Round Trip One Way Multi City

AUS tin-Bergstrom Intl Airport

Austin United States of America |

AUM Austin

Austin, MM, United States of America

GRB Green Bay Airport
Green Bay, W1, United States of America

g ==+ TT Aanart &F 1T ITETHY mmm W 1T 57 &F |

2. Enter Arrival City. Beginning with the city name or the airport’s three- digit code and a listing will
begin to populate to narrow the search. Scroll down the list and click on the correct airport.

Travel Warnings

Mixed Flight/Train Search

Round Trip One Way Multi City

From i@
Austin, TX - Austin-Bergstrom Intl Airport
Find an airport | Select multiple airports
To i@
Mgl - Dallas/Fort Worth Intl Aiport - Dallas, TX]

DFW Dallas/Fort Worth Intl Airport

Dallas, Tx, United States of America

DFW Dallas Arsa Airports

Dallas, Tx, United States of America

DAL Dallas Love Field
Dallas, TX, United States of America Mear DFW

QDF Dallas Area Airports

Dallas, TX, United States of America Mear DFW
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3. Enter the dates of travel to search for reservation availability.
a. Enter the date or select from calendar drop down.
Depart g
|[E]1nmarzuz1 ||depart v|| 0900 am v||:2 v|

L

Relumg
E]”dep-art v oz00pm v| 2 v|

<t < Oct20d1 = ==
Su M Tu W Th F Sa

b

rport

7
10] 1112 13l94[ 15| 16
17 [18[19]20(21[22[ 23
24 |25(26|27|2829( 30
31

4. Enter the Departure and Return times.
a. The time preference can be changed to either departure or arrival (e.g., want to arrive at
12:00PM).
b. Select to view options up to +/- 9 hours from the time selected.
From &)

|AU5 - Austin-Bergstrom Inil Airport - Austin, TX
Find an airport | Select multiple airports

To @)

|DIF'|.I‘|.r - Dallag/Fort Worth Intl Airport - Dallas, TX

Find an airport | Select multiple ai:m;.y
Depart g

|[E]1musr2n21 ||depart v|| 0900 am v| 2wl ¥

Relumg T3 g
1010612021 || depart v || 03:00 pm v || =4
=5
Pick-up/Drop-off car at airport +5
HRe =7
[ Find a Hofel zd
=9

5. Check the appropriate box to Find a Hotel to reserve lodging.
Pick-up/Drop-off car at airport
W

Find a Hotel
Search within |5 |rr1i|es from
OAirpurt f ) Address
OCompany @Rel‘erence Point / Zip
Location Code

Reference Point / Zip Code
(e.g. 'Statue of Liberty’, "90210" or "Alexandria, VA"

|Dallas. T |

|:| Only show resulis showing:
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6. Forlodging, you may enter your distance from one of the locations listed: Airport, Address, Company
Location or Reference Point.

a. The location selection defaults to Airport if booking airfare and hotel together. The arrival
city/airport will prepopulate from the airfare section. You may also begin typing the city name
or the airport’s three-digit code for a listing to populate to narrow the search. Scroll down the
list and click on the correct airport.

Find a Hotel
Search within |5 miles from
(®) airport (address
(_JCompany (_)Reference Point / Zip
Location Code
Please enter an airport. /
[- ~ Dallas/F ort Worth Infl Airport - Dallas, TX] ]

DFW Dallas/Fort Worth Intl Airport
Dallas, TX, United States of America @

DFW Dallas Area Airports

Dallas, TX, United States of America

Sei DAL Dallas Love Field

Sq¢ Dallas, TX, United States of America Mear DFW

[J| QDF Dallas Area Airports
|:| Dallas, TX, United States of America Mear DFW

b. If attending a conference or visiting a company and you want to stay at the conference or a
particular hotel, click Address and enter the exact address of the location in the Reference

Point/Zip Code field.
Find a Holel
Search within | 5 miles frem
() irport (@) Address
(_ICompany (_IReference Point / Zip
Location Code /
Street City
650 South Griffin Sireet Dallas
State/Province Poslal Code
TX 752020

Country/Region
United States of America b

|:| Only show results showing:
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c. Forabroader search, enter Reference Point /Zip Code.
Find a Hofel
Search within |5 | miles frggn—_
[_JAirport [ _JAddress

i:JCom pany @Refe rence Point 7 Zip
Location Code

Reference Point / Zip Code
(e.g. 'Statue of Liberty”, "90210" or ‘Alexandria, VA')

|Dallas. T |

|:| Only show resuliz showing:

d. Company Location Note: If seeking to direct bill a hotel in the San Marcos or Round Rock area
please see Company Billed Hotels.

e. If you prefer a specific hotel chain, check Only show results showing and enter the hotel name
(e.g., Hilton).
|

/

Only show results containing:
Hilton

f. A pop up will appear to confirm the address entered if using search with Address. Select
Choose if correct.

Searching for location... x

Location: /
6530 5 Griffin St, Dallas, TX 75202, USA w

650 South Griffin Sireet, Dallas, TX
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7. If requesting to book lodging, a warning regarding Tax exemption will pop up when reserving hotels
within Texas. This box will not pop up if you are booking lodging outside of Texas.

9 REMEMBER for Texas hotels:

* The traveler (employee) is required to present a completed Texas
Hotel Occupancy Tax Exemption Certificate to the hotel upon
check in.

* The traveler must verify the state occupancy tax was not charged
an the final hotel statement at check out.

+ |[fthe state occupancy tax is charged, the traveler must ask the
hotel to remove it immediately and obtain a revised hotel
statement before they leave the hotel.

« [fthe traveleris a non-employee, the Travel Assistant must email
ar fax the completed exemption cerificate to the hotel.

* The traveler must obtain a hotel receipt with hotel charges, tax
itemization, and method of payment.

Click on the following link for the cerificate: Texas Hotel Ccocupancy Tax
Exemption Cerificate. You anly need to complete the Guest Mame, Hotel
Mame, sign and date for the haotel to comply with the exemption. Travel
Assistants may sign the cerificate for non-employees.

REMEMBER for Out of State:

* The traveler must obtain a hotel receipt with hotel charges, tax
itemization, and method of payment.

« [fthe traveleris a non-employee, the Travel Assistantis
responsible for obtaining the hotel receipt.

A/

Cancel Continue

a. Click for the Texas Hotel Occupancy Tax Exemption Certificate form if needed. Click Continue
to proceed with booking lodging.
NOTE: If lodging in the State of Texas, it is the traveler’s responsibility to present the
exemption form at check in and verify at check out that state tax was not charged on the
hotel bill.
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8. Once selection on this screen is completed, click the orange Search at the bottom of the screen.
Trawvel Warnings

Mixed Flight/Train Search

| Found Trip | Cme Way Plulti City |
From g
|Au sfin, TX - Austin-Bergsirom Intl Airport |
Find an airport | Select multiple airports
To @
| DFW - Dallas/Fort Worth Intl Airport - Dallas, TX |
Find an airport | Select multiple airports
Depart &)
~
| T 1040312021 || depart || 09:00 am || =2 |
Returmn g
~

||ﬁ|1musﬁ2021 || depart v” 03:00 pm v” =2 v|

Pick-up/Drop-off car at airport
|

Find a Hotel

Search within |5 | miles from

() airport ) Address

C)Company @Reference Point / Zip
Location Code

Reference Point / Zip Code
{e.g. 'Statue of Liberty”, 90270 or "Alexandria, WA

|Danas, T |

|:| Only show results showing:

Search by
| Schedule s |

[l Specify a carrier @
[] Refundable cnly air fares /

NOTE: The Search by feature allows the booking to be searched by a specific carrier or
refundable airfare only.

9. The system will take a moment to load the flight selections.

Getting your schedules and fares..

=

Hide matrix  Print/ Email

a. An informational notation will pop up for travel requirements. Click OK once read.

i} Airlines Set Face Mask
Requirements

Friday, May 1, 2020

Amid COVID-19, flying etiquette is changing, as airiines are now requiring
flight attendants and passengers o wear homemade
masks. Please be sure to check the indivigual airlines

-
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10. The Air Matrix, located at the top of the Search Results page, is a way to sort flights by the airline
(columns) or by number of stops. The Matrix can be hidden by selecting Hide matrix and re-displayed
by selecting Show matrix.

AUSTIN, TX TO DALLAS, TX
THU, 093 - SUN, OCT 6

Show matrix  Print / Email

AUSTIN, TXTO DALLAS, TX Show as | USD. v |
SUN, OCI}H*“-«‘ED. OCT6

Hide matrix  Print / Email

~
. A * N
Al American Dielta Multiple United
93 results Sirlines
Nonsto
P 4 results - - -
4 results
1 sto
i P b 18 results 9 results 6 results 10 results
43 results
2 stops
8 P " 15 results 14 results — 22 results
51 results

11. A grid of flight options and prices will be displayed based on your preferences. Review the grid and
select the Departure flight.

Depart Return

Austin, TX - Sun, Oct 3
Displaying: 27 out of 32 results. @

Flight Number Search Q Sorted By:  Preference A4 Provi 123 Next | Al
revious &3
s, American o404 AUS - 08:08a DFW  Nonstop Economy m
Airlines
ffe_frzﬂwsﬂi:‘iﬂe 1h 8m / American Airlines 1595 - View seal
Sr' l-xis ate Airbus Industrie A321 (Safire)
niversity
“ A 07:00a AUS — 08:08a LAX  Nonstop Economy m
AIliNES 10,002 LAX > 03:11p DFW  Nonstop Economy
fre_lf_irredSAir\ine 8h 11m / American Airlines 2869, American Airlines 2853 - View seats
Sr' s tate Airbus Industrie A321 (Sabre)
niversity
. American 07:01a AUS — 11:00a MIA  Nonstop Economy m
'Y o o)
AIlNES 11502 MIA > 01:48p DFW  Nonstop Economy

Preferrad Airline —

SAP Concur Travel — Booking Airfare and Lodging 12| Page



12. After selecting the Departure flight, a grid of return flight options and prices will display. Review the
grid and select the Return flight.

DEPART ¥ Sun, Oct 3 — Austin, TX to Dallas, TX / 1h 52m layover in Los Angeles, CA
“ American 07:00a AUS - 08:08a LAX  Nonstop Economy
AIMINES 40,002 LAX ~ 03:11p DFW  Nonstop Economy

e i 8 hours 11 minutes / American Airlines 2869, American Airlines 2853 - View seats

fuplexasSlate Airbus Industrie A321 (Sabre)
University

Depart Return /

Dallas, TX - Wed, Oct 6

Displaying: 40 out of 42 results. @

Flight Number Searct Sorted By: | Pref A4
N i Q onea By reterence Previous 123 4 Next | All
. American 01:00p DFW - 02:15p LAX  Nonstop Economy m
S i
AIlines 3955 LAX — 08:29p AUS  Nonstop Economy
fre_f;rredsﬁi:\ine Th 29m / American Airlines 2886, American Airlines 1014 - View seats
j’. exas Slate Airbus Industrie A321, Bosing 737-800 (Sabre)
niversity
«  American 01:00p DFW — 02:15p LAX  Nonstop Economy m
L Airlines

07:00p LAX € 12:03a AUS  Nonstop Economy

Preferred Airline
for Texas State
University

11h 3m © / American Airlines 2886, American Airlines 2870 - View seats
Airbus Industrie A321 (Sabre)

13. Once roundtrip flight selection is complete, the Selected Fare will appear and any choices outside of
University policy will appear as warnings.

a. Click on the warning icon A to view what policy is referenced.

Warning x

This option triggers one or more company travel rules.
0 We will log this choice if you choose to purchase it.
My You have booked $100 over the lowest available ::

option per your schedule neads.

@ Please note this airfare is non-refundable. Please
read the fare rules carefully before confirming your
flights.

b. Click Remove to change flight selection.

Selected Fare /

Remove X

% Multiple 09:45a AUS -~ 03:57p DFW 1 stop IAH 6h 12m
VOl $1.118.12

N United' 05:00p DFW - 08:55p AUS 1 stop I1AH 3h 55m

1 United 4787 operated by SKYWEST DBA UNTED EXPRESS

Show all details v
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c. After roundtrip flights are selected, the flights and the total airfare for the trip will be
displayed. Click on View Fares to continue.

Selected Fare \

07:00a AUS - 08:08a DFW N 1h 08 Remove X

. American b = 0g:0sa onstop m $280.65
(Y -

AIrlines — 51.00p DFW  12:03aAUS  1stopLAX  11h03m

Preferred Airline for Texas State University Show all details v

d. Alist of flight and fare options will be displayed for comparison in the Shop by Fares
window.

Shop by Fares Shop by Schedule

Displaying: 6 out of 528 It
Flight Number Search Q, Sorted By: | Price - Low to High ~ 'splaying: & out of 526 resuls. @

American Airlines Main Cabin Main Cabin Flexible
\‘ 07:28 AMAUS -  08:40 AM DFW Nonstop 1h 12m 5222.61 435.94

\‘ 04:34 Pt DFW > 0532 P AUS MNonstop 58m - A

More fares/details «

1)

American Airlines Main Cabin Main Cabin Flexible

\‘ 0728 AMAUS - 0840 A DFW Nonstop 1h 12m 5222.61 435.94

\‘ 02:43 P DFWY » 0339 P AUS MNonsiop 26m - & -

More fares/details

American Airlines Main Cabin Main Cabin Flexible

\‘ 08:42 AMAUS - 09'54 Am DFW Nonstop 1h 12m 5222.61 435.94

Select Select
\‘ 04:34 Pt DFWY > 0532 PM AUS MNonstop 58m - &

More fares/details v

P

American Airlines Main Cabin Main Cabin Flexible
\‘ 0842 A AUS > 09'54 an DFW Nonstop 1h 12m 5222 61 435.94

\‘ 02:43 Py DFW > 03:30 Py AUS Nonstop 56m - & -

More fares/details ~

4
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NOTE: Select airlines such as Frontier offer “instant purchase airfares.” If this option is used, the
ticket purchase is instantly processed after acknowledging the instant purchase related to the chosen
flight. Any cancellations, changes or refunds will need to be processed through the carrier.

ACKNOWLEDGE INSTANT PURCHASE

You have selected an airline that requires that all reservations be paid for and ticketed immediately. You must select a credit card to use for
payment.

Once you click Purchase Flight and Continue, the airline — not your travel agency - will

« receive your credit card information
« charge your credit card
+ issue a ticket

Once you see your itinerary, you will not be able to cancel the trip through Concur, and any changes or refunds to the airfare will have to be
processed through the airine.

When you click Purchase Flight and Continue, the selected credit card will be charged and the ticket will be issued immediately.

[J* I understand and | wish to proceed. <«

NOTE: You will be prompted to “Choose a Reason” when booking airfare $100.00 or more over the
lowest available option. Once you have chosen a reason, select “Save” to continue.

Travel Rule Triggered /

This flight is not in compliance with the following travel rule(s): — Please Choose a Reason —

— Please Choose a Reason —
A You have booked $100 over the lowest available option per your schedule needs.

Please choose the reason for selecting this travel option. If more than one reason applies, choose the most Alternate -"tiFIJUI't
applicable. This reason applies to this entire trip.

— Please Choose a Reason — |+ 4/

Please explain why you have chesen this flight. NOTE: We will log flights which you did not take.

Company Preferred Airline
Carrier Specific

TX State Rate

Inflexible Schedule

/ Discount Seat Sold Out

Lowest Fare Selected

Fully Refundable Fare

The selected fare was: $467.96
The least cost logical fare was:$252.60
Chosen:

Cost: $467.96

Outbound Flight

Southwests 2141 Austin-Bergstrom 10/03/2019 Dallas Love  10/03/2019
Intl Airport (AUS) 7:30 AM Field (DAL)  8:35 AM

Return Flight:

Southwests 2174 Dallas Love  10/06/2019 Austin-Bergstrom 10/06/2019
Field (DAL)  2:15 PM Intl Airport (AUS) 315 PM

Least cost logical fare
Cost: $252.60

Outbound Flight

americansivines g, 1176 Austin- 10/03/2019  Dallas/Fort 10/03/2019  Airbus
Bergstrom Intl  9:20 AM Waorth Intl 10:31 AM A3l
Airport (AUS) Airport (DFW)

Return Flight:

americansirines s, 1373 Dallas/Fort 10/06/2019  Awstin- 10/06/2019  Boeing
Worth Intl 4:20 PM Bergstrom 5:18 PM 737-800
Airport (DFW) Intl Airport

(AUS)

The following rules-compliant options were presented but not chosen:

SAP Concur Travel — Booking Airfare and Lodging 15|Page



14. Review and Reserve Flights

Review and Reserve Flight
REVIEW FLIGHTS

DEPART X Mon, Oct3 - Austin, TX to Dallas, TX Hide details ~
Mon, Oct 3 08:45a AUS 09:55a DFW 1h 10m American Airlines #1004
328
RETURN ¥ Thu, Oct6 — Dallas, TX to Austin, TX Hide details ~
Thu, Oct6 03:25p DFW 04:22p AUS 57m American Airlines #2646
328

ENTER TRAVELER INFORMATION

Ensure all traveler information below is correct. @

Primary Traveler Edit | Review all
Name: Callie Elizabeth Payne Phone: 5122452760 | cmi493@testate edu EI

Frequent Flyer Programs Add a Program
For American Airlines

Mo Program selected B

SELECT SEATS

Select your preferred seats, otherwise Concur will request them for you based on your Profile.
flight Seat
AA 2231 Main Cabin (S) Select a seat
AA 1373 Main Cabin (G) Select a seat

REVIEW PRICE SUMMARY

Description Fare Taxes and Fees Charges

Airfare 541488 $59.32 547420

Total Estimated Cost : $474.20
Total Due Now: $474.20

METHOD OF PAYMENT

Your reservation will be Direct Billed to the University.

This purchase will be charged to your company directly.

NOTE:

o If you have a frequent flyer program set-up in Concur, it will either auto-populate, or you will
have the option of adding one at this stage of the reservation.

o A personal credit card cannot be used to pay for airfare, rail, lodging, or rental vehicle (when
available). Only the company credit card is allowed for payment. The payment screen shown
below will default with the data for airfare.
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a. After reviewing these, click on the Reserve Flight and Continue button. By continuing, you
agree to the fare rules and restrictions, and hazardous goods policy.

This is a Non-Refundable Ticket

Customers holding NON-REFUNDABLE type tickets may USUALLY cancel their journey, and reuse these tickets to any destination in the carrier's system, within one year
following the DATE OF ISSUE (READ THE FARE RULES to be certain this applies). Reservations MUST be cancelled by the intended {original) departure day, or tickets
will be void and have NO value for future use. These rules apply to DOMESTIC ticketing only.

By completing this booking, you agree to the fare rules and restrictions and hazardous goods policy.

Reserve Flight and Continue /

b. If you click the blue Back button, it will take you back to the outbound flight grid options. You
will then need to repeat the process to change flights.

Lodging

1. The location of the arrival flight will populate in the Location entry, if not, you may have to use the
drop down for the location.
e. ChoA%e the applicable county to calculate the current GSA rate for that location.

Location

| Dallas County — Dallas County e |

Lodging Rate Meals Rate Incidentals Rate
5142 559 5

Hotel Per Diem Locations

Search for Locations near:

Country (Sefect @ Country fo get a fist of locations or States)

nites 5 of America (U3) ~ ‘
o e

e ) v
cation

Ararilo Naval & Mc Res Ctr — Potter County neidentals

Anderson County — Anderson County

Andrews County — Andrews County
Angelina County — Angelina County
Aransas County - Aransas County
Archer County — Archer County
Arlington - Tarrant County

Armstrong County - Armstrong County
Atascosa County — Atascosa County
Austin — Travis County

Austin County — Austin County

Bailey County - Bailey County

Bandera County - Bandera County
Bastrop County — Bastrap County
Baylor County - Baylor County
Beaumont - Jefferson County

Bee County — Bee County

Bell County — Bel County —

. Bexar County - Bexar County v -

2. Once a location is entered, click Next.

Please choose the per diem location for your hotel /
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3. A grid of available hotel rooms based on your preference will be displayed.

ﬁ\” ¥ 1.LaQuinta Inn & Suites Dallas I-35 $80
2421 Walnut Hill Lane, Dallas, TX 75229  Map it

[
‘l 7 | View Rooms
_E 956 mles 70

Preferred Hotel Chain for Texas State University Hotel details

2. La Quinta Inn & Suites Las Colinas

85
4225 N MacArthur Blvd, Irving, TX 75038 Map it $

View Rooms

¥3.62 miles TN

Preferred Hotel Chain for Texas State University Hotel details

3. La Quinta Inn & Suites Dallas Love Field

8300 John Carpenter Freeway, Dallas, TX 75247  Map it $93

View Rooms

Y422 miles WHN

Preferred Hotel Chain for Texas State University Hotel details

4. La Quinta Inn-Stes D/IFW Airport South

4105 West Airport Fwy, Iving, TX 76062 Map it $99

. View Rooms
¥3.77 miles JUX

Preferred Hotel Chain for Texas State University Hotel details

NOTE: This process is for business lodging only. If extending travel for personal days, book the
personal lodging reservation separately and use a personal credit card to reserve the room.

4. Locate the hotel to book. Click on View Rooms and then select the room type to move forward with
booking. A grid of available room types will be displayed.
NOTE: If the hotel requires a deposit to hold the room, verify you need to stay at that hotel or if you
can book another hotel. Some hotels do not refund deposits if the reservation is cancelled. Click on
Rules and cancellation policy to verify.

ﬁ\. 1. La Quinta Inn & Suites Dallas I-35 580
2421 Walnut Hill Lane, Dallas, TX 75229  Map it

S
E' b | Hide Rooms
_E 95.6miles K -

Preferred Hotel Chain for Texas State University Hotel details

Room Options
Tx State University - Two Queen Beds/microwave/fridge/nonsmoking Ultra Fast Free Wififree ° - 2
$80

Breakfast/hdtv (Sabre)
Rules and cancellation policy

Tx State University - King Pillowtop Bed/microwave/fridge/nonsmkng Ultra Fast Free Wififree
Breakfasthdtv (Sabre) (]

Rules and cancellation policy

Tx State University - King Bed/mobility Accessible/nonsmoking Ulira Fast Free Wififfree
Breakfasthdtv (Sabre) °

Rules and cancellation policy

Tx State University - Two Queen Beds/microwave/fridge/nonsmoking Ultra Fast Free Wififree
BreakfasUnhdtv (Sabre) (]
Rules and cancellation policy
Tx State University - King Pillowiop Bed/microwave/fridge/nonsmkng Ulira Fast Free Wifi/free
Breakfast/hdtv (Sabre) (]
Rules and cancellation policy

v

5. Click on the blue dollar amount button for the lodging to reserve.
6. Review the hotel reservation.
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Review and Reserve Hotel

REVIEW HOTEL ROOM

La Quinta Inn & Suites Bedford

Stay 3 Nights And Save 20 - 1 King Nsmk With Free Wifi, Free Breakfast, Mini-fridge, Microwave, Ac, Bathtub/shower
3 Nights | 1 Guest”

Check-in Check-out Address Phone

Sunday, October 03, 2021 Wednesday, October 06, 2021 1809 Hwy 121 817-545-8105
Bedford, Texas 76021

United States

*We reserve every hotel room for 1 guest only, regardless of the number of actual travelers sharing the room. The primary traveler's name is attached to the reservafion for hotel

check-in_

7. Enter any special hotel accommodations.

PROVIDE HOTEL ROOM PREFERENCES

Your preferences and comments will be passed to the hotel.

Comments {30 character max)

|Ex Meed early check-in {10am |

8. Name and phone number will populate from your profile.
ENTER HOTEL GUEST INFORMATION
Ensure the name below matches the |.D. shown on the day of check-in. @

Hotel Guest Edit | Review all

Name: April Serma  Phone: 210-222-1111  Email: | ars51@txstate edu v|

Hotel Program Add a Program

| Mo Program selected v|

9. Price summary will be available.

REVIEW PRICE SUMMARY
Description Nightly rate Dates Total
La Quinta Inn & Suites Bedford $66.40 Oct 03 - Oct 06 $199.20
Total Estimated Cost: $199.20*
Total Due Now: $0.00**

* May not include taxes or additional fees.
** Remaining amount due at holel location.

10. Method of Payment will default to Direct Billed.
METHOD OF PAYMENT

Your reservation will be Direct Billed to the University.

This purchase will be charged to your company directly.
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11. Review the details and cancellation policy. Check the box next to | agree to the above rate rules,
restrictions, and cancellation policy and select Reserve Hotel and Continue.

ACCEPT RATE DETAILS AND CANCELLATION POLICY

Please review the rate details and cancellation policy provided by the hotel

La Quinta Inn-Stes D/IFW Airport South  «QUINTA

Please review the rate rules and restrictions before continuing.

The hotel provided the following information:

RATE: USD 85.00
\ TOTAL RATE: 97.75 USD

EXTRA PERSON: $6.00

|| *l agree to the hotel's rate rules, restrictions, and canc el\atioﬂ‘V
Reserve Hotel and Continue

12. Review the Travel Details
Travel Details

TRIP OVERVIEW

I want to... Trip Name: Trip from Austin to Dallas Edt)
Print Itinerary
Start Date: Cctober 19, 2015

E-mail Itinerary

End Date: Cctober 20, 2015

Created: September 21, 2015, Elissa Bertish (Modified: September
21, 2015)

Description: (Mo Descripticn Available) (Edit)
Agency Record Locator: QZEXHL
Passengers: Elissa Bertish

Total Estimated Cost: $314.18 USD (Detsils)

Airfare must be ticketed by an agent by: 09/22/2015 11:55
PM Central

Change frequent flver program

Add to your Itinerary

@ Car @ Hotel

RESERVATIONS
Monday, October 19, 2015

9 Flight  Austin, TX (AUS) to Dallas, TX (DFW)

American Airlines 1356

Departure: 10:09 AM Confirmation: QZEXHL

Seat: No seatassignments Select Seat Status: Confirmed

Bergstrom Intl Arpt (AUS)
Duration: 1 hour, 11 minutes
Monstop

Arrival: 11:20 AM
Dallas Ft Worth Intl [DFW)

Additional Details

Aircraft: Super MD-B0 Distance: 183 miles
E-Ticket

Cabin: Economy (Q)

SAP Concur Travel — Booking Airfare and Lodging
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é La Quinta Inn-Stes D/FW Airport South Change | Cancel
4105 West Airport Fuy

Irving, Texas, 75062

us

O972-252-5546

Checking In: Mon Oct 19 Confirmation: 3188624053

Room 1, Days 1, Guests 1 Status: Confirmed

Checking Out: Tue Oct 20 Rate Cods: 20342

Additicnal Information
Daily Rate: §85.00 USD Total Rate: $85.00 USD

Room Details

Room Description: RoomDescriptionCodeADSA2)
Cancellation Policy

Cancellation Fees may apply

Must Cancel By 8 Pm

o Add to your Itinerary

Tuesday, October 20, 2015

‘, Flight Dallas, TX (DFW) to Austin, TX (AUS) Change | Cancel all Air
American Airlines 1221
Departure: 04:59 PM Confirmation: QZEXHL
Seat: 22B (Confirmed)+ Change Seat Status: Confirmed

Dallas Ft Worth Intl (DFW)
Duration: 1 hour, 1 minute
Monstop

Arrival: 06:00 PM
Bergstrom Intl Arpt (AUS)

Additional Details

Aircraft: Boeing T37-800 Distance: 183 miles
E-Ticket

Cabin: Economy (O}

o Add to your ltinerary

TOTAL ESTIMATED COST

Alr View Fare Rules
Airfare quoted amount: 589.30 UsSD
Taxes and fees: $34.90 USD
Air Total Price: $124.20 USD
Hotel: 585.00 USD
Car: 5104.98 USD
Total Estimated Cost: $314.18 USD
Restrictions

auote:  NONREF/SVCCHGPLUSFAREDIF/CXL BY FLT TIME OR NOVALUE

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

|
13. If satisfied with the trip details, click the blue Next button.

a. If not satisfied, click the blue Cancel button to cancel the entire trip (all reservations).

IT 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.

A

b. Confirm cancellation by clicking OK.

www.concursolutions.com says

i Cancelling at this time will remaove this entire reservation. I

Mote: Any part of the trip that is instant purchase or has deposit
required will not be cancelled.

Are you sure you wish to do this? /
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c. Cancellation confirmation will appear.

Your trip has been successfully cancelled.

Hotel Cancellation

LAQUINTA LA QUINTAINN STE DFW AP W
Dallas, TX
Checking In: 10/03/2021
Checking Out: 10/06/2021
Confirmation: 89413EC024477
Cancellation Number: 89413EC024478X

This information has been sfored in the Trip Library.

14. Trip booking information.
Trip Booking Information

The trip name and description are for your record keeping convenience. If you have any special requests for the travel agent, please enter them into the agent comments section

Trip Name Trip Description (optional)
Thiz will appear in your upceming trip list Used to identify the trip purpose
Trip frem Austin fo Dallas Conference
P P

Comments for the Travel Agent (optional)
Special Requests may incur a higher service fee. Send a copy of the confirmation to: @

Please try and obtain an aisle seat on all segments.

Send my email confirmation as
4 @HTML (OPlain-text

Travel Request/Trip Number (Examples 7300012345 or 2014512345 Do you have an unused ficket in your profile you would like fo use? [Required]
[Required] X

Mo, do not apply unused ficket. w
7300012345

You may HOLD this reservation until: 05/18/2021 11:55 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 or has deposit required will not be cancelled.

a. Enter the Trip Name (Optional).

b. Enter the Trip Description (Optional).

c. Enter any Comments for the Travel Agent (Optional). Use this field to enter preferences
such as booking a conference rate hotel (to ensure you get the conference room rate).
If no preferences are in your profile (or they are not available during the booking
process from the vendors) add them in this field such as seating in the airplane; if the
hotel only offered two double beds and you want a king bed; room away from
elevator/ice machine, etc. This might incur a fee.
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d. In Send a copy of the information to: (Optional) enter the email address of where you
want this information sent (e.g., Travel Assistant, home email, etc.). You can add
multiple email address by entering a Semi-colon (;) between the email addresses.
NOTE: Travel Assistant email information may already be included in your profile and if
so, you would not have to enter that address here.

e. You will click on the preferred method button of how to send your email confirmation
under the above field. NOTE: Defaults to HTML.

f. Enter the Travel Request Number (e.g., 334P). This is a required field, and you will not
be able to continue without entering the number. Ensure enough funds have been
encumbered to cover these reservations costs. You may also want to include costs for
the meal per diems and any incidentals if applicable.

g. Select Yes or No from the drop-down menu in the Do you have an unused ticket in your
profile field (Required). If you selected Yes, CTP applies any applicable unused ticket
residual value to the cost of the current airfare ticket.

h. Click on the appropriate blue button at the bottom of the Trip Booking Information
screen:

Click on Display Trip to view detailed trip information.

g. Click Hold Trip to hold the trip reservation without purchasing the airfare. Certain
restrictions will apply based on the rules and regulations specific to airfare.

i. Using CTP provides an additional airline benefit to keep in mind when using
Southwest Airlines. The length of the hold will be displayed in the airline’s Rules
and Restrictions information, which you must agree to when confirming the
ticket.

NOTE: Fares are not guaranteed until tickets are issued and are subject to change without
notice.
h. Click on the Previous button to go to the previous screen.
NOTE: Never use the Back button on your browser or you will lose everything.
i. Click on the Next button to view detailed trip information and complete the final airfare
purchase and rental vehicle and/or lodging reservation if applicable.
j. Click on the Cancel Trip button to cancel the entire trip except for any instant purchase
airfare.
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Trip Confirmation

Trip Confirmation

To COMPLETE BOOKING, please press the "Purchase Ticket" Button after reviewing this page.
To CANCEL, press the Cancel button.

TRIP OVERVIEW

Trip Name: Trip from Bergstrom Intl Arpt, Austin, TX to Dallas Ft Worth Intl, Dallas, TX
Start Date: Cctober 19, 2015

End Date: October 20, 2015

Created: September 21, 2015, Elissa Bertish (Modified: September 21, 2015)
Description: Conference

Comments to Agent: Please try and obtain an aisle seat on all segments

Travel Request Number (Examples 7300012345 or 2014512345: 7300012345

Do you have an unused ticket in your profile you would like to use?: No, do not apply unused ticket
Agency Record Locator: QZEXHL

Passengers: Elissa Bertish

Total Estimated Cost: $314.18 USD

o Airfare must be ticketed by an agent by: 09/22/2015 11:55 PM Central

a. Click on the blue Purchase Ticket button to complete the purchase of your airfare and reserve

rental vehicle and/or lodging if applicable.

NOTE: Rental vehicles booked through Concur will be personally paid by the traveler.

Almost done... Please confirm this itinerary.

Display Trip Purchase Ticket== Cancel Trip

b. If not satisfied, then click the blue Cancel Trip button to cancel the entire trip (all reservations).

Almost done... Please confirm this itinerary.

Display Trip Purchasze Ticket== Cancel Trip

c. Confirm cancellation by clicking OK.

www.concursolutions.com says

|
i Cancelling at this time will remove this entire reservation.

Mote: Any part of the trip that is instant purchase or has deposit

d. Cancellation confirmation will appear.

required will not be cancelled.

Are you sure you wish to do this?

Your trip has been successfully cancelled.
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Trip Overview
e The trip itinerary will be displayed with the Confirmation Number and will be sent to the email
addresses you have indicated. The Travel Office also receives a copy of the itinerary.
e The trip is now confirmed, and these charges will be paid directly by Texas State University.

Finished!
Trip Summary
You have successfully booked your trip!
O Finished! Trip Record Locator : QZEXHL

‘This trip complies with your travel policy.

Your tinerary has been saved. Corporate Travel Planners (Texas State University) will service your itinerary.
Please Note: Fares are not guaranteed until fickets are issued and are subjectto change without notice.
Airfare must be ticketed by an agent by: 09/22/2015 11:55 pm Central

| Contact Information

For online assistance please call 877-727-5188 M-F during normal business hours

TRIP OVERVIEW

Trip Name: Trip from Bergstrom Intl Arpt, Austin, TX to Dallas Ft Worth Intl, Dallas, TX
Start Date: October 19, 2015

End Date: October 20,2015

Created: September 21, 2015, Elissa Bertish (Modiied: September 21, 2015)
Description: Canference

Comments to Agent: Please ry and obtain an aisle seat on all segments

Travel Request Number (Examples 7300012345 or 2014512345: 7300012345

Do you have an unused ticket in your profile you would like to use?: No, do nat apply unused fickst
Agency Record Locator: QZEXHL

Passengers: Elissa Bertish

Total Estimated Cost: $314.18 USD

(@) irfare mustbe ticketed by an agentby: 00/2212015 11:55 PM Central

Corporate Travel Planners (Texas State University)
877-727-5168

NOTE: Lodging is company billed in a different manner. Lodging will be company paid using a single use
virtual credit card specific to the lodging establishment, traveler and the lodging reservation dates
(business lodging only). Please refer to the Hotel Virtual Card FAQs for more info.

Multi Segment Travel

Multi Segment Travel encompasses trip reservations with multiple stops along one route. This is mainly seen
for a foreign destination. Not all price listings are the same in the booking tool compared to what an agent
can book. NOTE: Consider using an agent to book these types of trips to ensure you are getting the best price
possible, and itineraries are correct.
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Booking on behalf of another Traveler

NOTE: You must be listed as a Travel Assistant/Arranger in order to book travel for another. Refer to
the SAP Concur Travel: Updating your Profile instructions for more information.

1. Once in SAP Concur Travel, the homepage will appear.

Administration» | Help~

SAP Concur Travel Reporting~ App Center

Profile - &

TEXAS¥STATE,

UNIVERSITY View Trips
Hello, April
TRIP SEARCH ALERTS
& Booking for myself | Book for a guest @ You haven't signed up to receive e-receipts.@ Sign up here
*R = = @ COMPANY NOTES
Travel Wamnings
ke Fughtrai seareh Airlines Set Face Mask Requirements
‘ Round Trip One Way Multi City | Friday, May 1, 2020
From @ Amid COVID-19, flying etiquette is changing, as airlines are now requiring flight attendants and passengers to wear homemade
‘. eparture city. airport or frain statior | or commercial masks. Please be sure to check the individual airlines policies prior to departure for the latest updates &

Find an airport | Select multiple airports requirements. .
i17) Read more
[ty spnormnsatn ] My TRIPS (0) Y

Find an airport | Select multiple airports

You currently have no upcoming trips.

Show More

CORPORATH
tm k @ TRAVEL.
PLANNERS

2. From the Profile drop down click on Act on behalf of another user.

3. Type in the user’s name or NetID in search field and select the user confirming the name or NetID.
Administration» | Help~

Profile ~ &

Callie Payne

Profile Settings Sign Out

S /3 Acting as other user @
~Na

@ Act on behalf of another user
\ (O Act as user in assigned group (Proxy)

[Scheid. d | Q|

Scheid, Cynthia
CMS207 @TXSTATE.EDU (Emaily
———— 512-2452771
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4. Verify the name and NetlID are correct.

~/3 Acting as other user @

® Act on behalf of another user
(O Act as user in assigned group (Proxy)

[ Scheid, Cynthia

Q]

~

Scheid, Cynthia
CMSZ207@THKSTATE.EDU (Email)
— 512-245-27T71

5. Select Start Session.

Callie Payne

Profile Settings Sign Cut

~/3 Acting as other user @

(® Act on behalf of another user
(O Act as user in assigned group (Proxy)

[ Scheid, Cynthia

Cancel Start Session

6. Once the profile has been selected, the screen will convert to Acting as (NAME).

SAP Concur Travel

TEXASY STATE
UNIVERSITY

Scheid, Cynthia

7. Refer to SAP CONCUR TRAVEL Homepage to continue with booking procedures.
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Reminders:

1. If you have lodging expenses you will need to verify the lodging expenses on the folio before you
leave the hotel.

2. Once you return from the trip, you will complete the Expense Report with the company paid
charges. An itemized receipt for the transaction will need to be attached.

3. If lodging was in the State of Texas, remember that it is the traveler’s responsibility to ensure that
the State Occupancy Tax was not reflected on folio. If so, you will need to contact the hotel and
request a credit to the credit card billed for this tax (you may need to provide the exemption form
again per the hotel’s request).

4. lLodging reservations booked in SAP Concur will be included on your Expense Report, claim these
charges as University Paid.
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